
NISHAN BUSINESS CONSULTANTS

Business Documentation Checklist
Checklist for paralegal documentation, business proposals, SOPs and policy documents.

Business Documents

• Business profile.

• Quotation and proposal format.

• Vendor and customer forms.

• MOU or agreement draft coordination.

Process Documents

• Opening and closing SOPs.

• Cash handling policy.

• Return or complaint policy.

• Staff responsibility sheet.
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