
Business Process Analysis Worksheet
General Information

Process Name:  

Department/Team:  

Process Owner:  

Date:  

Process Description

Brief summary of the process.

Process Steps

Step No. Description Responsible Role Inputs Outputs

Process Inputs & Outputs

Key Inputs:

 
Key Outputs:

 

Key Metrics

Metric Name Description Unit Target

Issues & Opportunities

List known issues or improvement opportunities.

Notes
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