	Insert Process Name



Process champion: ________________________________________________________

Process documented/ updated: ________________________________
Process review date:                    ________________________________

Guidelines (delete this part once you’ve documented the process)
Step 1: Identify your core process and give it a name
Step 2: Break the core ‘umbrella’ process into it’s sub-process, e.g. Finance Management is the umbrella process, then Financial Reporting would be a sub-process. 
Step 3: Add high level bullet points of the steps in each sub-process, e.g. for Financial Reporting it could be: 
· Data Collection and Preparation
· Financial Statement Preparation
· Review and Analysis
· Disclosure and Footnotes
· Approval and Distribution

Sub Process 1
· Step 1
· Step 2
· Step 3
· Etc.


Sub Process 2
· Step 1
· Step 2
· Step 3
· Etc.


Sub Process 3
· Step 1
· Step 2
· Step 3
· Etc.


Sub Process 4
· Step 1
· Step 2
· Step 3
· Etc.
