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Assessing Process Maturity: A Quick Checklist

Company Name: Date:

Email:

Contact:

1. Documentation:

Process Documentation

e Are there written procedures or guidelines for key business processes?
e Are these documents readily accessible to employees?
e Are procedures regularly reviewed and updated?

Written
Regular Reviews Procedures

Accessibility

2. Standardization:

e Are there standardized forms, templates, or checklists?
e Are consistent practices followed across departments?
e Are there defined metrics to measure performance and outcomes?

3. Training and Communication:

e Are employees trained on relevant processes and systems?
e |s there a regular communication channel for process updates and changes?
e |s there a system for capturing and sharing best practices?

4. Technology and Tools:

e Are there tools or software used to support business processes?
e Are these tools integrated and efficient?
e s there a system in place for data management and reporting?

5. Decision-Making:

e Are decision-making processes clear and documented?
e Are decisions based on data and analysis?
e |s there a mechanism for reviewing and learning from past decisions?

6. Continuous Improvement:

e |s there a culture of continuous improvement?
e Are there regular reviews of processes to identify areas for improvement?
e Are there mechanisms for implementing process changes?

7. Ad-Hoc vs. Systematic:
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)
e Are tasks and activities primarily reactive or proactive?
e Are there regular reviews of workload and prioritization?
e Are there clear escalation paths for issues and problems?

Overall Assessment:

e Ad-hoc: Many tasks and activities are performed without defined procedures or
systems.

e Partially Systematic: Some processes are documented, but there are
inconsistencies and a lack of standardization.

e Systematic: Most processes are well-defined, documented, and followed
consistently.

Comments:

Note: This checklist provides a basic framework for assessing process maturity. The specific
questions and focus areas may vary depending on the industry and size of the company.

You may reach out to us for more insights and assistance on how best to map your process,
identify bottlenecks and systemise your operations.

Streamlining Business Operations

Contact: Process
Mapping

Info@lincetpartner.com

xico@lincetpartner.com Systemization

Tel: +256786801855
Optimized

Initial Contact .
Operations

Bottleneck
Identification
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