PKC-

Complete Process Mapping

Checklist for Beginners

PHASE 1: PROJECT INITIATION & PLANNING

1: Define Your Process Mapping Project
o Select the right process to start with

(] Choose a process that impacts customers directly
() Avoid overly complex processes for your first attempt
(] Select processes with willing, cooperative team members

(] Focus on processes with measurable outcomes

o Establish clear objectives

(J Write down specific problems you want to solve

(] Define what success looks like (e.g., "Reduce order processing
time by 25%")

(J Set realistic timelines (typically 2-6 weeks for first process)

[J Identify how this aligns with business goals

o Establish clear objectives

() Mark clear start point (trigger event)

(] Mark clear end point (final deliverable /outcome)
(] List what's included in the process

[J List what's explicitly excluded

[J Identify connected processes that interface
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2: Secure Leadership Support

e Get management buy-in

(] Present business case with expected benefits
(] Request necessary resources (time, tools, people)
(] Secure commitment to implement improvements

(] Establish regular check-ins and reporting

e Address organizational readiness

(] Assess change management needs
() Identify potential resistance points
(] Plan communication strategy

() Ensure cultural sensitivity (hierarchy, consensus-building)

PHASE 2: TEAM ASSEMBLY & PREPARATION

1: Build Your Process Mapping Team

e Coreteam members identified

(] Process Owner: Person accountable for the process
(] Process Performers: 3-5 people who do the actual work
() Process Customers: Internal/external recipients of outputs

() Facilitator: Neutral person to guide sessions (can be you)

o Supporting members as needed

[J IT representative (for system-heavy processes)
[J Compliance officer (for regulatory processes)
[J Quality manager (for quality-critical processes)

[J Finance representative (for cost-sensitive processes)
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o Consider Indian business dynamics

(] Include appropriate hierarchy levels
(] Add regional representatives (multi-location businesses)
(] Include union representative if applicable

(] Ensure language comfort for all participants

2: Prepare Your Team

o Send advance communication

(] Explain purpose and benefits of process mapping

(] Share agenda and expected time commitment

() Address concerns about job security or criticism

(] Emphasize focus on process improvement, not performance

evaluation

e Provide basic training

(] Share simple process mapping concepts
() Explain common symbols and notation
[ ) Set expectations for participation

() Share examples of successful process maps
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PHASE 3: INFORMATION GATHERING

1: Collect Existing Documentation
e Process-related documents

() Current Standard Operating Procedures (SOPs)
[J Work instructions and manuals

[J Job descriptions and role definitions

() Organization charts and reporting structures

(] Previous process improvement efforts

e System and technology information

[J List of software applications used
[J System integration points and data flows
[J Technology constraints and capabilities

(] Database schemas (if relevant)

e Compliance and regulatory documents

[ ] Applicable laws and regulations (GST, labor laws, etc.)
() Industry standards and certifications
() Recent audit findings and requirements

() Previous compliance issues
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Gather Performance Data
e Quantitative metrics

(] Current cycle times and throughput rates
() Error rates and rework statistics

[ )] Customer complaints and resolution times
(] Employee productivity and utilization rates

() Costs associated with the process

e Qualitative feedback

(] Customer satisfaction surveys and feedback
() Employee suggestions and pain points
() Stakeholder interviews about challenges

(] Informal observations about process issues

PHASE 4: MAPPING SESSION PREPARATION

1: Logistics Planning
e Schedule mapping sessions

() Book 2-4 hour time blocks (avoid marathon sessions)
(] Ensure all key participants can attend

() Choose comfortable, well-equipped meeting space
(] Plan around Indian festivals and busy seasons

() Schedule follow-up sessions if needed
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o Prepare meeting space and materials

(] Large wall space or multiple whiteboards

(] Sticky notes in multiple colors

(J Markers, pens, and flip chart paper

(] Refreshments (important in Indian business culture)

() Camera or phone to capture work in progress

2: Choose Your Mapping Method and Tools

e Select appropriate mapping technique

(] Basic Flowchart: For simple, linear processes

(] Swimlane Diagram: For cross-departmental processes
(] Value Stream Map: To identify waste and delays

() SIPOC Diagram: For high-level process overview

e Prepare digital tools (if using)

(] Microsoft Visio, Lucidchart, or Draw.io access
(] Templates and symbol libraries ready
(] Shared folders for collaboration

(] Screen sharing setup for remote participants
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PHASE 5: CURRENT STATE MAPPING (AS-IS)

1: Identify Problems and Inefficiencies

o Start the session properly

[J Welcome participants and introductions
[J Review objectives and ground rules
[J Explain the mapping process and notation

[J Emphasize documenting reality, not ideals

e Map the current process step-by-step

() Start with the trigger event

(] Document each major step in sequence

[J Include decision points and branches

() Show handoffs between people/departments

(] Note parallel activities and dependencies

2: Capture Essential Details

o Foreach process step, document:

(] Who: Person/role responsible

(] What: Specific activities performed

() When: Time requirements and schedules
(] Where: Physical or system location

(] How: Method or tools used

[ Inputs: What's needed to start the step
(] Outputs: What's produced or delivered
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o Start the session properly

