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	DATA COLLECTION METHODS
	An outline for looking at our work to understand:

· What gets Done.

· Who does What.

· What adds Value.

· What can we streamline and improve.

	PROCESS MAPPING
	


	Introduction 

Who ( What ( When SEQ CHAPTER \h \r 1


Most of us have been almost as confused as Lou Costello about just Who is doing What, When within our business processes.  Often the essential Whats get confused with bureaucratic Hows, confusing the Whos and turning When into an endless Tomorrow.  The key is being able to see, understand and continually redefine the process so the Right Whats are done by the Right Whos at the Right When.  Mapping this process can help us see and understand what is going on to arrive at a better process.

Within the classical Socio-Technical approach to system design are two specific frameworks which focus on the processes at work in both the Technical and Social areas.  The Technical System analysis brings a way of clearly understanding how the “product” of the system is created through the transformation of “inputs” into “outputs.”  This analysis is not concerned with who or which department is accomplishing the “work” but rather investigates only how the product components come together, how their characteristics vary, and what results are required.  The Social System analysis investigates how people and groups communicate in the transformation process and in order to control the process.  Bringing these two systems together for optimal a “fit” is the goal the design process.

Process Mapping is a analytical framework which integrates key components of these two Socio-Technical elements in order to help you quickly and straightforwardly understand your current processes, clarify the real results needed, and streamline the process within the principles of effective organizational design. Simply, it identifies who does what, when (Who  What  When).  It can act as a precursor to formal Socio-Technical analysis, or as an adjunct to the Social System analysis.  Its usage has become more important in understanding and designing complex networked systems of information transfer, cross-functional and cross-company collaborations, and service sector design.

	Applying Process Maps To Us SEQ CHAPTER \h \r 1


Change and improvement are emerging as regular “day-to-day” areas of discussion around us.  This outline and the “tools” attached are to help in the improvement process.  There are really two short-term goals for this process:

· Identify work which should be “stopped” and design it “out” of our work.  These activities are taking up time and resources but not adding value to the product or customer.

· Streamline processes which involve too many steps, too many hand-offs, too many approvals, etc., so that the “right people do the right activities and make the right decisions without the bureaucracy which we have built over time.”  This doesn’t mean there should not be checks and balances in the system – but we know that many associates are frustrated by activity steps which are unimportant and which stall improvement rather than encourage it.
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This outline is a “work in progress.”  We have included outlines and forms, which could be useful in mapping your activities and processes.  We are sure that you will find “tricks” and improvements which could help others so when you improve this, let us know so we can share your ideas with others.

Now is a great time to question the day-to-day activities you spend your time on.  You will be asked to list all of the activities which currently occupy your time, map the process for completing those items including what other people or departments must be involved in the process, then change and improve that process.  If we do this well, it should not only benefit the company by focusing the right resources on the right activities, but it should benefit each associate so that they know the work they are doing is meaningful and important.  It should allow us to find more time for training, developing and involving associates in more important activities and decisions.

The outline that follows is a general description of Process Mapping and some of the principles involved.  There is also a “Personal Activity” summary which should be used by associates to clarify what they are “doing” now.  And there are some “templates” which can be copied and taped to a wall as process maps are created.
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