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WORKFLOW SCRATCH SHEET

“We thought we knew our core manufacturing process, but the Scratch Sheet made clear that
everyone and every shift did things a little differently. That made costs and quality uneven, and
we were always arguing about our ERP. The Scratch Sheet helped us cut 7% out of our
production time.” -CEQ, IT consultancy

Optimization is Everything

A workflow diagram isn’t just a checklist: it shows how
people depend on each other, step by step. Processes
can always be improved because technologies and specs |
are always evolving. Diagrams are the best way to teach
and to optimize a process. Don’t let yours get stale: it’s :
how to maintain advantages in cost, speed, and quality.

FLOW No: NAME |1: ACCOUNT REVIEW

w

Benefits
The Center’s tools minimize errors, foster collaboration, and help executives delegate with
confidence. The Workflow Scratch Sheet has additional benefits:

e Spotlights opportunities to reduce direct time and cost, improving Gross Margin
e Captures knowledge of experienced employees so it can be shared
e Prepares for changes in software and technologies

Difficulty Easy
Estimated time Two 2-hour meetings

Instructions
See term 3.2.1 Workforce analysis at The Index. In your meeting, you'll need this instruction
set and sample, The Index (on screen), several Scratch Sheets, and flip charts.

Agree on the trigger and close (start and end) of the process, but revisit later
Brainstorm early, middle, and late steps. Consolidate to 5 to 9 and put in sequence.
If two things could happen after a step, it’s a fork. If more, it’s a sub-flow

Key notes to step numbers, but too many notes means you’re not yet clear.
Accelerate, combine, or eliminate steps with technology or job redesign.
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Subscribers can contact the Center for assistance.

Make It Better

Thanks to Bruce Harville for sharing this tool. Users should share ideas for improving any of the
Center’s tools and how they’re taught. It’s also great to suggest new applications or tools.
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STEP

Trigger: Contract anniversary

Y

Acct Mgr

ASSESS SUCCESS AND NEEDS

Meeting notes, checklist

no

WORKFLOW SCRATCH SHEET
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Notes on optimization : Better checklists, understand
client's business plan, use only Dynamics ASAP, identify

FORK
business needs sooner, add time to reflect.

Refer to The Index for ideas.

SUBFLOW

yes y

Acct Mgr

SCHEDULE REVIEW MEETINGS

Notice, agenda

Y

Acct Mgr, Acct Tech

REVIEW OUTLOOK

Outlook

Y

Acct Mgrs (peers)

DRAFT FUTURE OUTLOOK

Outlook

If >$25K

P See Flow 12a: CREDIT REVIEW
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¥

Acct Mgr, Acct Tech

Sr Mgrs

REVIEW OUTLOOK

REVIEW OUTLOOK

Outlook

Outlook

¥

All Sr Mgrs

CHECK OPPORTUNITIES

5-YEAR FORECAST

Y

Acct Mgr, Acct Tech

PRESENT OUTLOOK

Outlook

Y

Acct Mgr

SECURE ORDER

PO, Order Porter
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All

REFINE PROCESS

Checklists, Work Flow

Y

Begin new work

I P See Flow 3: Set up Projects
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