
          

Turn your routines into simple, logical, repeatable systems 
The dictionary defines routine as a set of actions regularly followed.  We all have routines in our 
lives - morning routines, Friday evening routines, bedtime routines. Some we recognise as the way 
we get things done, many have become habits that would now be hard to break. 

In the work environment, we may also have a number of personal routines that help us to get 
things done.  Perhaps we start our day with 90 minutes of business building activity.  Or maybe we 
take 40 minutes in the middle of the day to get out into the fresh air, clear our minds and come 
back revitalised for the rest of the day. 

Routines are good for business, and for a business looking to develop systems that the whole 
team can work to, recognising existing routines is a good place to start. 

 

Sit down with your team and brainstorm everything that you do regularly in your business; 
things that you do every day, week, month, quarter and even just once a year.  The idea is 
to capture all tasks that are repeated. 

       Download the Our Routines template 

  
Write down all the tasks that you captured onto the template.  You might find it easier to 
create one for each team, or team member. At this point remove any duplicates (eg if two 
people have called the same task a different name) and any tasks that you used to do, but 
have not done for a few years, or will not be doing going forward. 

Agree as a team how often each task is completed, and enter when it is completed into the 
appropriate box on the template e.g. if you complete a task every day at 7.30am, then 
write 7.30am in the daily box next to the task, if you complete a task every week on a 
Tuesday, then write Tuesday in the weekly box next to the task, and so on 

Go through your list again, and discuss whether each of your routines has a purpose.  
Does it add to the productivity of the team, is it of any benefit to your customers, or is it 
just something that you’ve always done? 

Cross off anything that does not add value to the business. 

Go through every routine that you still have listed again, and ask if there is any way it could 
be improved, made simpler, or done in a more logical way.  Have one of the team make 
notes of any changes to how this routine (task or process) will be completed going 
forward.

LINK = https://

www.dropbox.com/

s/

whpdzxvb0xzu74s/

Our%20Routines%2

0Template.pdf?dl=0

www.mariannepage.co.uk | 1Marianne Page Ltd 2018

How To

1

………………………………………………………………………………………………

2

3

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

5

4

6

7

………………………………………………………………………………………………

https://www.dropbox.com/s/whpdzxvb0xzu74s/Our%20Routines%20Template.pdf?dl=0
https://www.dropbox.com/s/whpdzxvb0xzu74s/Our%20Routines%20Template.pdf?dl=0
https://www.dropbox.com/s/whpdzxvb0xzu74s/Our%20Routines%20Template.pdf?dl=0
https://www.dropbox.com/s/whpdzxvb0xzu74s/Our%20Routines%20Template.pdf?dl=0
https://www.dropbox.com/s/whpdzxvb0xzu74s/Our%20Routines%20Template.pdf?dl=0
https://www.dropbox.com/s/whpdzxvb0xzu74s/Our%20Routines%20Template.pdf?dl=0
https://www.dropbox.com/s/whpdzxvb0xzu74s/Our%20Routines%20Template.pdf?dl=0
https://www.dropbox.com/s/whpdzxvb0xzu74s/Our%20Routines%20Template.pdf?dl=0
https://www.dropbox.com/s/whpdzxvb0xzu74s/Our%20Routines%20Template.pdf?dl=0
https://www.dropbox.com/s/whpdzxvb0xzu74s/Our%20Routines%20Template.pdf?dl=0
https://www.dropbox.com/s/whpdzxvb0xzu74s/Our%20Routines%20Template.pdf?dl=0
https://www.dropbox.com/s/whpdzxvb0xzu74s/Our%20Routines%20Template.pdf?dl=0


          

 

LINKLINK

Think about your business and how you want it to progress over the coming year, and 
brainstorm routines and habits that you would like to get into. 
For example: 
      •  Having a weekly or monthly team meeting 

• Preparing a weekly business dashboard of key performance indicators 

• Holding 90 day goal reviews with team members 

• Sending out a customer survey every 6 months 

• Enjoying a team breakfast every week 

Once you have completed the 6 steps above, download another Our Routines Template 
and enter each of your finalised routines into the appropriate column. 

• For daily routines, decide what time of day you want them to be completed. 

• For weekly routines, what day of the week - try not to have everything fall on 
a Friday or Monday. 

• For monthly, be specific about the date, or choose something like the last 
Thursday 

• For quarterly, again be specific about the day or date. 

• The same for your annual routines. 

For each routine, assign responsibility for creating a How To guide detailing the one, right 
way to complete this task (see the two downloads below) 
  
 How to create your first SLR system            How to create a How to Document  

This How To becomes your systematic way of completing the task  

Assign ownership for the completion of the routine task to the same individual.  This 
doesn’t necessarily mean that they always have to complete the task, but it does mean 
that they are responsible for ensuring that it is completed, and to the standard you expect. 

Spread the routines out between the team, so that each team member has some 
ownership and accountability if possible. 

You may want to adjust the template to indicate who has ownership, but as long as the 
individual knows and you have a record of it, that is the most important thing.
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 Why we do it this way

- Routines are good for business, and for a business looking to develop systems 

that the whole team can work to, recognising existing routines is a good place 

to start. 

- Team efficiency will increase - once you agree the best way to do a task and 

assign ownership for it, productivity will too! 

- This exercise brings the team together and makes each realise how hard the 

other works when all the routines are laid out 

- Soon your business will be systemised, with a Simple Logical Repeatable way to 

do everything in your business - Hurray!

Communicate the routines to the whole team, and tell them who has ownership of each. 
Explain the importance of these routines becoming good habits that will help the business 
to grow, and the benefits of that for the whole team. 

Follow up periodically to ensure that all routines are followed, and become habitual 
systems. 
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