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I.
Classification
[Identify the Business Process Cycle(s) and Business Process(es) that the documented maps relate to and/or impact.]

	Business Cycle
	Business Process
	Appl.
	
	Business Cycle
	Business Process
	Appl.

	1.0

B2C
	1.1 General Ledger Management
	
	 
	3.0

 Q2C
	3.1 Revenue
	

	
	1.2 Funds Management
	
	
	
	3.2 Receivable Management
	

	
	1.3 Funds Balance With Treasury (FBWT)
	
	 
	4.0 

P2A
	4.1 Project Cost Management
	

	
	1.4 Cost Management
	
	 
	
	4.2 Property Management
	

	
	1.5 Insurance
	
	 
	
	4.3 Seized Property Management
	

	
	1.6 Grants
	
	 
	5.0 

ERM
	5.1 Human Resources
	

	
	1.7 Loans
	
	 
	
	5.2 Payroll
	

	2.0 

P2P
	2.1 Acquisition
	
	 
	
	5.3 Benefits
	

	
	2.2 Inventory Management
	
	 
	

	
	2.3 Payable Management
	
	 
	

	
	2.4 Travel
	
	 
	


II. 
Operational Process Documentation
	A. 
Operational Process Name


	Subject Matter Expert(s):
	
	
	

	Created by:
	
	Date:
	

	Updated by:
	
	Date:
	

	Status:
	
	
	


	Description:
	


A.1 
Operational Process Map          
[Insert Operational Process Map (picture) here.  If map is formatted as landscape, or the image spans more than 1 page horizontally, embed electronic version or attach hard copy.  For details regarding mapping guidelines, refer to the Process Mapping Documentation Standard Instructions.] 
A.2 
Operational Process Narrative

[Complete the Operational Process Narrative based on the Operational Process Map documented above.  For further details, refer to the Process Mapping Documentation Standard Instructions.] 
	Step#
	Name
	Description
	Role
	Automation
	System
	Ref# and Name (R/C/I/O)


	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


A.3 
Supplemental Documentation

[Refer to the Process Mapping Documentation Standard Instructions for further details.]
A.3.a
Narrative Detail
	Risks

	Ref #
	Risk Name
	Description
	Controls
	Likelihood
	Impact
	Key

Y/N

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	Controls

	Ref #
	Control Name
	Description
	Ctl 

Type
	Ctl 

Freq
	Key

Y/N

	
	
	
	
	
	

	
	
	
	
	
	


	Inputs/Outputs

	Ref #
	Input/Output Name
	Description
	Freq
	Source
	Destination

	
	
	
	
	
	

	
	
	
	
	
	


A.3.b
Documentation Related to Operational Process
	Name
	Location
	Type
	Version
	Date Updated

	IT/Systems Documentation

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Policies and Procedures

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Training Guides

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Other

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


A.3.c
Business Process Improvement Opportunities
Process

[Document improvement opportunities identified for the Process (e.g. automation opportunities, re-engineering, streamlining, etc.)]

System

[Document improvement opportunities identified for the System (e.g. interfaces, customization, reporting, integration, automation, etc.)]

Procedures

[Document improvement opportunities identified for the Procedures (e.g. policies, procedures, forms, etc.)]

Training/Communications

[Document improvement opportunities identified for the Training and Communications (e.g. user training guides, tutorials, training courses, change communication, etc.)]
Other

[Document improvement opportunities identified for other areas not mentioned above.]
III.
Roles and Organization
[Using the roles identified in the swimlanes on the Process Map and documented in the ”Division/Role” column of the Narrative, provide a link  to the current organizational structure.  A current Organization Chart should be included or embedded below the table.]
	Role
	Organization ID
	Name

	
	
	

	
	
	

	
	
	


� R – Risk; C – Control; I – Input; O - Output
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