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10 Minute Process Checklist
Conducted to understand why we have a process and if it’s useful
	Process Name

	Person/People Interviewed (if OK)

	Date of Discussion

	What is the purpose of this process?
	

	What is the key outcome or deliverable from this process
	

	What starts or triggers this process?  Is this known?
	

	What are the inputs to this process?  What do we need to get it done correctly?
	

	Are we receiving these inputs?  Adequate quality, timely manner, etc?
	

	What are the key process steps?
	

	What gets produced at each of these steps? Documents? Records?
	

	What gets produced at each of these steps?
	

	Where do we store the deliverables/outputs from each of the steps?
	

	Do we have the tools and/or software required to perform these steps?
	

	Are there any occasions where the process is in someone’s intray for too long?
	

	What feedback do we get?  From customers, internal team members, partners, suppliers?
	

	What standards and/or regulations apply to this process?
	

	Who is the customer of this process?  What deliverables/outputs do they get?
	

	What are the key measures/KPIs so we know it is meeting its purpose?
	

	Have you been trained in how to use this process?
	

	Is this process documented anywhere?  Is the documentation up to date and correct?
	

	How do we update the process if it’s wrong or has problems?
	

	How are you kept up to date with changes in the process?
	

	Is the documentation useful?
	

	What could we do to improve or simplify the process?
	

	How does this process ultimately help the business?  What would happen if we simply stopped doing it?
	

	Review conducted by:


