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Analyzing and Documenting Policies and Procedures

Course Introduction

Clear, well-structured policies and procedures are essential for

ensuring consistency, compliance, accountability, and operational

efficiency within organizations. However, many organizations

struggle not with the existence of policies, but with their quality,

clarity, relevance, and practical usability. Poorly analyzed or

inadequately documented policies and procedures can lead to

confusion, control weaknesses, compliance gaps, and inconsistent

decision-making.

To address these challenges, BOOST has developed the Analyzing

and Documenting Policies and Procedures course for

professionals who already work with organizational policies and

procedures and are responsible for reviewing, developing, or

improving them. This intermediate-level program focuses on

strengthening participants’ ability to critically analyze existing

policies and procedures and translate requirements into clear,

structured, and user-friendly documentation.

The course emphasizes the importance of aligning policies and

procedures with organizational objectives, regulatory requirements,

and operational realities. Participants learn how to identify gaps,

overlaps, ambiguities, and inefficiencies, and how to document



policies and procedures in a way that supports effective

implementation, monitoring, and compliance.

Through structured frameworks, applied examples, and practical

documentation exercises, participants enhance their analytical skills

and develop the confidence to produce high-quality policy and

procedure documents that add real value to their organizations.
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Analyzing and Documenting Policies and Procedures

Target Audience
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Policy and procedure owners✓

Compliance and governance professionals✓

Internal audit and risk management staff✓

Quality assurance and process improvement professionals✓

HR, finance, operations, and administrative managers✓

Business analysts and process documentation specialists✓

Public and private sector professionals involved in policy

development

✓
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Analyzing and Documenting Policies and Procedures

Learning Objectives
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Analyze existing policies and procedures for effectiveness and

relevance

✓

Identify gaps, inconsistencies, and risks within policy frameworks✓

Understand the relationship between policies, procedures, and

controls

✓

Apply structured approaches to documenting policies and

procedures

✓

Improve clarity, consistency, and usability of documentation✓

Align policies and procedures with regulatory and organizational

requirements

✓

Support compliance, governance, and operational effectiveness✓

Contribute to continuous improvement of organizational

documentation

✓
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Analyzing and Documenting Policies and Procedures

Course Outline
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DAY 01

Foundations of Policies, Procedures, and Governance

✓

Role of policies and procedures in organizational governance✓

Difference between policies, procedures, guidelines, and manuals✓

Why policies and procedures fail in practice✓

Alignment with strategy, regulations, and controls✓

Ownership, accountability, and approval structures✓

Common documentation challenges✓
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Analyzing and Documenting Policies and Procedures

Course Outline
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Day 02

Analyzing Existing Policies and Procedures

✓

Principles of effective policy and procedure analysis✓

Identifying gaps, overlaps, and inconsistencies✓

Assessing clarity, relevance, and practicality✓

Risk-based analysis of policies and procedures✓

Stakeholder input and subject-matter expertise✓

Documenting analysis findings✓
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Analyzing and Documenting Policies and Procedures

Course Outline
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Day 03

Structuring and Writing Effective Policies

✓

Key components of effective policy documents✓

Defining purpose, scope, and responsibilities✓

Writing clear, concise, and enforceable policy statements✓

Using consistent language and terminology✓

Approval, version control, and document hierarchy✓

Common policy writing mistakes✓
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Analyzing and Documenting Policies and Procedures

Course Outline
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Day 04

Documenting Procedures and Work Instructions

✓

Translating policies into procedures✓

Process flow and step-by-step documentation✓

Roles, controls, and decision points✓

Using visuals, flowcharts, and templates (conceptual overview)✓

Ensuring procedures are practical and usable✓

Maintaining consistency across procedures✓
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Analyzing and Documenting Policies and Procedures

Course Outline
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Day 05

Review, Implementation, and Continuous Improvement

✓

Reviewing and validating policy and procedure documents✓

Testing usability and compliance readiness✓

Communicating and training on policies and procedures✓

Monitoring adherence and effectiveness✓

Managing updates and regulatory changes✓

Developing a policy and procedure improvement action plan✓
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Analyzing and Documenting Policies and Procedures

Confirmed Sessions

FROM TO DURATION FEES LOCATION

March 15, 2027 March 19, 2027 5 days 4250.00 $ UAE , Dubai

June 7, 2027 June 11, 2027 5 days 4250.00 $ UAE , Abu Dhabi

Sept. 6, 2027 Sept. 10, 2027 5 days 4250.00 $ UAE , Abu Dhabi

Nov. 30, 2026 Dec. 4, 2026 5 days 4250.00 $ UAE , Abu Dhabi
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