CE MANUAL



ice Manual

ual is a guide to all the
ation and procedures in your

mployees and temporary employees use
rn how we do things in our office

Existing employees use it to remind themselves
- about info or procedures that they have
forgotten



ice Manual

e, your office manual will:

> a table of conte
names

tabs for quickly locating each section
atly and professionally laid out

of material created by
you and steler borrowed from the internet (or from
a real company)



Ing Started

usiness is i1t?

business you are most familiar

ig is the business?®

igger the business, the more information you
include in your manual. Smaller is better.

1 How many employees will you have?
- = Are you the owner/manager? Or one of the gang?



etting Started...

cussed in these presentations are
YOU will decide what to
ever, your manual must
ealistic and professional, and must cover a
nable range of topics.

with your classmates to come up with

ideas. Share information. Exercise teamwork!

- But each student must submit his/her own
office manual.




‘to include...

t: names, phone #, email addresses
n (Google Maps, showing red dot)

Mission Statement / Vision Statement /
About Us / Our Philosophy



What to include...

coming in Part 2
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