Process Map on How to Map Processes

START

1. What is the starting point?
Identify the target 2. What is the ending point?
¥ 3. How much detail is needed for the intended audience?

Get the people who do the
process together

v

Identify the steps

1. Have each person jot down each step that they know on a
separate post it note
2. Read the notes, eliminate duplicates,

t 3. Sequence notes
Draw the map
¢ 1. Have the knowledgeable people review the map for accuracy,
completeness
Verify that it works 2. Revise if needed
3. Have the people use the map
¢ 4. Modify so that it provides details to work effectively, efficiently

Use it; schedule a time
To improve it with PDSA

NOTE: Operating Guidelines for Process Mapping -- Map
1. “Key processes”, those critical to organizational success
2. Ineffective processes

3. Inefficient processes that are essential to daily operations
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