Developing Your Own
Standard Operating Procedure = =it

! Part I: Your “Why”

Why does your business exist?

Who does your business serve?

! Part II: Business Transactions

Check every activity that currently occurs in your business.

a I
Marketing o Yes o No
Sales oYesoNo
Client onboarding o YesoNo
Scheduling oYesoNo
Delivering services o Yes o No
Purchasing supplies o YesoNo
Billing o Yes o No
Collecting payments oYesoNo
Customer follow-up oYesoNo
Accounting oYes o No
Other: o Yes oNo
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