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[Role or Department] Training Manual
[One-line purpose: what this manual trains people to do and who it is for]
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[bookmark: section-0]1. How to Use This Manual
[Explain how the manual is organized, how to find a specific procedure, and who to contact with questions]
1. Owner: [Name / role responsible for keeping this manual current]
1. Last updated: [MM/DD/YYYY]
1. Questions? Contact: [Email / Slack channel]
[bookmark: section-1]2. Company and Role Overview
About [Company Name]
[Brief mission and context - keep it to a few sentences]
Your Role: [Job Title]
[What this role does and how it fits into the wider team]
1. [Key responsibility 1]
1. [Key responsibility 2]
1. [Key responsibility 3]
[bookmark: section-2]3. Getting Started
First-Day Checklist
1. [Task 1]
1. [Task 2]
1. [Task 3]
Tools and Access
[bookmark: section-3]4. Core Procedures
Tip: Copy the block below for every procedure this role needs to perform.
[Procedure Name]
Purpose: [Why this task matters, in one sentence]
1. Prerequisites: [What must be in place before starting]
1. Step 1: [Specific action - include the exact button, field, or screen]
1. Step 2: [Specific action]
1. Step 3: [Specific action]
1. Expected outcome: [What success looks like]
1. Common mistakes: [What to avoid and why]
[bookmark: section-4]5. Policies and Guidelines
[Relevant company and role-specific policies, with a concrete example for each]
	Do
	Don't

	[Specific good practice]
	[Specific thing to avoid]

	[Specific good practice]
	[Specific thing to avoid]


[bookmark: section-5]6. Troubleshooting and FAQs
Common Issues
1. Problem: [Issue] - Solution: [Step-by-step fix]
1. Problem: [Issue] - Solution: [Step-by-step fix]
Frequently Asked Questions
1. Q: [Question] - A: [Answer]
1. Q: [Question] - A: [Answer]
When to Escalate
[Situations that require a manager or subject-matter expert, and who to contact]
[bookmark: section-6]7. Reference Materials
1. Glossary: [Term] - [Definition]
1. Templates: [Link to related template or checklist]
1. Contacts: [Name, role, and how to reach them]
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