Task and Function Worksheet 

Use the form below to workshop individually or in groups the tasks that each person carries out.  These will make up the headings of the future content of policies & procedures that will be written in full later.  It is important to ‘drill down’ into the tasks so that the headings are all micro parts of a large process.

	Task or Function


	When or how often is this function done
	Key Business Area Sub element this function relates to
	Role responsible for this function

	e.g. Pay accounts
	Monthly
	Financial
	Accounts Manager

	e.g. Answer telephone calls
	As needed
	Administration
	Receptionist
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