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Mini-Course 

EMAIL N.0 
____ 

Subject: 

🚀 Want to Scale Your Business Without Working More Hours? 
 

Body text: 

Hi First Name], 
 
What if I told you that the world's most successful businesses aren't 
running on talent alone - they're running on systems? 
 
Over the next 6 days, I'm going to share with you the exact framework 
for creating Standard Operating Procedures SOPs that will transform 
your business from chaos to clockwork. 
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Here's what makes SOPs a game-changer: 
✓ Tasks get done consistently (even when you're not there) 
✓ New team members get up to speed faster 
✓ Quality remains high across all operations 
✓ You can finally step away from day-to-day operations 
 
In this email series, you'll discover: 
• The secrets to creating SOPs that people actually follow 
• Step-by-step guidance for documenting your first procedure 
• How to test and optimize your SOPs for maximum efficiency 
• Proven strategies for getting your team on board 
• Ways to automate your procedures for hands-off scaling 
• Methods to future-proof your business with evolving SOPs 
 
Quick Action Step: 
Before our journey begins tomorrow, take 2 minutes to write down 
your biggest operational challenge right now.  
What tasks keep falling through the cracks?  
Where do you see the most inconsistencies? 
 
Watch your inbox tomorrow - I'll show you how to start transforming 
these challenges into smoothly running processes! 
 
Best regards, 
Your name] 
 
P.S. Did you know that businesses with well-documented SOPs are 
280% more likely to scale successfully? Tomorrow, I'll show you why!
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Mini-Course 

EMAIL N.1 
____ 

Subject: 

🔧 Simple Systems, Extraordinary Results: Transform Your Business 
with SOPs 
 

Body text: 

Hi First Name], 
 
Ever feel like you're trapped in your business, doing the same tasks 
over and over, wondering if there's a better way? 
 
I've got exciting news: there is.  
And it's called Standard Operating Procedures SOPs. 
 
Now, I know what you might be thinking - "SOPs sound boring and 
bureaucratic."  
 
But here's the truth: they're actually your ticket to freedom.  
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Over the next 6 days, I'm going to show you exactly how the world's 
most efficient businesses use SOPs to: 
✓ Run like clockwork (even when the owner is on vacation) 
✓ Maintain consistent quality without constant oversight 
✓ Scale operations without scaling stress 
✓ Train new team members in record time 
✓ Transform chaos into predictable success 
 
Here's what you'll discover in this mini-course: 
• The secret sauce behind creating SOPs that people actually want to 
follow 
• Step-by-step guidance for building your first game-changing SOP 
• Proven strategies for getting your entire team on board 
• Smart automation techniques that multiply your efficiency 
• Methods to future-proof your business through evolving systems 
• Real-world examples of SOPs that transformed businesses 
 
Quick Action Step: 
Before we dive in tomorrow, take 2 minutes to identify one repetitive 
task that consistently drains your time or energy.  
This will be our starting point for creating your first SOP. 
 
Tomorrow, I'll show you exactly how to turn that time-draining task into 
a smoothly running process that anyone can execute perfectly - every 
single time. 
 
Here's to working smarter, not harder! 
 
Best regards, 
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Your name] 
 
P.S. Watch your inbox tomorrow - I'll reveal the simple 3-step 
framework that makes creating effective SOPs almost effortless!
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Mini-Course 

EMAIL N.2 
____ 

Subject: 

📝 The 3Step Framework for Creating Your First Perfect SOP 
 

Body text: 

Hi First Name], 
 
Ready to create your first SOP that actually works?  
 
Today, I'm sharing a proven framework that makes the process almost 
effortless. 
 
But first, let's address the elephant in the room:  
Many people overcomplicate SOPs.  
 
