POLICIES & PROCEDURES

BRINGING INTEGRITY TO YOUR ORGANIZATION
© 2005 Take Note Coaching

l‘g

As of today
As of specific points in time

Today and emerging

Actual practices, guidelines

Formally approved & maintained i
unwritten protocol, culture

policies, procedures, protocol

Page 1




POLICIES & PROCEDURES

BRINGING INTEGRITY TO YOUR ORGANIZATION
© 2005 Take Note Coaching

WHO
Oowns?
Maintains?
Enforces?
HOW Current operating State <> QueStIOnS Ideal Outcomes >
Approved?
Communicated?
)
WHERE
Stored?
Accessed?
Archived?
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D Project Phases

Assess
Survey, Collect,
Review similar organizations |

Strategize
Create project structure Update
& Team buy-in Update & store top priority policies

Rewrite/edit as required
Initiate maintenance & archiving

Prioritize
Review existing
Identify new 1
Identify consolidations & revisions
Create priorities & timelines

Implement
Rollout new/revised policies
Educate & train

Develop Workflow
Policy creation & revision during project
Approval protocol
Tracking software
Archiving
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O Critical Success Factors

Cross-functional
participation &
communication

Active, involved
Executive

Sponsor

Dedicated Project Coach
& Designated Internal
Point Person

Resources:

People
Budget Active, responsive
Technology Steering Committee

Regular Project Team
meetings &
documentation
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