(] Cycle times for each major step

(] Wait times and delays

() Quality checkpoints and controls

() Approval requirements and authorities

(] System interactions and data transfers

3: Validate the Current State Map

e Review with participants

(] Walk through the entire mapped process
(] Verity accuracy of each step and connection
[ J Confirm roles and responsibilities

(] Check timing and sequence accuracy

e Get broader validation

() Share with other process stakeholders
(] Verity with management and process customers
(] Confirm with IT and system administrators

(] Check compliance and regulatory alignment
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PHASE 6: PROCESS ANALYSIS

1: Identify Problems and Inefficiencies

e Look for common issues

[J Bottlenecks: Where work piles up or slows down

[J Redundancies: Duplicate or unnecessary steps

[J Handoff problems: Poor communication between steps
[J Waiting time: Delays between activities

() Rework loops: Steps repeated due to errors
o Categorize activities

[J Value-added: Activities customers would pay for
[J Non-value-added but necessary: Required for
compliance/control

() Pure waste: Activities that add no value at all

2: Analyze Root Causes
o Foreach identified problem:

[J Use "5 Whys" technique to find root causes
(] Distinguish between symptoms and underlying issues
[J Consider system, process, and people factors

[J Evaluate impact on customers and business outcomes

e Prioritize improvement opportunities

[J High impact, low effort improvements (quick wins)
[J High impact, high effort improvements (major projects)
[ Customer-facing improvements

(J Compliance or risk-related improvements
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PHASE 7: FUTURE STATE DESIGN (TO-BE)

1: Design Process Improvements
o Apply improvement principles

(] Eliminate: Remove unnecessary steps and waste
(] Simplify: Reduce complexity where possible

() Automate: Use technology to reduce manual work
() Integrate: Combine related activities

(] Parallelize: Do activities simultaneously where safe

o Design the improved process

[J Create new process flow incorporating improvements
[J Maintain essential controls and compliance requirements
(J Ensure handoffs are smooth and well-defined

[J Include error prevention and quality controls

2: Validate Future State Design

e Technical validation

[J Verify system capabilities support new process
[J Check resource requirements and availability
[J Ensure compliance and regulatory alignment

[J Confirm cost-benefit analysis is positive
o Stakeholder validation

[J Review with process team and customers
[J Get management approval for changes
[J Verify with IT and other support functions

(J Address concerns and resistance points
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PHASE 8: INPLEMENTATION PLANNING

1: Create Implementation Roadmap

e Develop action plan

(] Break improvements into manageable phases
(] Sequence changes logically (dependencies)
[ Set realistic timelines and milestones

() Assign responsibility for each improvement

e Plan change management

[J Identify training needs for new process
[J Plan communication about changes
(J Address resistance and concerns proactively

[J Create support structure for transition period

2: Prepare for Implementation
e Resource planning

[J Secure budget for improvements
[ Allocate staff time for implementation
[J Arrange necessary tools and technology

[J Plan for temporary disruptions

e Documentation preparation

(] Update Standard Operating Procedures
(] Create training materials and job aids
(] Develop new forms and templates

() Prepare measurement and monitoring tools
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PHASE 9: INPLEMENTATION & MONITORING

1: Execute the Implementation Plan

e Pilot testing (recommended)

(] Select small group or single location for pilot
(J Run new process alongside old process initially
[J Monitor closely and gather feedback

() Make adjustments based on pilot results

o Fullimplementation

[J Roll out according to planned schedule
[J Provide training and support to all users
[J Monitor process performance daily initially

(J Address issues quickly as they arise

2: Measure and Monitor Results
o Track key performance indicators

L Cycle time improvements

(J Quality and error rate improvements
[J Customer satisfaction changes

[J Cost reductions achieved

[ ] Employee satisfaction with new process

e Continuous monitoring system

(] Set up regular performance reviews
() Create feedback mechanisms for users
(] Establish escalation procedures for issues

(] Schedule periodic process audits
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10: CONTINUOUS INPROVEMENT MENTATION &

MONITORING

1: Evaluate Success
o Measure against original objectives

[J Compare actual results to expected benefits
[J Document lessons learned
[J Identify what worked well and what didn't

(] Calculate return on investment

e Stakeholder feedback

[ Survey process users about improvements
() Gather customer feedback on changes
[J Get management assessment of results

[J Document success stories and challenges

2: Plan Next Steps

e Process refinement

(J Make minor adjustments based on experience
() Address remaining pain points
(] Look for additional improvement opportunities

() Update documentation as needed
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o Expand process mapping

[J Select next process for mapping

() Apply lessons learned to new projects

[J Build internal process mapping capability
() Share knowledge with other departments

INDIAN BUSINESS SPECIFIC CONSIDERATIONS

Cultural and Organizational Factors

e Hierarchy and approvals

(J Map approval chains accurately
(] Include all necessary sign-offs in process design
(] Respect decision-making protocols

(] Plan for consensus-building time

o Communication preferences

(] Consider language needs in documentation
() Plan for both formal and informal communication channels
(] Use culturally appropriate change management approaches

(] Leverage relationship-building in implementation
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Regulatory and Compliance Focus

o Indian regulatory requirements

(] GST compliance touchpoints
(] Labor law compliance checkpoints
(] Environmental regulation adherence

(] Industry-specific regulations

e Documentation standards

(J Audit trail requirements
(] Record retention policies
() Digital signature requirements

(] Multi-language documentation needs
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