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Consumer Reports Tightwad Tod blog embraces the value of holding on to the clunker car rather than trading up a well-maintained, reliable clunker that is. The magazine's auto writers suggest that despite regardless of your friends, parents, or mechanic telling you, the best rule of thumb for
the required service is the maintenance program recommended in the owner's manual. What are the non-essential elements you can usually do without? These include radiator hot flashes and new fuel filters... To avoid unnecessary work, make a copy of the recommended services page,
show it to your service manager and say, this is what I want. Simple, but something most car owners have rarely considered. Hit the link for other tips on knowing when your clunker is past its prime. Photo by berzowska. Hold on to that clunker! [Tightwad Tod] Policies, guidelines and
procedures help your business operate systematically and efficiently. Having a written sketch of how things should be done in the workplace ensures that every employee has the knowledge and vision to contribute to the growth of the business. Create a procedure manual to empower your
employees to do their job as best they can. A procedure manual contains policies, guidelines, and processes for the entire organization. It exists to help employees do their job in an approved and consistent way. The procedure guide includes policies and procedures for the general
workplace as well as for each role. Policies reflect the rules you want your employees to follow, while procedures outline the process of complying with these rules. Your Business Procedure Manual should include: Vision, Mission and Basic Values of Your Business Employee Rights and
Regulations Benefits and Health Regulations, Sick Leave Days and Leave Days Expenses, Deductions and Reimbursement Guidelines on Harassment and Discrimination Online Communication Guidelines Overtime Breaks, Meal Hours and Rest Periods Disciplinary Action All this
information in writing ensures that your employees have a benchmark for any need to know about the rules at work. This reduces the wrong communication between the company and its employees. It also ensures that there are processes to complete each action and what to do if
disciplinary action is required. Each department in your organization will be updated. For example, there should be an IT department manual, a customer service department manual, and a sales department manual. Within each manual, make sure that you list each type of role, would be an
IT manager, customer service and sales associate. Then, list the specific tasks for which each role is responsible. Then, create step-by-step instructions for each task. For example, if one of the tasks of the customer service representative is to close the cash register every night, should you
do it? Make? they count cash and credit card transactions, where they should list them and what should they do with cash at the end of the night? Having this type of minutes detail documented ensures that there are no knowledge data lags for your staff. They have a reference that they
can check when they forget a process or complete a new task. If an employee has to suddenly leave the company, you still have a record of all the tasks for which they are responsible, so that you can ensure continuity in your business. Writing a clear, consistent and useful process manual
takes time. Start by drawing up a draft of all the information you need to include. Then, highlight the priority areas so you know which sections to start with. Complete the manual section of the procedure by section, instead of working on multiple sections at a time. This helps reduce
confusion and repetition. Use a direct writing style that makes it easy for employees to follow the logical steps you provide. Include a lot of numbered step-by-step lists for processes that need to happen in a specific order. Use bulleted lists for procedures that can be completed out of order.
Where possible, include images or graphics to help you understand. Always keep the procedure manual updated by reviewing it every month. When necessary, review procedures that are outdated. Share the latest updated version of the procedure manual with employees. Instead of having
a printed version, consider an online version of the manual, making it easier to make sure employees always have the latest content. Share the manual with all new employees and emphasize the importance of reading through each section to familiarize yourself with the rules of the
workplace and department. Refer to the manual in meetings where questions about topics that are in the procedures appear. For example, if an employee wants to know what the policy is to take sick days, answer their question and also remind them to review the information in the
procedure manual. image of Clarence Alford's sand engine from Fotolia.com before 1938, all vehicles were hand-propelled. Transmissions are required to transfer engine power either to the engine shaft or to the semi-paraped shafts of the axle deck and to propel the vehicle. Manual
transmissions are classified into two basic types: sliding-tools and constant-mesh. While these two are most often used, prior to the introduction of automatic transmissions, car manufacturers have created other types of manual transmissions. Transmissions with sliding gears are found only
on older. When the transmission is neutral, the only things moving inside the transmission housing are the main transmission gear and the group transmission. In order to send energy to the motor wheels (either front or rear), the clutch pedal must be pressed so that the switch handle can
be moved. Moving the switch handle changes the position of the change link and forks and drags a gear along the main shaft directly above the cluster cluster Once these two gears have been increased, the clutch can be released. To change gears again, drivers are required to unmesh the
current speed before synching two new gear. With this type of transmission, not all tools have the same diameters and tooth numbers. Different diameters cause the tools to rotate at different speeds and this can cause the tools to collide. This issue is one of the main reasons why this type
is no longer used. Also known as synchronized transmissions, constant mesh transmissions keep drive tools, cluster tools, and network tree tools in constant motion. This is possible because the tools are free to rotate around the main shaft (they are locked in place on a sliding gear). A dog
clutch is used to lock these tools in place when they are needed. When the change link moves, the teeth on the dog's clutch and the gears of the main shaft lock each other and keep the equipment stationary. Synchronizers are used in constant mesh transmissions to prevent any collision or
grinding during movement. As with all things, manual transmissions went through a number of developments and variations as experienced car manufacturers with design. A type of manual transmission developed before the introduction of automatic transmissions was called the Wilson
Preselector. Introduced in 1930, this transmission used a planetary transmission system to preselect transmission ratios using a small lever on the steering column. To change gears, the driver presses a foot path that calls one of the pre-selected gears. When this happens, the previous
gear is decoupled at the same time as the new gear is engaged. A policy manual is a collection of documents that define an organization's rules, policies, and procedures and help staff and management run the business. Policy manuals can be offline, paper documents and/or virtual
documents that are stored electronically. There are company-wide, department-specific and role-specific policies. Policy topics include: human resources finance sales management legal information technology A policy paper includes an overview of the policy, a description of the
employees affected by the policy, the benefits or expected outcome of the policy, the consequences of not cutting the policy, and the date of policy creation. Standardised and well-written policies will save management time and help ensure that employees across the business are treated
fairly, which can improve morale and reduce legal risks. In addition, aligns and supports corporate strategies and values. A review of the policy manual, led by someone in the human resources department, is often part of a new employee guidance program. Many companies require new
employees to sign a document confirming that they have read and will comply with the company's policies. Ongoing policy reminders, the introduction of new policies and the continued strengthening of policies are most often dealt with by the department's leadership. These activities can be
one-on-one meetings, team meetings and/or by using email or other electronic communication channels. Channels.
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