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Presenting a Process Improvement Opportunity to Leadership Guide
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What Is This Guide
This is a companion guide to the Identifying Opportunities/Gaining Approval for Process Improvement Template (Template). It can help you present your process improvement opportunity to leadership. Every leader asks the same four questions before sponsoring a process improvement:
· What's the problem?
· Why does it matter now?
· What are you asking for?
· What does success look like?
If you've completed the Template, you already have the answers. This guide shows you how to organize and deliver them so the leader can decide whether to sponsor it.
When to Use This Guide
Use this guide once you've completed the Template and are ready to present your process improvement opportunity to a leader for sponsorship. 
Best Practices
1. Keep the whole message as short and to the point as possible. A leader should understand the ask within the first couple of sentences.
1. Lead with the problem, support it with numbers that show impact, and be specific about the fix you're requesting.
1. State the ask plainly: what you want to test, with whom, and by when.
1. Make the follow-up specific. Give a date you'll report back and what success looks like.
1. Name stakeholders so your leader isn't surprised by who else may be involved. 
1. Attach the completed Template to your message but only as back-up material. 
Step-by-Steps for Creating the Message 
Prior to creating the message, please review your completed Identifying Opportunities/Gaining Approval for Process Improvement Template. All the details you’ll need for creating your message should exist in the completed template.
Step 1: Create the email subject line. 
Name the ask in a few words.
Step 2: State the problem.   
Use the content from the Background and Current State sections of the Template to clearly provide the problem, who is affected, and why it matters.
Step 3: State what is causing the problem.
Use the content from the Root Cause section of the Template. The “logic check” can help you refine your statement.   
Step 4: State the “fix” for the problem you would like to test.
Use the content from the Countermeasures and Implementation Plan sections of the Template to say what you want to test, with whom, and by when. 
Step 5: State how you will know it worked.
Use the content from the Target State and Follow-Up sections of the Template. Give a date you'll report back and what success looks like. 
Step 6: State who all are involved.
Use the content from the Sponsor and Stakeholders sections of the Template. 
Step 7: Close the message with your specific “Ask”.
Ask for exactly what you need next: permission to proceed, a sign-off, a reply, or a short meeting.
Related Resources 
	Resource
	How It Can Help
	Resource Location on CalHR OD Website

	Identifying Opportunities/Gaining Approval for Process Improvement Guide and Template
	This tool helps you answer the questions leaders ask before sponsoring a process improvement.
	Phase 1: Define



Presenting a Process Improvement Opportunity to Leadership
Example Email Message

Subject: Request: Pilot to Fix IT Equipment Delays for New Hires
Greetings to Leader,
The Problem: New employees are waiting an average of 12 business days for a laptop and system access. About 4 in 10 can't log into core systems in their first week, which pushes back mandatory training and delays their first work assignments.
What's causing it: HR and IT use separate onboarding checklists that were never connected. HR doesn't notify IT about a new hire until the person's actual start date, so IT has no advance notice to set anything up.
The fix I'd like to test: Creating a simple New Hire Equipment Request message and asking HR to send the message to IT once they have loaded the new hire into the personnel system with a confirmed start date. I'll pilot this with our next 5 new hires.
How we'll know it worked: Two weeks after the fifth hire starts, I'll report how many had working equipment and access on day one, compared to our current 40%. Success is 4 out of 5 (80%) or better.
What I need from you: Permission to create the message and work with IT and HR to run this test. 
I've attached the Identifying Opportunity/Gaining Approval for Process Improvement Template with the full details. Please let me know if you have any questions or need further details.
Thanks,
Jordan Reyes
Program Analyst
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