
Process Design 14 : Process Design Forms
Author:

Ian Tong

Version:
1.0.0

Date:

04/03/04
1. Process Identification Work Sheet
	Area of business being reviewed :
	
	

	Start Points / Triggers / Events
	Process Name
	Process Description

	
	
	

	
	
	

	
	
	

	
	
	


2. Process Profile Work Sheet.

	Process Name and ID
	Process Owners

	
	Process Content :
Process Usage :

Process Compliance :

	Process Description
	Process Volumes

	
	

	Key Events
	Instance Definition

	Beginning the Process :

Ending the Process :

Additional Key Events :
	

	Process Inputs at Key Events
	Sources of Process Inputs

	
	

	Process Outputs at Key Events
	Consumers of Process Outputs

	
	

	Participants in the Process
	Team Leader or Manager of Participant

	
	

	Process Objective
	Business Risks

	
	

	Key Controls
	Measure of Success

	
	


3. Work Survey.

	Name :
	            
	Summary of Job Duties
	(List general
	Job duties here)

	Department :
	
	
	
	

	Title :
	
	
	
	

	Length of time in Present position :
	
	
	
	

	
	
	
	
	

	Tasks
	Work received from:
	What specifically do you do? (How do you process your work)
	How long does the task take?
	Where does your work go when you have finished?
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