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Policies, guidelines and procedures help your business run systematically and efficiently. With a written breakdown of how things need to be done at your workplace, ensure that each employee has the knowledge and vision to contribute to the growth of the business. Create a procedure manual to empower your employees to do their jobs to the best of their capabilities. A
procedures manual contains the policy, guidelines and processes for the entire organization. It exists to help employees do their work in an approved and consistent manner. Your procedure guide includes the policies and procedures for your overall workplace, as well as for each individual role. Policies reflect the rules you want your employees to follow, while procedures outlining
the process to follow those rules. Your business procedural manual must include: The vision, mission and core values of your business Employee Rights and Health Benefits, Sick Days and Holidays Expenses, Deductions and Compensation Harassment and Discrimination Guidelines Online communication guidelines Overtime break, meal times and rest periods Disciplinary
action With all this information in writing ensures that your employees have a point of reference for anything they need This reduces miscommunications between the business and its employees. It also ensures that there are processes in place for how to complete each action, and what to do in case disciplinary action is required. Each department in your organisation must have a
procedure manual where the tasks of each role are set out within that department. For example, there must be an IT section manual, a customer service department manual and a sales section manual. Within each tutorial, be sure to list out every kind of role, such as IT manager, customer service representative and sales associate. Next, list specific tasks to which each role is
responsible. Then make step-by-step instructions for each task. For example, if one of the customer service representative's tasks is to close the cash register every night, how should they do? How should they count the cash and credit card transactions, where should they list them and what should they do with the cash and credit card transactions at the end of the night? With
these kinds of minute details documented ensure that there are no notice gaps for your staff. They have a reference they can watch when they forget a process or complete a new task. If an employee has to suddenly leave the company, you still have a record of all the tasks they are responsible for allowing you to ensure continuity in your business. Writing a clear, coherent and
useful process manual takes time. Start setting up an outline of all the information you need to include. Next, stressed areas of priority, priority, you know which sections to start with. Complete the procedure manual section per section, instead of working on multiple sections at a time. This helps to reduce confusion and repetition. Use a direct style of writing that makes it easy for
your employees to follow the logical steps you offer. Include many numbered step-by-step lists for processes to happen in a certain order. Use bulleted lists for procedures that can be completed outside of operation. Where possible, images or graphics include to help with understanding. Always keep your procedure tutorial up to date by reviewing it every month. When necessary,
review the procedures that are disturbed date. Share the updated latest version of the procedure manual with your employees. Instead of have a printed version, consider have an online version of the manual, making it easier to ensure that your employees always have the latest content. Share the tutorial with all new employees and highlight the importance of reading by each
section to become familiar with the rules of your workplace and department. Refer the manual in meetings where questions about topics that come into the procedures. For example, if an employee wants to know the policy on taking sick days, answer their question and also remind them to review the information in the procedure manual. Written office procedures help business
run smoothly and more efficiently. Basic procedures describe the pre-office practices: the procedures, which they perform and what is done. Offices have guidelines for staff management, cash deposits, incoming and outbound mail, correspondence and remuneration. The incoming post is opened and contents are date stamped. Checks are placed in the To deposit bin. Mail is
sorted by recipient and placed in the person's mail holder. He prepares the bank deposit and makes copies of the checks received. Attachments are stacked to the check copies. He delivers the checks and deposit slip copies and attachments to accounts receivable. Outbound post is taken to the post office every night. Answer the phone through the third ring. The standard
greeting is Good Morning, ABC Company, John speaks. How can I help you? Respond just a moment and fix the caller. Check the office calendar for absent employees. If absent, tell the occupation, and ask if someone else can help. If the person is in, the caller announces and sends the call. If the line is busy, tell the scholarship and offer voicemail or a written message.
