Statius IMS system checklist
Definitions 
In developing processes and procedures that reflect company best practice it is imperative, especially if a team of people are developing different parts of the system, that a set of definitions is agreed and understood.
· Policies: are about how the company communicates with others, usually externally with customers, suppliers and others, but also staff
· Procedures: procedures describe processes and are about what is done and how information is passed around the company, number of copies of paperwork / emails, who it goes to how it is processed etc
· Work instructions / guidance notes: are about the detail of how things are done. Whereas policy and procedures involve more than one person, work instructions usually describe how an individual completes a certain task without the involvement of others. 
· Training documents: are documents that are usually used for a short time before the activity becomes second nature they then become reference documents. 
· Forms and templates: are the records that are completed to provide evidence that an activity has taken place

	Question 
	Statius default / notes 
	Decision 

	
	
	

	Has the core activity map been agreed?
	This needs to reflect the logic and sequence of the activities undertaken to satisfy the customer 
	

	Has the overall system diagram been agreed?
	This needs to be a one-page window into the entire management system 
	

	Do you have a preferred body font type, size and colour? 
	Ariel 10 Black 
	

	Do you have a preferred header font type, size and colour?
	Ariel 12 Bold in the dominant colour of the company logo 
	

	Do you have a preferred procedure header layout? 
	· Client company logo at top left 
· Procedure name in an inverse box; Ariel 12 top right in dominant colour (or similar) to logo
· Procedure is NOT numbered 
	

	Do you have a full list of job titles?
	
	

	Should job titles be capitalised?

· Managing Director 
· Managing director 
· managing director

	Statius like many of the national papers (including the FT) DO NOT capitalise job titles.
	[bookmark: _GoBack]

	Should titles and sub titles be capitalised?

· Sales and Marketing Procedures 
· Sales and marketing procedures 

· Receiving The Enquiry 
· Receiving the enquiry 



	Statius like many of the national papers and magazines ONLY capitalise the first word of a title or sub title.
	

	Have you a preference for the sequence in which job tiles appear across the flowchart page?
	· Client / customer – far left 
· Supplier / sub-contractor far right 
· Highest ranking company official to the right of the client 
· Lowest ranking company official to the left of the supplier / contractor 
· Descending order in between
	

	Do you have a preference for procedure revision nomenclature? 

· Issue number / letter 
· Version number / letter
· Revision number / letter 

How should they be incremented 

· 1, 2, 3?
· 1.1, 1.2, 1.3?

	Issue number, incremented in single digits 1, 2, 3.
	

	Do you have a preferred procedure footer layout? 
	Solid footer bar with the dominant colour from the company logo containing:

· Issue No: - Left 
· Date: - Centre
· Page No: x of Y – Right 

The above in contrasting colour to the solid bar:

Central (Ariel 8-point) annotation underneath footer bar to read:  

Produced in association with Statius Management Services Ltd 
Uncontrolled when printed

	

	Do you have a preference for capitalisation for?
· Customer 
· Client 
· Supplier 
· Procedure titles 
· Job titles 
· Quality 
· Health and safety 
· Environmental 
· Information security 
· Other 
	No capitalisation unless required for the start of a sentence 
	

	Do you have a preference for how forms are referred to in the procedure?
· By name
· By number 
· By hyperlink 
· More than one of the above 
	By name 
	

	Do you have a preference for the naming conventions of forms?
· By name only 
· By company / procedure reference 
	By name only 
	

	Has the difference between system documentation and records been agreed?
	System documentation includes: 

· Policies
· Procedures
· Work instructions 
· RAMS
· Toolbox talks
· Training documents 
· Registers
· Blank forms 

Records include, but are not restricted to the following:
· Completed forms 
· Completed audit sheets
· Completed audit schedules 
· ChIP / NC reports
· Test results
· Waste transfer notes 
· Meeting minutes 
	

	Should externally controlled forms be made part of the system? E.g.

· Test certificates
· Waste certificates 
· HR documentation 


	No
	

	Would you prefer to reference forms in the procedures?
· As part of the procedure 
· In a separate library 
· Both / other 
	As part of the narrative of a procedure
	

	Do you have a preference for type of flowchart?
· Basic 
· Deployment 
	Deployment 
	

	Do you have a preference for flowchart symbols:
	See below 
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	Termination – start and finish 
	Only used at end of process.  Noted as Finish
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	Process or activity 

	Included 
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	Decision

	Included 
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	Sub process 

	Included 
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	Document
	Included 
	

	

Has the flowchart been checked to ensure that the text is readable once printed?
	
	

	Do you have a preference for the process headings?

· Purpose
· Scope
· Objectives
· etc
	1.0 Purpose 
2.0 Key performance indicators 
3.0 Inputs (TBD)
4.0 Processes or process summary 
5.0 Problems / risks / opportunities 
6.0 Process details 6.1, 6.2 etc (TBD)
7.0 Outputs (TBD)
8.0 Forms/associated documentation (TBD)
	

	Have you a preference over the key development stages for each procedure?

	· FCA = Flow chart agreed
· 1DPC = 1st Draft procedure completed ….2nd 3rd drafts / workshops
· FDPC = Final draft procedure completed 
· SO4P = Sign off for pilot 
· PFI = Pilot feedback incorporated 
· GL = Go Live
	

	If forms are to be numbered do you have a preference for form numbering?
· Simple 1, 2, 3 etc
· Convention e.g. Co initials, Proc no, Form No
(e.g. WG-15-3)
· Convention by type of form (e.g. Q/E/H&S etc)
· Without form numbers but referenced by hyperlink

	Create a forms library where forms are placed after the procedure in the order in which they are referenced in the procedure 

TBD on a company by company basis

	

	Who will be involved in the sign off procedure and how will it work?
· Unilateral sign off by project champion 
· Sign off agreed by all parties using sign off form / email 
· Unilateral sign off by process owner 
· Other 

	Unilateral sign off by the process owner after an index has been created for all procedures (from the systems diagram) and all process owners have been identified
	Issues to consider include:

· Branding error 
· Process error – major 
· Process error – minor 
· Look and feel
· Spelling & grammar 


	How will system documentation be protected from modification:

· Pdf access with Word master
· SharePoint
· File protection via password 


	
	

	How will the publish / launch work?
· Publish / launch procedures as they are signed off 
· Publish / launch only once all procedures are available 
	With smaller projects the launch can be undertaken once when the whole system is ready

With larger projects the preference is to launch as procedures are completed but this may have knock on training implications as people may not be fully aware of the system.  However, it allows a gradual transition and procedure test and audit rollout approach 
	

	How / where will the information be held?
· File on server 
· Web site 
· Intranet 
· SharePoint
	
	

	How will the user access the system and associated documents?
· via the systems diagram 
· Via favourites 
· Via library 
	A combination of the systems diagram and client preferred access points 
	

	How will project actions be managed?
· Spreadsheet 
· Word document detailing actions for each section which are then marked as complete and greyed out 
· Via a software (bug fix type) solution

	Word document detailing actions for each section which are then marked as complete and greyed out 

	

	How will process improvements be captured and quantified?
· Risk matrix for each procedure 
· Problems, risks and opportunities being detailed in each procedure 
	
	

	Should IT systems be named, if not how should they be referred to?

· Sage
· MS Dynamics
· Navision
· CASH
· Auvisas
	IT systems are not named in case they change involving the unnecessary changes of procedures.  The preference is to use generic names:

· The IT system
· The HR IT system
· The Accounts system

	

	Should there be a common template for all meeting minutes?
	Meeting title
Date and time 
Attendees
Apologies 
Date of next meeting 
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