
 

 

Business Management Templates – Order Form 

These materials have been developed by Service Excellence Consulting to assist recruitment agencies draft policies and 
procedures.  These templates are designed to be further developed and adapted by the agency to meet their own 
requirements.  To order a template please either call us on 03 9583 3687, or complete this order form and send it to us at 
info@seconsulting.com.au or fax to 03 9585 8241 (please call us first) 

Document Description Tick to order Price * 

Audit Management Procedure and forms for managing internal audits 
 $164 

Business Plan Template for documenting business strategy and objectives 
 Free 

Complaints 
Management 

Policy, procedure, forms and register for managing customer 
complaints  $318 

Document 
Management 

Procedure for controlling critical business documents  
 $318 

Feedback 
Management 

Policy and forms for collecting and analysing feedback from 
customers  $318 

Intro and Customer 
Service Policy 

Introduction to manual, sample statement of values and customer 
service policy.  $164 

Issues Management  Policy, procedure, forms and register for managing internally 
raised issues/suggestions  $164 

Key Performance 
Indicators 

List of useful KPIs for sales, operations, quality etc 
 Free 

Management Meetings Procedure and sample agenda for core management meetings.   
 Free 

Records Management Policy for controlling records 
 $164 

Recruitment 
Procedures 

Procedures for employment screening and placement 
management.  $318 

Risk Management Policy, procedure, forms and register for managing business risks.   
 $164 

* All prices include GST 
PAYMENT (Please note that orders can’t be accepted without payment) 

Name:  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Company: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Tel: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Email: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Credit Card Information 

Name on Card: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Card Type:      Visa/  Mastercard/  Amex/  Diners Card 

Card Number:  _ _ _ _   _ _ _ _   _ _ _ _   _ _ _ _ 

Expiry Date:              /           / 
 

Signature  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Electronic Payments: 

BSB:         803-140     Account Number: 12020794 

Bank:      MECU          Ref: Templates 

 

mailto:info@seconsulting.com.au

