


(Insert name of business)Process for (insert what the process is for)

This document explains how to carry out a specific process within a company. It outlines what actions need to be taken, how tasks should be executed, and who is responsible for what.

1. Give your process a title 
Your process manual should be given a clear and intuitive title. You can make a general procedure manual or tailor your manual for a specific process.
[For example: “Process for clean down and close”]


2. Explain the why
Use this section to list the rules on which your procedures are based, whether it is alignment with your company's mission and vision, legal regulations, or something else.


3. Outline the document’s objective
Clearly state the objective of this procedure manual to your collaborators. This document should help them become more efficient and effective in their roles.


4. Describe the process
This is the most important part of your process explainer. Here you will have to describe each of the actions and how to properly execute them.
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5. Identify responsible individuals
Finally, mention the people involved in your process. This will make it easier to reach out to respective individuals and get feedback on the process when necessary.
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