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14 September 2002

Interbrands Policies and Procedures Manual

Project description
1. Objective

To  use the pre-defined sources (chapter 6) to redesign procedures and policies (P&P) and  develop a plan for new policies and procedures successful application

in a way that

· identifies and recruits the people necessary to structure new p&p’s 

· develops all material required for the procedures and policies accurate description

· identifies current / in use p&p’s 

· develops a detailed document that defines the processes currently used plus the ones added (called Operation Manual)

· identifies what procedures and policies are needed

· defines the objectives,  scope and outcomes of each of the p&p´s 

· fully addresses the logistical aspects of the procedures and policies  application

so that

is making most productive use of the  sources on the project and p&p’s carry out.

2. Outputs

1. Readjusted job descriptions, functions responsibilities and positions definitions within the Interbrands structure. Roles and interaction between different functions.

2. Core policies, as derived from Interbrands set of principles and current best practices

3. Business procedures (flow chart format)

4. Definition and purposes of systems in place, business measurables and measurement tools

5. Q&A explanatory texts, where possible

6. Recommendation for implementation plan

3. Benefits

This project provides a number of benefits over traditional / current approaches:

-
Increases productivity by carrying out tasks in a single procedure that otherwise may take longer to complete using more traditional  / current information gathering and decision making approaches

-
Improves the quality of services by promoting involvement from all parties interested  

-
Improves communication and reduces the chances of misunderstanding

-
Increases creativity by involving more people in design activities

-     Removes managers from the function of intermediary in the negotiation and resolution of conflicts 
4. Steps

Step 1:  Define Procedures and policies Scope

To define the procedures and policies required 

Tasks:

-
Gain commitment to the use of sources on the project.

-
Determine what procedures and policies are needed.

-
Define procedures and policies objectives, scope and outputs.

-
Identify and record any assumptions in defining the procedures and policies

Step 2:  Establish the Procedures and policies Team

To select the appropriate individuals to fill the specified sources roles 

Tasks:

-
Identify Likely Participants

-
Interview Participants

-
Update Client

Step 3:  Edit Procedures and policies

To action and incorporate the procedures and policies schedule into the overall manual.

Tasks:

-
Finalize the Procedures and policies Objectives, Scope and Outputs

-
Prepare the executants agenda

-
Develop Ground Rules

-
Prepare Interviews

-
Process material resulting

Step 4:  Finalize Procedures and policies. Ensure acceptance, application and suggest logistics

Tasks:

-
Check Procedures and policies 

· Brief Client

· Adjust & debate Policies and Procedures resulted

5. Definitions

Policies 

– Predetermined approaches for handling routine matters or recurring situations efficiently and effectively. The purpose is to avoid having to answer questions over and over again and help the organization focus on more crucial decision-making. 

Example: how to deal with an invoice compensation related with a price decrease specifically asked by a principle, how to deal with a credit term issue, how to deal with a price control issue with a customer, how to deal with an invoice return situation

Generally speaking policies answer to questions of HOW or WHAT IS THE RIGHT THING TO DO type
Procedures 

– Detailed descriptions of specific steps for carrying out a business action, as this to be done expediently and fairly

What to do when a new product is launched, how to refund a customer or replace a product if this is defective, what to do when an engine failure situation happens while the vehicle is away, what to do if the order realization by the warehouse is faulty

Generally speaking policies answer to questions of WHAT TO DO or WHAT ARE THE STEPS TO FOLLOW type, BY WHOM and WHEN
Controls  

- Comparison of actual performances with pre-determined standards 

Measures

- What measures must be set in place and monitored to know: how the policies are respected and the procedures followed.

6. Description of Sources:

1. Job descriptions (purpose of positions, position responsibilities, position requirements) and current organization structure and authorizations

2. Departments descriptions (functional roles, connections, deliverables)

3. Abbreviations and forms currently used within the company

4. Site maps (for each branch)

5. List of projects individually assigned

6. Mission statement, principles and values, company strategies and documents alike

7. Current operations description (if do exist)

8. Current documented procedures

9. Current systems in place and their description

10. Current measurements and controls in place

11. Current safe and security practices (if do exist)

12. Current communication good practices

13. Current evaluating tools

14. Current reward and compensation system

15. Standard interviews (form to be filled)

16. Face to face in depth interviews as to identify repetitive business issues, decision making process, points of responsibility, information flow

17. Management inputs, adjustments and debates

7. Deadline & Deliverables

11 December 2002

· Manual with interview notes and new p&p (procedures & policies) print outs

· Floppy disks with all the material, in Romanian & English

Yours respectfully,

Laurentiu Curca

Omniadvice
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