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Introducing...  

ïTKO (Turn Key Operation)ðeverything 
about your business in one database. 

More about 
TKO later...  



Introducing...  

Q-Templatesðdatabase templates for TKO.   

Small businesses have a lot in common.  
Why re-invent the wheel? 

More about 
Q-Templates 
later...  



Are you the slave of your 
business? 

ïCan your business operate without you? 

ïCan you easily: 

ï Take a holiday? 

ï Create another business? 

ï Focus on other interests? 

ïCould you quickly sell your business for 
full value? 



Do you want to be free? 

Can you do a brain transplant to your 
team? 
 

YES! 

 
It is called systemising ! 



How do you systematise? 

Phase 1  

ïIdentify the processes of your business 

ïChart and write procedures to show:  

ï Responsibilities 

ï Communications 

 



How do you systematise? 

Phase 2  

ïGet the team excited about it  

ïCreate work instructions (and bring 
existing ones into the system) 

ïCreate forms and databases  (and bring 
existing ones into the system) 



Value of systematising 1 

ïP E Ratio  = Ratio of price to earnings  

ï~ Ratio of business value to annual 
profit  

ïFor most small businesses = 1, 2 or 3 

ïExample:   
 Annual profit $60 000 
 PE ratio 2 
 Value of business $120 000 



Value of systematising 2 

ïMcDonaldôs franchises have a  
PE ratio of about 10. 

ïWhy? 

ïPart of the answer:  
They are fully systematised and 
documented.  



The Process View  

A business is a set of interacting 
processes. 

It is not a tree.  

It is not a kingdom.  



The traditional view of business 

ïPeople have positions  in the company. 

ïPositions have job descriptions . 

ïThere is a hierarchy .  Positions report 
to positions. 

ïIf something goes wrong, someone is 
to blame . 



The process view of business 

ïThe business has a set of procedures  
(grouped into processes ). 

ïEach procedure involves a number of 
roles.  

ïPeople accept roles (like actors in a 

play). 

ïIf something goes wrong, staff work 
together  to improve the process . 



Process view analogy 

ïThe systems of the human bodyð
essential for understanding it 



Process view analogy 

ïCirculatory 



Process view analogy 

ïCentral  
Nervous 



Process view analogy 

ïDigestive 



Process view analogy 

ïBody systems work 
together 

ïIf you understand the 
individual systems you 
can understand how 
the body works 



Processes 

ïMarketing 



Processes 

ïFinancial  
management 



Processes 

ïSales 



Processes 

ïThe processes of a business work 
together 
ïIf you understand the individual systems 

you can understand how the business 
works 



 
How do you record and 
communicate the system?  

 It IS  possible! 



Use a document hierarchy 

ïPolicy (Purpose, standards, ethics) 

ïProcess (Business area) 

ïProcedure (Communication and responsibilities) 

ïWork Instruction and Information  
(details for each activity)  

ïForm and database (Data) 



Combine top-down with 
bottom-up 

ïIdentify processes 

ïWrite a procedure 

ïAdjust procedures affected 

ïSpecify support documents 

ïWrite support documents 



 
Document hierarchy & 
Swimming lane charts  

Derived from  

IBM Line of Visibility Enterprise 
Management (LOVEM) charts 

and Information Mapping  



Policy 

ïA brief document:  

ï Lists standards of the business 

ïExample: SafetyMap, National Privacy 
Guidelines 

ï Has links or references to information 
documents with detailed:  

ïbusiness rules  

ïculture  

ïpolicies 


