Process Name:

Process Owner:  




The output, Y = a function of the inputs, (X1, X2, X3,… Xn).

The goal is not to list every possible input (X) to the process.  The goal is to identify those few inputs (Xs) that have the greatest affect on the process outputs (Ys).  A good exercise is to list each key output (Y) and then create a fishbone diagram to identify all the inputs (Xs) that could possible affect the output (Y).  Then have the team brainstorm to eliminate those inputs that have a minimal affect.  The team could use additional tools to eliminate Xs such as a FMEA, data analysis, etc.  When completed there should be a high confidence level that by effectively monitoring and managing the critical inputs (Xs), the outputs (Ys) will be consistently delivered and the customers will be satisfied with the process results.
This section is to organize the critical outputs and inputs to ensure that they have a customer or supplier and that they are monitored and/or measured.  This exercise can help ensure that there are no outputs that do not have a customer and are therefore not needed (waste of resources) and that suppliers clearly understand their customers’ requirements.  By using this to manage the process it ensures transparent accountability for results. 
	CRITICAL OUTPUT (Y)
	CUSTOMER
	METRIC(S)

	List the outputs from the above worksheet
	?
	See the “Process / Management Review Metrics (“Ys”)” section from the above worksheet

	
	
	

	
	
	


	CRITICAL INPUT (X)
	SUPPLIER
	MONITORING DATA AND/OR METRIC(S)

	List all the critical inputs / Xs from the above worksheet
	?
	See the “Process Monitoring Data (“Xs”) / “Plan-Do-Check-Act” Frequencies” section from the above worksheet

	
	
	

	
	
	


Now the next level of detail…  By going through this exercise / completing this form we have established a “macro” view of the process that should be used by the process owner and top management to manage the process, but is not intended to provide a detailed “how” we do anything.  In many cases it is helpful / necessary to define the next level of detail about the process.  We can use many methods to achieve this. Below is one very simple example of this next level of detail.  However, many people find that using a flow chart, value stream map, or any other more detailed process definition tool is a much better approach.  NOTE:  Anything that is created to define the process at this next level of detail should be referenced / hyperlinked in the “SOP” box on page 1.
Key Infrastructure / Equipment / Databases (“Xs”)?


Are there any specific infrastructure items that are critical for the process to function effectively?


Examples: 


1.  CMM must be available 98%


2.  SAP access must be installed on all computers


3.  Temperature of CMM room 68-72 degrees





Critical Functions and Competencies (“Xs”)?





Are there any specific functions, competencies, areas of knowledge and/or training that are critical for the process to function effectively?


Examples: 


1.  SPC training for process engineers and supervisors


2.  SAP inventory module training for all associates


3.  SharePoint training for all auditors





Process Triggered / Inputs received











Critical Inputs (“Xs”)?





What are the critical inputs for the process to function effectively?  Whenever possible “qualify” the input to reflect what is a “good” result.  This assists in determining proper metrics that “quantify” the results for supplier performance.








Examples: 


1.  Lease request within 30 days of customer requested completion date


2.  Bar stock proper material and size


3.  Daily production schedule by 7am





  Critical Outputs (“Ys”)?


What are the critical deliverables / outputs of the process?  These are essentially the “job description” of the process owner and every employee.  Whenever possible “qualify” the output to reflect what is a “good” result.  This assists in determining proper metrics that “quantify” the results for customer satisfaction.





Examples: 


1.  Lease established that is accurate, complies with lease policies, and is on time to promise date


2.  Machined parts fully meeting print specifications and on time to production schedule


3.  Daily production schedule by 7am





Process / Management Review Metrics (“Ys”)


What are the process metrics that are used to ensure that the process is working and that customers are satisfied?  These metrics are periodically reviewed with the management team during formal management review meetings.  These are essentially the “performance review” of the process owner and every employee.  Official goals / targets are established for these metrics and formal improvement plans are documented and communicated to all employees.  Every critical process output should have at least one metric / goal.





Examples: 


1.  Lease accuracy results: goal = no more than 2 errors per lease


2.  Lease completion per promise date: goal = 95% on time


3.  PPM results: goal = <375PPM





Critical SOPs / WIs / Forms (“Xs”)?





List / hyperlink the procedures, SOPs, WIs, forms that are necessary to train employees with and use on a regular basis.


Examples:


SOP-15-42-001: Lease review process


Form-32-01: Audit NCR form





Process Monitoring Data (“Xs”) / “Plan-Do-Check-Act” Frequencies





These are “check” data of the critical “Xs” that are collected for analysis within the process / by the process owner to identify causes of problems and improvement opportunities.  These are very useful when asking “why is the process measure not good / red?”.  When the outputs (Ys) are not being delivered, it is most likely being caused by a problem with one or more of the inputs (Xs).  This data should show where the problems are being caused!  Improvement targets may or may not be set by the process owner for these results depending on how they affect the process outputs.  Formal corrective or preventive actions may also be initiated to drive improvements of the results.





Examples: 


1.  Number and type of data entry errors identified during the lease review process, collected and analyzed monthly.


2.  Top 5 causes of machine downtime captured on daily production logs, analyzed weekly.





Step 1











Step 2











Steps 3,4,5…











Outputs Delivered / Customer Satisfied
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