
N

S

EW TheOpsIQ
A I  I N T E L L I G E N C E  F O R  O P E R A T I O N S  ·  A R V A D A ,  C O

PROCESS PLAYBOOK · PROCESS CARD

One card per process. The stack is your playbook.
Copy this card for each thing your business does again and again. Start with the one that breaks first when you're

out. Write it the way you'd explain it to a new hire, then hand it to someone and fix wherever they get stuck.

PROCESS

Its name, in your words

STARTS WHEN

What kicks it off

OWNER

Who runs it today

BACKUP

Who covers when they're out

# WHAT HAPPENS WHO TOOL OR WHERE

1

2

3

4

5

6

7

8

9

10

11

12

DONE LOOKS LIKE

How you know it went right

WHERE IT GOES WRONG

The usual trip-ups

HAND-OFF NOTE

What a stand-in needs to run this without you: logins kept where (never the passwords), who to call, what can wait
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