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	Business Process ID:
	
	Business Process Name:
	
	Business Process Description::
	

	Business Process Owner:
	
	Telephone
	
	Email:
	



	S/N
	Sub-Process ID:
	Sub-Description:
	Activity ID:
	Activity Description:
	Actor:
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	5. 
	
	
	
	
	

	6. 
	
	
	
	
	


Process Flow: 
A process flow is graphically described as a Swimlane, aka cross-functional flow-charts, is one of the most popular ways to describe complicated processes with multiple participants. This is a visual element used in flow chart diagrams that shows participants responsibilities for a certain part of the process. Swim lanes are used to group sub-processes or tasks according to obligations of certain resources, roles or departments. It’s very convenient when algorithm of the process execution is divided into lanes each of which contains actions made by one of the employees. This is illustrated below:
	Swimlane visualizes actions performed by special resource types, organization elements or actions connected to a special location. Besides, Swim lanes make it possible to specify role of an executor and in this way to document responsibilities in a more accurate manner.
Cross functional flow charts allow you to see not only flow of some process but also moments when responsibilities are transmitted from one process participant to another. It helps eliminate loss of information, delays, mistakes or cheating are most likely to occur.
In order to optimize the process with the help of a swimlane diagram it is necessary to minimize the amount of the process transmission between the participants. Ideally, every person or resource should partake in the process only once for all its duration. So, in order to create an efficient swimlane you need to:
· Determine the lanes. Think over how to divide the process into groups to be represented by swim lanes. Draw vertical or horizontal lines, equally spaced on the page, to create the swim lanes;
· Start your diagram. Set the start point of the process. Insert a rounded rectangle on the top of a swim lane to visualize start point and name it;
· Add a connection. Draw a short arrow if the next action is in the same swim lane. Draw a long arrow if the next action is in the other swim lane;
· Add a process. Draw a rectangle and write a brief description inside. Proceed in this manner. Review an article about flowcharts to examine all available shapes and their designation;
· Add connections. Connect each box with a link to indicate the flow;
· Verify accuracy. Consult with the colleagues to verify accuracy
	[image: Swimlane example]



	Guidelines
	Process Flow Business Rules:

	1. You may use any diagramming tool;
2. Determine any special symbols necessary (other than those described in the table to the right);
3. Describe one (1) process (or sub-process) on one (1) A4 page;
4. Aim to limit the number of activities per process (or sub-process) to less than 11;

	Use the Following symbols:
	S/N
	Business Rule
	Symbol

	1. 
	A Process or Sub-Process flow must start with:
	[image: ]

	2. 
	A Process flow must end with
	[image: ]

	3. 
	A Sub-process flow must end with
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	4. 
	A Process or Sub-process must be notated by
	[image: ]

	5. 
	An Activity must be notated by
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	6. 
	An Actor must be notated by
	[image: ]

	7. 
	Control Flow must be notated by
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	8. 
	Input and output must be notated by
	[image: ]

	9. 
	A binary decision  must be notated by
	[image: ]

	10. 
	An approval must be notated by 
	[image: ]

	11. 
	An On Page / Off Page  Reference must be notated by
	[image: ]

	12. 
	A notation must be notated by a baloon 
	





Process Charting Tools:
To display the links below you must be connected to the the internet
	Business / User Interface Diagrams
	Software and Systems Diagrams

	· Online Flowchart Software
· Organizational Chart Software
· Mind Mapping Software
· SWOT Analysis Software
· Online Wireframe Software
· Site Map drawing Software
· Gantt Charts Drawing Software
· Visio Alternative Online
· MS Visio
	· UML Diagrams Creator
· UML Sequence Diagrams
· Use Case Diagrams
· Class Diagrams Creator
· Database Design Software
· Venn Diagram Maker
· Network Diagram Software
Educational Diagrams Creator






Cross Functional Matrix
	Instructions:
	Coverage Analysis Business Rules:

	5. Replace the Actors with the Actor’s Names that you identified;
6. Replace the activity with the activity that you identified; 
7. Mark the applicable box with “X”;
	1. An Actor must be associated with one or more Activity(ies);
2. An Activity must be associated with one or more Actor(s);
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Process Improvements
Note:	You may add Improvement Areas
	AREA
	Improvement Description
	Improvement Measurement

	Reliability:
	
	

	Timeliness:
	
	

	Efficiency:
	
	

	
	
	



Proposed Standard Operating Procedure (SOP) or Work Instructions (WI)
	Current
	Proposed

	Step
	Activity
	Step
	Activity
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