They end up with lengthy documents that nobody wants to read, let 
alone follow. We're going to do things differently. 
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Here's our simple 3-step framework for creating clear, actionable 
SOPs: 
1. Choose and Break Down 
• Select one repetitive task (remember the one you identified 
yesterday? 
• Break it into smaller sub-tasks 
• List these steps in chronological order 
 
2. Document and Enhance 
• Write each step in clear, simple language 
• Add screenshots or videos where helpful 
• Include common troubleshooting tips 
• Note any required tools or resources 
 
3. Format for Success 
• Use a consistent template I'm sharing mine below! 
• Include version control 
• Add checkpoints for quality assurance 
• Create a clear title and purpose statement 
 
Here's my battle-tested SOP template: 
 
Title: Process Name] 
Purpose: Why this process exists] 
Last Updated: Date 
Version: Number 
 
Required Tools: 
• Tool 1 
• Tool 2 
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• Tool 3 
 
Steps: 
1. Clear action step] 
- Details 
- Screenshots/videos 
- Tips 
 
Quality Checkpoints: 
□ Checkpoint 1 
□ Checkpoint 2 
□ Checkpoint 3 
 
Pro Tips for Success: 
✓ Write for a complete beginner 
✓ Use action words to start each step 
✓ Keep sentences short and clear 
✓ Test the SOP with someone who's never done the task 
 
Action Step: 
Take 30 minutes today to create your first SOP using this template. 
Focus on that task you identified yesterday.  
Keep it simple - you can always refine it later. 
 
Tomorrow, I'll show you how to test and optimize your SOP to ensure it 
works perfectly every time.  
Plus, I'll share the most common mistakes people make when testing 
their SOPs (and how to avoid them). 
 
To your success, 
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Your name] 
 
P.S. Struggling to choose which process to document first? Reply to 
this email with your top 2 candidates, and I'll help you decide!  
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Mini-Course 

EMAIL N.3 
____ 

Subject: 

🔍 Test, Learn, Perfect: Making Your SOPs Actually Work 
 

Body text: 

Hi First Name], 
 
By now, you've created your first SOP using our framework.  
But here's the million-dollar question: Will it actually work in the real 
world? 
 
Today, we're diving into the critical phase of testing and optimizing 
your SOPs to ensure they deliver results every single time. 
 
The 4Step Testing Framework: 
1. The Fresh Eyes Test 
• Have someone who's never done the task follow your SOP 
• Watch silently (resist the urge to help! 
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• Note where they hesitate or make mistakes 
• Ask them to highlight unclear instructions 
 
2. The Time Test 
• Measure how long the process takes 
• Compare with your baseline time 
• Identify bottlenecks 
• Look for steps that could be combined or eliminated 
 
3. The Quality Check 
• Define clear success criteria 
• Test outputs against these criteria 
• Document common errors 
• Add preventive measures for these errors 
 
4. The Team Review 
• Gather feedback from regular users 
• Look for recurring challenges 
• Collect improvement suggestions 
• Update based on real-world usage 
 
Common SOP Testing Mistakes to Avoid: 
❌ Testing with experts only 
❌ Assuming steps are obvious 
❌ Skipping the documentation of edge cases 
❌ Not including troubleshooting guidance 
 
Optimization Checklist: 
✓ Is every step necessary? 
✓ Are instructions clear to a complete beginner? 

12        DickDunlop.com 

https://dickdunlop.com


The Perfect Process 

✓ Have you included visual aids where helpful? 
✓ Is there a clear way to verify success? 
✓ Are common problems addressed? 
 
Action Steps for Today: 
1. Find someone who's never done your documented task 
2. Ask them to follow your SOP while you observe 
3. Use our testing framework to note areas for improvement 
4. Make at least three specific improvements to your SOP 
 
Remember: The goal isn't perfection on the first try.  
It's continuous improvement through real-world testing and feedback. 
 
Tomorrow's Preview:  
Get ready to learn the secrets of getting your entire team to embrace 
and actually use your SOPs (without resistance or pushback).  
 
I'll share proven strategies that have worked for companies of all 
sizes. 
 
To your success, 
Your name] 
 
P.S. Having trouble finding someone to test your SOP? Reply to this 
email with your industry, and I'll suggest some creative ways to get 
valuable testing feedback!  
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Mini-Course 

EMAIL N.4 
____ 

Subject: 

🎓 The Secret to Getting Your Team to Actually Use SOPs Without 
Resistance) 
 

Body text: 

Hi First Name], 
 
Having great SOPs is one thing. Getting your team to embrace them? 
That's where the real magic happens. 
 
