
Need to Draw  

Process Flow

11. Select a 

Process Flow 

Title

12. Team 

Develops a 

Process Flow

13. Take 

Pictures of 

Process Flow 

Steps  

(optional)

14. Bundle 

Notecards

16. Draw and 

Revise 

Process Flow

Pictures of 

Notecards

15. Review 

Notecards 

(and optionally 

pictures)
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Process Flow Titles

PDF of Draft 

Process Flow

17. Review 

and Annotate 

Process Flow

Needs 

Improvement?

Yes

Process Flow 

Drawing

Is Complete

18. Finalize 

Process Flow

PDF of Finalized 

Process Flow

No

Document

Repository

Backlog (Delay)

B. Team Meets to Develop and Finalize a Process Flow

B
u
s
in
e
s
s
 

A
n
a
ly
s
t

S
ta
k
e
h
o
ld
e
r 

T
e
a
m
 L
e
a
d
e
r

Need to Develop 

Process Flow Titles

2. Describe 

Format of 

Titles
4. Identify Title: 

Role, Action, 

and Objective

5. Draft List of 

Process Flow 

Titles

3. Reflect on 

“Current State” 

Activities

6. Review and 

Revise List

A. Team Develops List of Process Flow Titles

7. Publish List 

of Process 

Flow Titles

List of Process 

Flow Titles is 

Complete

1. Introduce 

Concepts

Business Rules:

1. BA guides Team members.

2. The Team may identify new Process Titles.

3. The Team may merge or delete overlapping 

Process Titles.

Business Rules:

1. BA guides Leader in developing titles, providing 

representative examples from other projects

2. The Team Leader typically collaborates with Team Members 

to produce a comprehensive and refined set of process titles.

Version: 5

Notes:
1. Developing a process flow consists of two major steps (“A” and “B”) and one sub-

process (“Task 12").

2. Steps are numbered in these process flows for discussion purposes only. Note that 

some numbers have been skipped.

Opportunities for Improvement
1. Step 12 – Taking photos of the Notecards can reduce chance that note content is lost.

2. Process “B. Team Develops and Finalizes a Process Flow” includes wait time at several 

points.

3. Loop in steps 16 and 17 may cause waste through over-processing and delays.

Backlog Delay

Backlog (Delay)

Draft 

Flow Titles

Business Rule:

1. To reduce re-work with diagramming tool, BA delays “beautifying” the 

process flow until the Team has completed its corrections to the diagram.

Annotated 

PDF

Typically review work is done 

independently (in parallel) by 

individual team members.

May include Team 

Members as well.



B
u
s
in
e
s
s
 A
n
a
ly
s
t

S
ta
k
e
h
o
ld
e
r 
T
e
a
m

Flat Surface with 

Notecards

Notecards

Black 

Ink Pens

Need to Identify 

and Order Process 

Steps
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22. Think 

about Process 

Steps

23. Write 

Process Steps

Work Independently and Silently

24. Sequence 

One Member’s 

Process Steps 

Horizontally, 

Making a Row

25. Align  

Other 

Members’ 

Matching 

Steps 

Vertically with 

Steps in First 

Row

Business Rules: 

1. Align in rows, each representing a member’s steps in the process.

2. Align in columns, each representing a set of comparable steps from team 

members.

3. The resulting matrix may reveal “holes” indicating missing steps.

Business Rules: 

1. Each Team Member works independently and silently.

2. Team Member writes one step per Notecard.

3. Team Member writes clearly in large letters with a dark pen.

4. Team Member uses direct, declarative phrases in the format of “role”, “action”, and “object”.

5. Team Member may omit the role if action is performed by role identified in Process Title. 

21. Introduce 

Procedure and 

Preferred 

Format of 

Writing

26. Address 

Missing Steps, 

Ambiguity, 

Conflicts

Is Team Familiar 

with “Post the Path” 

Process?

No

Yes
27. Agree on 

“Best” Written 

Steps

Agreement on 

Process Steps

Business Rules: 

1. Members place the most accurate and complete sticky 

note in each column in the top row.

2. Members may discard all other Notecards in that column.

12. Team Develops a Process Flow (“Post the Path”)

Version: 4

Notes Opportunities for Improvement

Business Rule: 

1. BA provides instruction and materials that help Team Members learn the process.

Team members work in collaboration on steps 25, 26, and 27.

This person is usually 

the first to complete 

their set of Notecards


