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Policies, guidelines and procedures help your company run systematically and efficiently. Having a written contour of how things should be done on your workplace guarantees that every employee has knowledge and vision to contribute to business growth. Create a procedure manual to enhance employees to do your job to the best of their ability. A
manual of procedures contains policies, guidelines and processes for the entire organization. It exists to help employees to do their job approved and consistent. The procedure guide includes policies and procedures for the overall workplace, as well as for each individual role. The policies reflect the A ¢ a,—
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