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O P E R AT OR G U I D E

Process Mapping for Small Business

Process mapping is writing down how the work actually moves from start to finish. It is the step before you
fix or automate anything. If you cannot map it, you cannot improve it.

01 What to map

O The process that stops when you are not available.
O The process you explain more than once.

O The process that produces the most errors.

O The process that touches the most customers.

02 How to map it

Start with the trigger. Write every step. Name the role that does each step. Note where it waits. Note where
it breaks. Keep it to one page. If it takes more than one page, split it into two processes.

03 What to do with the map

Look for the steps that only you can do. Look for the waits. Look for the places it breaks. Fix those first. Then
decide what can be automated. Do not automate a process you have not mapped.

| If you cannot write the steps, you cannot fix or automate them. Map it first.

04 What to do next

Pick one process. Write the steps. Name the roles. Note where it waits or breaks. That is the map. Then
decide what to fix.
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