How to Create a Best-Practices Manual

· Make a decision to document systems. Discuss with staff to identify the existing systems and the value for having them recorded in a single manual. 

· Conduct a self-audit. What systems are in place? What works really well? What needs improvement? 

· Assemble the existing systems. More often than not, associations already have guidelines and procedures in place from systems ranging from securing the office to billing the members. Go forth and find those documents. 

· Identify systems needing more documentation. Assign individuals, department heads or a team to document the procedures they use to effectively administer the association. 

· Create a table of contents. Build it based on what exists, and what needs to be written. Leave room for adding more best-practices as your association grows. 

· Assign a keeper. Someone in the office should guard, protect and update the Best-Practices Manual. Maintain in a large binder for staff to use, and keep a back-up on the computer for individual components of the system. 

· Share the manual with Board each year. The Board should increase their confidence in staff and the association if they know that Best-Practices are maintained. 

· Evaluate the manual. From time to time you’ll want to update the manual, add systems, remove old information, etc. 