Today, we're diving into the art of turning your team into SOP 
champions.  
No more eye rolls, no more "we've always done it this way" pushback. 
 
The Psychology of SOP Adoption 
✓ People resist change when they don't understand the 'why' 
✓ Team members want to feel heard and valued 
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✓ Everyone needs to see clear benefits for themselves 
 
Your 4Step SOP Training Framework: 
1. The Involvement Strategy 
• Include team members in SOP creation 
• Ask for their input on pain points 
• Let them test and provide feedback 
• Recognize and reward contributions 
 
2. The Training Approach 
• Start with small groups 
• Use multiple learning formats (visual, hands-on, written) 
• Create quick-reference guides 
• Implement buddy system for support 
 
3. The Implementation Plan 
• Roll out changes gradually 
• Set clear milestones 
• Provide adequate transition time 
• Establish checkpoints for questions 
 
4. The Support System 
• Designate SOP champions 
• Create feedback channels 
• Schedule regular review sessions 
• Celebrate early wins 
 
Common Training Pitfalls to Avoid: 
❌ Information overload in one session 
❌ Assuming everyone learns the same way 
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❌ Not providing ongoing support 
❌ Ignoring resistance instead of addressing it 
 
Make It Stick: The CARE Method 
• Clear Communication: Explain the 'why' behind changes 
• Active Participation: Get hands-on practice with new procedures 
• Regular Reinforcement: Consistent follow-up and support 
• Evaluation & Adjustment: Continuous feedback and improvement 
 
Your Action Steps for Today: 
1. Schedule a team meeting to introduce your new SOP 
2. Create a simple training outline using the CARE method 
3. Identify 23 potential SOP champions in your team 
4. Set up a feedback system (could be as simple as a shared 
document) 
 
Pro Tip: Create a "Quick Win" demonstration that shows how the SOP 
saves time or reduces stress in the first week of implementation. 
Nothing builds buy-in like immediate results! 
 
Tomorrow, we're taking things to the next level - I'll show you how to 
automate your SOPs for maximum efficiency.  
 
Get ready to discover how technology can multiply the power of your 
documented procedures! 
 
To your success, 
Your name] 
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P.S. Having trouble getting specific team members on board? Reply 
with your situation, and I'll share some targeted strategies that have 
worked for others in similar situations!  
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Mini-Course 

EMAIL N.5 
____ 

Subject: 

🤖 Turn Your SOPs Into Automation Gold: Scale Without The Struggle 
 

Body text: 

Hi First Name], 
 
Remember that repetitive task you documented in your first SOP? 
What if you could make it run on autopilot? 
 
Today, we're transforming your SOPs into automated workflows that 
run while you sleep.  
 
Let's turn your business into a well-oiled machine that scales 
effortlessly. 
 
Here's Your SOP Automation Framework: 
1. Identify Automation-Ready SOPs 
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✓ Repetitive tasks with clear triggers 
✓ Processes with minimal human decision-making 
✓ Data entry or transfer operations 
✓ Standard communication workflows 
 
2. Choose Your Automation Tools 
- Basic Automation: 
• Zapier for connecting apps 
• Google Forms + Sheets for data collection 
• Email autoresponders 
• Task management automation 
 
- Advanced Automation: 
• Custom API integrations 
• Workflow automation platforms 
• RPA Robotic Process Automation) 
• AI-powered tools 
 
Smart Automation Strategies: 
1. Start Small, Think Big 
• Begin with one simple process 
• Test thoroughly before scaling 
• Document automation workflows 
 
2. Build Safety Nets 
• Include human checkpoints 
• Set up monitoring alerts 
• Create backup procedures 
 
3. Focus on High-Impact Areas 
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• Customer onboarding 
• Report generation 
• Invoice processing 
• Social media management 
 
