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Franchise Operations Manual

= The operations manual is a blueprint for your franchisees
to follow.

= It will tell the franchisee how to open, run, and grow the
business.

= You can share your successes and your knowledge with
your franchisees while ensuring your franchisees meet
your quality standards.
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MAINTAINING THE

CONFIDENTIALITY OF THE MANUAL

> The trade secrets contained in the
manual must be kept confidential to
protect the integrity of the franchise

system. \/’ .,..,,,,|

> Make sure each franchisee dates and
signs the Statement of Confidentiality
upon receipt of the manual. File the
original of this signed statement page
at the Corporate headquarters.
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THE USE OF
THE OPERATIONS MANUAL

1. Itis designed to be the text to be used in training the
franchisee to operate the franchised business according to the
franchisor’s current standards.

2. Toensure operational consistency throughout the franchise
network, each franchisee must be fully aware of the
responsibilities detailed in the operations manual.
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THE USE OF
THE OPERATIONS MANUAL

3. The franchisee should use the manual to
train employees to perform their job
responsibilities correctly according to the
procedures documented in the manual.

4. The franchisee should copy and distribute the
appropriate sections or discussions to each
employee during the orientation and training
period. l
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THE USE OF
THE OPERATIONS MANUAL

5. The manual contains the franchisor’s standards and
procedures for operating the franchised business.

6. The franchisor’s representatives, who will assist franchisees
with all aspects of operation, should monitor the
implementation of all procedures at the franchise level and
check to see that the operations manual is appropnately
updated at all times. :
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KEEPING TRACK OF COPIES OF
THE OPERATIONS MANUAL

= The original manual should be retained at the
franchisor’s Corporate headquarters as the control
copy, and it should be assigned the number “1.”

= As copies are distributed to franchisees, record the
franchisee’s name and the number of the manual
assigned to him on the Franchise Operations
Manual Log.
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FRANCHISE OPERATIONS MANUAL LOG
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Sample Franchise

Operations Manual Outline
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Introduction
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Establishing a Franchise Business

smuagluuugsie (Stand alone shop / Corner)
Tueyananiey

FTUVTYFTUIAT
min"eﬁyqfc?1ﬁmm(ﬂmsﬁwﬁ’uﬁﬁﬁmm)
szuuassagl Tan (Inih szah Tnsdnid uag nterner)
swmsAaesiideiiluilesdy (Inventory)

A A A ) o
JYNTIATOIND, Lﬂif‘)\ﬂ"])’ L!a5Qﬂﬂ5m

NS NI N N N NN

FTUUME HazMsITUHEN

Franchise Operations Manual

11



Establishing a Franchise Business

v Decor Specifications
v Signage and Logo Specifications

v Purchasing (Foodservice) Equipment and
Supplies

v Equipments Specifications

v Standards of Cleanliness
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Office Procedures
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Office Procedures
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Daily Operating Procedures
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Daily Operating Procedures
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Daily Operating Procedures

v szruumanuiduaanngavie (POS)

v FBmstisztuvesgni (Quaa / nsan / 1¥a)
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v mshnenueseanelsziiiu (Day-end Report)
v MImgsnssunusung lundagiu Pointof Sale System
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Daily Operating Procedures

(for Restaurant)

= Food Preparation Procedures (optional)
= Recipes (optional)

= “To Go” Orders

= Catering

= Delivery (if applicable)

= Responsible Beverage Sales
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Daily Operating Procedures
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Advertising (Marketing)

= s1em3Tawanveulsulyds
= szuumsamalufiesdu (Local Store Marketing)
= msdladagsivednilunums(Grand / Soft Opening)

= msldaTeanuenmsar (Trademarks)

Someday, you'll be able to change
just a single actor in a show without
changing the show itself.
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