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300 Management and Administration Core
5. Policies and procedures 
Worksheet 3: Developing policies and procedures (learner)
Task brief:

You work as a business administrator for a large online retailer. The retailer employs 100 office-based staff and 50 warehouse operatives who do not have computer facilities provided. 

Your manager has asked you to research effective methods of policy management and how policies and procedures could be stored in order to make them current and accessible to all staff in the organisation, regardless of their role. 

You should provide suggestions to your manager in the form of a document. 

Your suggestions must be realistic and highlight the benefits of using such methods. 
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