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Start Your Operations Manual Template 
 

Operations Manual Worksheet Instructions 
 
 

1. Use the Total Focus Worksheet to Write Down Tasks You are 
Doing in Your Business 

 
2. Categorize the tasks by the following categories:  

A - Administrative (office paperwork) 
SM - Sales/Marketing (attracting customers or making the sale) 
P - Production (producing/shipping and delivery of products or 

services) 
 

3. Print the Process Worksheets provided in the following colors: 
 

Administration – BLUE 
 

Production – YELLOW 
 

Sales/Marketing – GREEN 
 

       4.  Begin your task documentation 
 

5.  Print the Binder Cover and Divider Worksheets and 3 Hole 
Punch the Process Worksheets.  Congratulations!  You’ve started 

your Operations Manual. 
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TOTAL FOCUS 
 
 

Type   Tasks I Do Now_______  3 Things I Love To Do 
 
____    _______________________  ____________________ 
____    _______________________  ____________________ 
____    _______________________  ____________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________ 
____    _______________________
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Administrative Process Worksheet 
 
 
Here’s How We ________________________________________________ 
 
Sub-Category: (if known)_________________________________________ 
 
Steps Involved To complete Task: (Write Description or Attach Documentation or Screen 
Print)  
 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 

Date Filed: __________ 
Update Date:_________ 
By:_________________ 
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Production Process Worksheet 
 
 
Here’s How We ________________________________________________ 
 
Sub-Category: (if known)_________________________________________ 
 
Steps Involved To complete Task: (Write Description or Attach Documentation or Screen 
Print)  
 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 

Date Filed: __________ 
Update Date:_________ 
By:_________________ 
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Sales/Marketing Process Worksheet 
 
 
Here’s How We ________________________________________________ 
 
Sub-Category: (if known)_________________________________________ 
 
Steps Involved To complete Task: (Write Description or Attach Documentation or Screen 
Print)  
 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 

Date Filed: __________ 
Update Date:_________ 
By:_________________ 
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OPERATIONS 
Manual 

 
 

For: 
_____________ 
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Administrative 

Procedures 
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Procedures 



_________________________________________________________________________________________________________________________ 
This document is confidential and proprietary to Stephanie Frank  and cannot be used or duplicated without the prior written consent of Stephanie 

Frank.  No unauthorized duplication, adaptation, distribution or display is permitted.  
 

Stephanie Frank wants you to Master Your Life.   Because You Deserve More.   www.IntentionalMastery.com             
Page 78 

 
 
 
 

 
 
 
 

 
Sales/Marketing 
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