LOCKHOLD
OUT OF YOUR HEAD

O P E R AT OR G U I D E

Getting Your Business Out of Your Head and Into Your Tools

If the only place the work lives is in your head, the business cannot run without you. This guide is how to
move the processes, the decisions, and the ownership into the tools the team already uses.

01 What still lives in your head
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How a process actually works.

Who to call when something breaks.
Where the data lives.

What the exception rule is.

Who owns the outcome.

02 Where it should live

In the tool the team already opens. A shared document. A checklist in the project tool. A field in the CRM. A
tab in the spreadsheet. Not in a new system. Not in a folder no one opens. In the place the work already
happens.

03 How to move it
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Write the process. One page. Steps that start with a verb.
Name the owner.

Put it in the tool the team uses.

Review it once.

Stop explaining it.

| If the team still has to ask you, it is not in the tools yet.

04 What to do next
Pick one process that still lives in your head. Write it. Put it where the work happens. Then move to the next

one.
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