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PROCESS MAPPING REFERENCE GUIDE

A Process Map is a diagram that visually displays a series of events or steps that occur within a given process.  
There are several types of process maps; however, there is no wrong way to do a map.  Maps are great visual 
aids that enable members of the team to understand and achieve standard work and continuous improvement. 
You will want to create a current state map first and use your opportunities for improvement marks to help with 
the future state.

Try to include the following in every type of Process Map you create:

OVERVIEW

1.	 Defined start and end
2.	 Process owner
3.	 Customer of process and what steps they value
4.	 Throughput—how many things are done that add value. Such as how many permits in a year?
5.	 The time it takes for each step & for the process as a whole
6.	 Number of people and teams involved in the process
7.	 Boxes for steps and diamonds for decisions
8.	 Opportunities for improvement or “Kaizens burst”
9.	 Number of resources involved in the process—people, technology, permit
10.	What is the outcome or what is success?

Swim-Lane Diagram

High-Level Process Map

TYPE OF PROCESS MAPS
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Create a map by using post-it notes on a large roll of paper.  Use different color post-it notes for action steps vs. 
decisions.  It may be helpful to use a post-it note as a square for action steps and a diamond for decisions points.  
Each post-it note should represent a different step in the process.  

When your team has documented your current process, review all the steps looking for: 

EASY “HOW TO” USING STICKY NOTES

HELPFUL HINTS

PROCESS MAPPING REFERENCE GUIDE

•	 You’re not going to break anything!  Create the map in a spreadsheet, document, or using a fancy 
drawing tool like Microsoft Visio.

•	 Or sticky notes work well to get teammates out of their chairs!
•	 There’s no wrong way to do a map, it’s important to ensure it’s accurate & you identify opportunities 

to improve your service delivery.

•	 Duplication of steps
•	 The 8 wastes or “UWITDMOP”
•	 Value added vs. non-value added steps.  Remember:  the CUSTOMER defines value, not you
•	 Where are the opportunities to improve the process? 
•	 Mark these opportunities to help create your future state.  


