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Introduction

The objective of having a Manual is to demonstrate that it has the capacity to

provide an educational service that meets the requirements of the students,

through the effective application of the system, including the processes for its

continuous improvement and the assurance of conformity with the legal and

regulatory requirements applicable to students.
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Methodology

The research methodology is represented graphically in figure 1, where the different

phases that were followed are listed:

1. Establish the structure of the manual

2. Collection of information

3. Integration of information

4. Identification of the process and procedure

5. Preparation of flowcharts

6. Integration of the manual
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Establish the structure of the manual

Information collection

Information integration

Identification of the process and procedure

Preparation of flowcharts

Integration of the manual

Figure 1 Research methodology. Source: Perception of the author
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ResultsBased on the research techniques

implemented, it was possible to

identify the procedures that each

position in the department entails,

due to this, the objective of

designing a flowchart that allowed

easy understanding of the activities

when carrying out bank

reconciliations was achieved.

The Procedures Manual for

preparing bank reconciliations is

shown below:
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Figure 3 Design of the Procedures Manual

Source: Perception of the author



Conclusions
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The procedures manual was prepared according to the needs of the department and

taking into account its organic structure, therefore, to gather information, all the

department's personnel participated, thanks to this, the most relevant procedures

were analyzed and documented.

As a result of this project, it is concluded that the implementation of a procedures

manual in an organization is important, because with these the efficiency and

effectiveness in achieving objectives can be improved; optimizing processes through

the systematization of activities, elimination of duplication of functions and the

pertinent assignment of tasks to the workers involved in the performance of their

duties.
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Recommendations
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Introduce new work methods that benefit the productivity and efficiency of the

department by analyzing existing procedures.

Constantly update the procedures manual respecting the format for currently

established procedures.

Disseminate the procedures manual to all members of the department, with the aim

of standardizing work and increasing customer satisfaction.

It is recommended that the department only receive complete documentation

according to the requested requirements, in order to optimize procedures.
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