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Process Documentation Guide and Template
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What is Process Documentation?
Process documentation is a simple “how‑to guide” that explains the work your team does every day. It shows what happens, who does it, the order of steps, the decisions involved, the tools or forms used, and the result. The goal is to make work easier to understand, more consistent, and simpler for everyone. This guide gives general tips for creating process documentation. It does not replace your department’s policies, procedures, desk manuals, training materials, or onboarding documents. When you create a process, make sure the steps follow your department’s rules and guiding principles. The process should help people carry out the work while staying within the policies that apply to it.
When to Create or Update Process Documentation
Create or update process documentation when a process is new, has never been written down, or when the current documentation is out of date. Even if a process is already written, the steps may no longer match how the work is done because people often create workarounds over time.
Update the documentation when things change – such as new tools, new staff, changes in responsibilities, or updates to department rules or policies. Keeping the documentation current makes the process clearer and easier for everyone to follow.

Best Practices for Creating Process Documentation
• Write down the process the way it is actually done today.
• Keep the instructions simple and clear.
• Use the same format and naming style for all processes.
• Make sure the process follows your department’s rules and policies.
• Include the steps, decisions, roles, and tools someone needs to do the work.
• Check your work with the people who do the process every day.
• Store the documentation where everyone who needs it can find it.
• Review and update the documentation annually or whenever the process changes.
• Keep record of changes to help everyone know which version of the process is right.
• Note the last review, next review, and reviewer to show the document is up to date.


How to Document a Process Step-by-Step
Step 1: Define the process
Before you start, clearly name the process and explain its purpose. Identify where the process starts and ends, and make sure it follows your department’s rules, policies, and guiding principles. This helps everyone understand what the process is, why it matters, and what it covers. Also note if the process is part of a larger workflow or connected to other processes so people understand how it fits into the overall operation.

Step 2: Gather information
Talk to the people who perform the work, review the tools and forms they use, and observe the steps in action when possible.

Step 3: List the steps in order
Write down each step in the order it happens, using plain language. Focus on what a person needs to do to complete the work. Add short notes about any common problems or challenges that might occur at each step.

Step 4: Identify decision points
Point out any steps where a decision must be made. For each decision, explain the possible outcomes (such as Yes/No, Approved/Denied) and what happens next after each choice.

Step 5: Capture roles and responsibilities
List who is responsible for each step. Note when work is passed to another person or team.

Step 6: List tools, systems, templates, and forms
Include all resources someone needs to complete the process correctly. Add links or explain where to find them if needed.

Step 7: Validate the process and identify issues
Review the draft with the people who do the work to ensure everything is correct. Capture any known issues or challenges so the documentation reflects reality and helps identify opportunities for improvement.

Step 8: Finalize and store the documentation
Save the documentation according to your department’s policies so it is easy for everyone to access when needed.


You Don’t Need to Start with a Blank Page 
The Process Documentation Template below gives you a ready-made structure with all the key sections you’ll need. You can use it as your foundation and simply fill in the details of your process. An example is also included to show what a completed version looks like. 


Process Documentation Example 

Process Name: Travel Claim Process – Employee Travel Expense Claim (TEC) Submission
Purpose of the Process: To ensure accurate and timely submission of travel expense claims for reimbursement.
Guiding Principles and Policies: Department Travel Approval and Reimbursement Policy (DTP‑101)
Start Point: After the employee completes approved work-related travel.
End Point: When supervisor approves TEC form and submits it to Accounting for processing.
Process Owner: Department Coordinator
Part of a Larger Process: Yes – this is a sub‑process of the Department Travel and Reimbursement Workflow.
Step-by-Step Workflow
	Step#
	Description of the Step
	Who Performs it (Role)

	1
	Gather all required travel documents and receipts in line with Department Travel Approval and Reimbursement Policy (DTP-101). 
	Employee

	2
	Upload all receipts and supporting documents to the SharePoint Travel folder.
	Employee

	3
	Complete the TEC form. 
	Employee

	4
	Submit the TEC form to supervisor for review. 
	Employee

	5
	Review the TEC form for accuracy, needed receipts, and policy compliance.
	Supervisor

	6
	Approve the TEC and send it to Accounting for processing. 
	Supervisor



Decision Points
	Decision Point
	Question Asked
	If yes, what is Next step
	If no, what is Next step

	Step #5 Claim accuracy 
	Is the claim accurate? 
	Supervisor approves claim and submits approved TEC form to Accounting for processing 
	Supervisor returns TEC form to employee for corrections



Tools, Systems, Forms, Templates used in Process
	Tools, Systems, Forms, Templates used in Process

	Tool, System, Form, Template
	Location

	Department’s Travel Approval and Reimbursement Policy (DTP‑101)
	Department’s Policy Directory

	SharePoint Travel Receipts folder for uploading receipts 
	Travel Receipts Folder in Travel Section of the team’s SharePoint

	Travel Expense Claim (TEC) form 
	Department’s Form Directory



Known Issues, Pain Points, and Challenges
	Known Issues, Pain Points, and Challenges

	Missing required travel receipts: Employee cannot locate all required receipts.

	Incorrect information: Incorrect mileage on travel expense claims.

	Late submissions: TEC submittals after the Department’s Travel policy deadlines.

	SharePoint access issues: Employee cannot upload receipts due to permissions.





Revision History
	Version
	Date Updated
	Updated By
	Type of Change
	Description of Change

	1.0
	01/10/2024
	Dept. Coordinator
	Initial Release
	Created original Employee TEC Submission Process documentation

	1.1
	03/15/2024
	Dept. Coordinator
	Minor Update
	Added clarification on required documentation (receipts and agendas)

	1.2
	06/20/2024
	Supervisor Team Lead
	Minor Update
	Updated TEC form link and submission instructions

	2.0
	11/05/2024
	Accounting Manager
	Major Revision
	Incorporated new approval workflow and updated decision point for claim accuracy

	2.1
	02/12/2026
	Dept. Coordinator 
	Minor Update
	Added pain points section and guidance for linking tools/resources



Review Record
Last Reviewed Date: 02/12/2026
Reviewed By (Name/Title): Mary Smith/Department Coordinator
Next Scheduled Review: 02/13/2027


Process Documentation Template
Process Name:   
Purpose of the Process:  
Guiding Principles and Policies:
Start Point: 
End Point: 
Process Owner:  
Part of a Larger Process:
Step-by-Step Workflow
	Step#
	Description of the Step
	Who Performs it (Role)

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	


(Add as many rows as needed)
Decision Points
	Decision Point
	Question Asked
	If yes, what is Next step
	If no, what is Next step

	
	
	
	

	
	
	
	

	
	
	
	


(Add as many rows as needed)


Tools, Systems, Forms, Templates used in Process
(List any policy, systems, forms, shared folders, or tools needed)

	Tools, Systems, Forms, Templates used in Process

	Item
	Location

	
	

	
	

	
	


(Add as many rows as needed)

Known Issues, Pain Points and Challenges
	Known Issues, Pain Points and Challenges

	

	

	

	


 (Add as many rows as needed)


Revision History
	Version
	Date Updated
	Updated By
	Type of Change
	Description of Change

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


(Add as many rows as needed)


Review Record
Last Reviewed Date:
Reviewed By (Name/Title):
Next Scheduled Review:
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