
Purpose:
This document will guide you through making a checklist style How To. For each routine that
you have, for every single task that you have to repeat daily, weekly, or even yearly you
should create a How To. These are useful as training aids, and make sure that there is one
way - the right way, to do every task in the business! 

How To 
Create a How To Document (Paper)

Select the task.  Start with something quite easy, like answering the phone, and
once you get the hang of making a How To, you can move on to more complex
tasks 

1 

Imagine yourself performing the task. Think about why you do it the way you do,
and why you want others to do the same. Why is this important to you? 

2 

Jot down your ideas on a sheet of paper/type up your notes. This will help to set
the tone for the How To, and to make sure you include all of the important points. 

3 

Open the How To template doc, and save as a duplicate/make a copy so that the
template is intact for the next person.  

4 

In the How To document template, save the document as ‘How To [task]’  
 
For Example: ‘How to answer the phone using the [your business name] tone’ 

5 

In the How To document, write a couple of sentences at the top of the page
outlining the purpose of the how-to, and what it will guide the reader to do 

6 

Tip: You might want to brand the template for your business & set fonts
etc. so that all of the How-tos look the same across your business 

In the box next to the number one, write the first thing you do. If It’s answering
the phone, then it may be  
 
 ‘Pick up the phone after three rings’ 

7 

What’s the next thing you do? Write that in the box below 
 
For Example: Smile and say ‘Good morning…’In the box next to the number one,
write the first thing you do. If It’s answering the phone, then it may be  ‘Pick up
the phone after three rings’ 

8 
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Create a How To Document (Paper)
Keep adding clear, step-by-step tasks in each box 9 

When you‘ve completed the How To, test the logic by giving it to someone to
read who isn’t as close to the task as you - do they understand it? Could they do
it? Does anything need editing? 

10

Edit the How To as necessary 11 

At the end, fill out the ‘Why we do it this way’ box with reasons why this task has
to be done exactly this way  
 
For Example: ‘We want our clients to receive consistently professional customer
service of the highest level, no matter who answers the phone.’ 

12 

At the bottom, write ‘Created by: Your name & email’ so that whoever is reading
it knows who to go to with questions or if they need clarification 

13 

Give the How To document to your boss to sign off 14 

File in the online How To folder that your business has created. 15 

One month later, go back through the How To and see if it needs updating or
tweaking 

16 

Repeat this check in a year’s time (or less if the process has changed) 17 

DONE! 18 

Why we do it this way

There is one, right way to do everything in our business
When new team members are hired, each task is taught consistently in a
uniform way 
The business runs more efficiently because everyone knows exactly how to do
each task the right way 
Our customers always receive the same, great consistent experience through
the business
There is little room for error 
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