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If you miss work for a week, can your colleagues fill in for you? If you’re away from home 
for a while, can a family member or friend keep things running smoothly? Do you have 
documented procedures for daily tasks that are easy to reference? 

Contrary to popular belief, procedures aren’t just for helping people fill in for you. Yes, they 
will allow someone cover for you if you’re away, but ultimately, they are for your use. 

Documented procedures reduce your mental load, free up brain space, and decrease your 
stress level. They help you stop spinning your wheels, increase efficiency, and ensure 
consistency in the tasks you’re doing. With procedures, you don’t have to remember every 
single detail of every single task. You can work smarter, not harder!

An effective procedures binder will help you – and those who fill in for you – keep your 
executive and office or your home running smoothly.

During this webinar, you’ll learn:

• Why procedures are vital to every home 
and office.

• Five simple steps to start creating your 
administrative procedures binder.

• The appropriate items to include in your 
administrative procedures binder.

• How to document understandable 
procedures.

• How to fast track your procedures with a 
few key templates.

• How to maintain your procedures in hard 
copy and electronic formats.

Creating good procedures takes thought and effort, but the result is a product that can be used 
repeatedly by you and others. It’s time to create organized home and office documentation that 
will reduce headaches and stress, and make your life easier!

https://www.eventbrite.com/e/how-to-create-a-procedures-manual-in-5-simple-steps-virtual-mke-branch-tickets-168750931579?aff=ebdsoporgprofile


About Julie Perrine
Julie Perrine is an administrative expert, author, and the founder and 
CEO of All Things Admin – a company dedicated to developing and 
providing breakthrough products, training, and resources for 
administrative professionals worldwide.

As an advocate of the administrative profession, Julie encourages 
admins to be prepared, hone their skills, and keep their minds open to 
new career opportunities. Her upbeat approach to handling the 
opportunities and challenges admins face includes proactive 
strategies for developing a plan, creating forward motion, and 
achieving great results.

Since 2009, Julie and her company have become integral parts of the 
administrative training world by inspiring admins to transform their 
careers, embrace innovation, and realize their potential. Julie is also 
the author of three books, The Innovative Admin™, The Organized 
Admin™, Become a Procedures Pro®, and several e-books.

For more information about Julie Perrine 
or to book her for your next event, 
please visit AllThingsAdmin.com.

The International Association of Administrative Professionals (IAAP) is a non-profit professional 
association serving the administrative profession. 

IAAP is dedicated to helping office and administrative professionals advance their career in a 
demanding and ever-changing business environment. For more information about membership and 
to join IAAP, visit http://www.iaap-hq.org

This virtual workshop is an IAAP Milwaukee Branch Event.