Messages include the caller's name, time, and date, reason for the call and callback number. Inserts the message in the recipient's email slot. Standard supplies are ordered monthly invender. The office calendar was checked for scheduled posts and supplies required. She prepares the office order form and authoritates the office manager before it is placed. For non-standard
supplies, complete a supplies request form and send to the secretary. She has responsibility for the office calendar. When you schedule a meeting, go to the Conflicts calendar, and send the request to the secretary. Monthly emails for clients, marketing and promotion are imported on the office calendar. Employees responsible for this may email the dates to the secretary. Email
travel dates, employee absences and holidays to the secretary. Travel ban is processed weekly. Use the approved travel form. Enter the expenditure date, type of cost and reason for the costs. Attach legible receipts for the expenses. No amounts are honoured without a receipt. Use the approved cheque request form for irregular checks. Complete the paying information, the date
required, check amount and the reason sections. Obtain approval from a manager or the accountant. Credit cards are processed monthly. A receipt is necessary for each purchase. Enter your name, the reason for the costs and other identification of information about the receipt. Any costs without receipts, and personal costs, are deducted from the employee's salary. Completed
customer orders are delivered twice a day to A/R by the shipping clerk and matched by the end of the working day. The daily deposits received by A/R are applied by the end of the business day. With a small business often means that fewer people are available, they have less time and they often have to do several different tasks at once. With set office procedures can save
time, stress and money for all involved. Standard procedure means that all parties know how to proceed in their daily activities and where final responsibility lies. Human resources are one area in which predetermined policies and procedures can eliminate the most confusion and conflict. There must be clear procedures on absence, telephone use, sick, holiday requests, health
insurance matters and work space safety. It is often a good idea to put together a tutorial, no matter how small, to provide answers to various issues in advance problems. Employee notes, theft, harassment, violence in the workplace and other important issues can be dealt with clear policies and procedures for managing these situations. Employee reviews and warnings can be
covered as well as benefit package dates and other questions. Small offices in particular may have difficulty setting out the exact duties of staff. Confusion can be eliminated by making sure that employees know what their work entails and what additional duties they can be called to cover. This may require organizational cards indicating when others are out of office on sick days
or holidays. Clear disclosing of who the final says in specific areas can go a long way toward preventing confusion and hard feelings inside the office According Smallbiztrends.com, the office manager is probably the one to take one additional duties such as human resources, purchasing and information technology concerns that go beyond traditional clerical duties. Costs can be
quickly out of hand when managing a small business, such a user-friendly office accounting program is crucial for good office procedures. Accounts payable and debiterial operations on a day-to-day basis can be easily obtained to make sure the business in management within budget restrictions. Access to financial data can be limited to those who need to know. Procedures for
managing cash and small purchases should be clear with easy record keeping. Forms must be standardized for purchasing, stock, invoice and maintenance issues. The board is the ultimate decision-making authority at a corporation. Determining what voting rights have for corporate council elections may be complicated given the different classes of shares and associated voting
rights in very large corporations. But once it is determined which classes shares can vote, how many votes each class shares and who own the shares with voting rights, all parties are notified and the actual election of corporate directors is much like any other election. The first step in holding an election of corporate directors is nominations for the available positions. The specific
method for nominating directors is described in the company by-laws, but most organizations have a nomination committee that conducts research and veterinarian candidates for consideration. Large shareholders or shareholder groups may also submit candidates in most cases, although the process is typically expensive and time-consuming. When a company has only one
class inventory, the determination of voting rights is simple - one vote per share. However, things are quickly complicated when a company has issued various classes of stock with different voting rights. Some companies issue different types of preference shares that usually pay dividends. Most preference shares do not have voting rights, but some do. The situation is further
complicated because some companies issue convertible preference shares that can be converted into common shares, and the holder of these convertible shares may choose to convert before an election so that general shares can hold with voting rights. The term campaigns are a bit of a displeasure here, as director candidates are not active as political candidates campaign.
However, the qualifications of all candidates are disclosed and Bidds are often divided into factions where the addition of one or two new directors can change the direction of a company. BoD elections are definitely competitive campaigns in this with the various factions that hold for shareholder support for their candidates. BoD elections are controlled by company exits, but
typically record with voting rights is notified at least 30 days prior to an election and a proxy ballot is sent. Proxy ballots must be filled in and returned by a certain date, and then the results are counted together with the votes of the votes at the shareholders' meeting. Many larger companies use a third-party accounting firm to tabulate/audit the results of the election. About the
author Clayton Browne has been writing professionally since 1994. He wrote and edited everything from science fiction to semiconductor patents to dissertations in linguistics, after working for Holt, Rinehart &amp; Winston, Steck-Vaughn and The Psychological Corp. Browne, a Master of Science in linguistic anthropology from the University of Wisconsin-Milwaukee. WisconsinMilwaukee.
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