Automation Success Checklist: 
□ Process is well-documented and stable 
□ Clear triggers and endpoints identified 
□ Error handling procedures in place 
□ Quality control measures established 
□ Team trained on monitoring system 
 
Common Automation Pitfalls to Avoid: 
❌ Automating unstable processes 
❌ Overlooking edge cases 
❌ Skipping testing phases 
❌ Ignoring maintenance needs 
 
Action Steps for Today: 
1. Review your existing SOPs and identify one prime automation 
candidate 
2. Map out the triggers, actions, and desired outcomes 
3. List potential automation tools that could help 
4. Create a simple test automation for one part of the process 
 
Quick Win Opportunity: Start with email automation.  
Create a simple trigger-based workflow that sends specific emails 
based on customer actions.  
This can save hours of manual work each week! 
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Tomorrow, in our final email, we'll explore how to future-proof your 
SOP system and create a culture of continuous improvement that 
keeps your business evolving and growing. 
 
To your automated success, 
Your name] 
 
P.S. Struggling to identify which processes to automate first? Reply 
with your top three time-consuming tasks, and I'll help you prioritize 
them for automation!  
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Mini-Course 

EMAIL N.6 
____ 

Subject: 

🌟 Future-Proof Your Business: Creating a Living SOP System That 
Grows With You 
 

Body text: 

Hi First Name], 
 
We've reached the final day of our SOP journey, but this is really just 
the beginning of your business transformation story! 
 
Today, we're looking at how to turn your SOPs from static documents 
into a living, breathing system that evolves with your business. 
 
Creating an Evolving SOP Ecosystem: 
1. Regular Review Cycles 
• Monthly: Quick efficiency checks 
• Quarterly: Deep-dive process reviews 
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• Annually: Complete system evaluation 
• On-demand: When major changes occur 
 
2. Data-Driven Improvement Framework 
Track key metrics: 
• Process completion times 
• Error rates 
• Team satisfaction scores 
• Customer feedback 
 
3. Building a Culture of Continuous Improvement 
✓ Establish regular feedback sessions 
✓ Create innovation incentives 
✓ Celebrate process improvements 
✓ Share success stories 
 
Future-Proofing Strategies: 
1. Flexibility First 
• Build modular SOPs that can be easily updated 
• Create contingency procedures 
• Document adaptation guidelines 
• Keep technology requirements current 
 
2. Knowledge Management 
• Implement version control 
• Create a central SOP repository 
• Maintain update logs 
• Document process evolution 
 
The SOP Maturity Model: 
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• Level 1 Basic Documentation 
• Level 2 Standardized Processes 
• Level 3 Measured & Controlled 
• Level 4 Automated & Optimized 
• Level 5 Continuously Improving 
 
Warning Signs Your SOPs Need Updating: 
❌ Increasing error rates 
❌ Growing team frustration 
❌ Longer completion times 
❌ Customer complaints 
❌ Technology mismatches 
 
Your Final Action Plan: 
1. Schedule your first quarterly SOP review 
2. Set up a simple metric tracking system 
3. Create a feedback channel for team input 
4. Establish your SOP update protocol 
 
Congratulations on completing this SOP mini-course!  
 
Here's your maintenance checklist to keep your system thriving: 
Monthly: 
□ Quick efficiency checks 
□ Team feedback collection 
□ Minor updates and tweaks 
 
Quarterly: 
□ Comprehensive process review 
□ Metric analysis 

24        DickDunlop.com 

https://dickdunlop.com


The Perfect Process 

□ Major optimization opportunities 
 
Annually: 
□ Complete system audit 
□ Strategic alignment check 
□ Technology update assessment 
 
Remember: The most successful businesses aren't those with perfect 
SOPs - they're the ones that consistently evolve their processes to 
meet changing needs. 
 
You now have all the tools you need to create, implement, and 
maintain a powerful SOP system that will help your business thrive for 
years to come. 
 
To your continued success, 
Your name] 
 
P.S. Have questions about implementing what you've learned? Need 
help troubleshooting your SOP system? Reply to this email - I'd love to 
help you succeed! 
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