Operations manual
	Company
	

	Manual owner
	

	Version
	1.0

	Last reviewed
	

	Where the latest version lives
	e.g. shared drive link



1. About the company
What we do, and for whom
How we make money: main products or services and main customers
Locations and working hours
Service standards or values that guide day-to-day decisions
2. Organisation and roles
	Role
	Person
	Responsible for
	Deputy

	
	
	
	

	
	
	
	

	
	
	
	



3. Core processes
	Process
	Owner
	SOP reference
	Systems used

	Winning work (enquiry to signed contract)
	
	
	

	Delivering the work or fulfilling orders
	
	
	

	Billing and collecting cash
	
	
	

	Buying and paying suppliers
	
	
	

	Hiring and onboarding
	
	
	

	Month-end close and reporting
	
	
	



4. Systems and access
	System
	Used for
	Administrator
	How to get access

	
	
	
	

	
	
	
	



5. Routines
	How often
	Task
	Owner

	Daily
	
	

	Weekly
	
	

	Monthly
	
	

	Quarterly
	
	

	Yearly
	
	



6. Key numbers
	Measure
	Target
	Reported where
	Owner

	
	
	
	

	
	
	
	



7. Policies
Expenses
Holidays and absence
IT and information security
Data protection
Health and safety
Complaints
8. Suppliers and key contacts
	Supplier or contact
	What for
	Account or reference
	Contact

	
	
	
	

	
	
	
	



9. When things go wrong
Link to the business continuity plan
Who to call first
Escalation rules: what goes to whom
10. Document control
	Version
	Date
	Change
	Approved by

	1.0
	
	First issue
	



Free template from runbooked.co. Delete this line if you like.




