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A cross-departmental process map for handoffs and workflow optimisation.

INTENDED AUDIENCE TYPICAL USE CASE

Process owners, Operations leads Cross-departmental handoffs, workflow optimization
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About this template

A Business Process Document captures how a process works today (as-is), where it breaks, and how it should
work (to-be). It is the starting point for automation, improvement projects and onboarding new process owners.

N

Intended audience Process owners, Operations leads

Typical use case Cross-departmental handoffs, workflow optimization

* Replace every [grey bracketed placeholder] with your own details.
* Delete the orange Guidance boxes and green Example boxes before you publish or circulate it.

* Add or remove table rows as needed; keep the section order so readers can find things quickly.

Process name Process ID

Version Process owner

Departments .
i Last reviewed
involved
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Process Summary

Process objective Trigger / start event

Customer of the
process

End event / output

Frequency / volume Systems used

SIPOC

Suppliers, Inputs, Process, Outputs, Customers: a one-table view of the process boundaries.
1.0]

2.1]
3.11]
4.11

As-Is Process

Describe the process as it actually runs today, not as it should.

[Step] —> [Step] —»> [Step] - [Step] - [Step]

1
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Handoffs

Issues & Root Causes

Issue Impact Root cause

To-Be Process

Describe the improved process and what changes.

[Step] —»> [Step] —»> [Step] —»> [Step]

1
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Metrics

Implementation Actions
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YOUR TEMPLATE IS READY. YOUR TIME IS LIMITED.

Need this document written,
reviewed or formatted for you?

Documentation Services Lab turns your processes, systems and know-how into clear,
audit-ready documents your team will actually use. Hand us your notes, recordings or
rough drafts and we deliver a finished, on-brand Business Process Document and
anything else you need.

SOPs & process docs Technical & APl docs

Standard, checklist, visual and compliance SOPs, API references, integration guides, manuals, specs
process maps, operations manuals. and knowledge bases.

Quality & compliance Project & construction

ISO-ready QMS documents, registers, audit Charters, plans, RFIs, submittals, daily reports,
checklists, training records. closeout packages.

Visit our website >

cal.com/documentationservices/inquiry documentationserviceslab.com

Free to use and adapt for your own organisation. Remove the orange guidance boxes before publishing.
© Documentation Services Lab


https://cal.com/documentationservices/inquiry
https://documentationserviceslab.com
https://cal.com/documentationservices/inquiry
https://documentationserviceslab.com

