WRITE IT DOWN ONCE, RUN IT THE SAME WAY EVERY TIME

Business Systems
& SOP Binder

Map your processes, write simple standard operating procedures,
build checklists, track tools and handoffs, and review your systems
each year.

US Letter - Free sample

Business name

Binder owner

Date started
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INVENTORY

Process Inventory

List every repeating job, big or small. Rate each one so you can choose what to document first.

Minutes per
run

Process or job How often Who does it

Pain (1-5) SOP exists?

Pain: 1 = easy and rarely goes wrong. 5 = stressful, slow, or error-prone.
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SOPS

SOP Page (1 of 3)

Procedure
SOP title Owner
Version and date Review by
Purpose: why this exists Trigger: what starts it
Tools, files and supplies needed Done looks like
Step What to do (start with a verb) Who Time Check
1
2
3
4
5
6
7
8

Common problems and what to do
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