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Positions Listing

	POSITION TITLE
	# PEOPLE CURRENTLY IN THIS POSITION
	# MANAGER COPIES
	# MASTER COPIES
	# ADDITIONAL COPIES
	TOTAL # COPIES NEEDED

	
	
	
	
	
	


Listing of Currently Available

Company-Wide Documents


COMPANY SECITON


 FORMCHECKBOX 

Strategic Objective 


 FORMCHECKBOX 

Company Story


 FORMCHECKBOX 

Organization chart


 FORMCHECKBOX 

Company history


 FORMCHECKBOX 

Other (list)


PRODUCTS AND SERVICES SECTION


 FORMCHECKBOX 

Positioning Statement and Unique Selling Proposition


 FORMCHECKBOX 

Company brochure or other media (list)


 FORMCHECKBOX 

General product/service education items


 FORMCHECKBOX 

Other (list)


POLICIES SECTION


 FORMCHECKBOX 

Employee Handbook or Policies Listing


 FORMCHECKBOX 

Benefits information


 FORMCHECKBOX 

Other (list)

Listing of Currently Available

Position-Specific Documents

Fill this worksheet out yourself or have managers or employees fill it out with the specific documents available for each position.


POSITION TITLE:      



POSITION SECTION


 FORMCHECKBOX 

Position Contract(s) 


 FORMCHECKBOX 

Reporting positions’ “Position Contracts,” if applicable.


SYSTEMS SECTION


 FORMCHECKBOX 

List all systems for which this position is accountable:


 FORMCHECKBOX 

List all systems for which reporting positions are accountable, if applicable:

Policy Memorandum Format

Note:  This policy memorandum concept can be used to create an electronic message on policy, if your company uses   e-mail.

Policy Memorandum


FROM:      



TO:      

DATE:      

EFFECTIVE DATE:      

 FORMCHECKBOX 
 New Policy


 FORMCHECKBOX 
 Revised Policy







(Place this policy in your operations manual)


POLICY STATEMENT:

Operations Manuals Implementation Plan

Draft your plan here.







This document is confidential and proprietary to E-Myth Worldwide and cannot be used, disclosed, or duplicated without the prior written consent of E-Myth Worldwide.  This is an unpublished work protected by federal copyright laws and no unauthorized copying, adaptation, distribution or display is permitted.  Revised on 6/26/2003, 3:39 PM

