
Do I need a business process?

“To be or not to be?”, asked William Shakespeare. This question is relevant when we are deciding whether to make 
something we do in our business a formal process. 

 
Formal processes and systems help us streamline business. They help us save time and effort, ease communication 

and can impact the bottom line. Yet not everything needs to be a formal process. Taking the time to carefully consider 
what, when why and how is imperative for developing a formal process. This flow chart is designed to help you think 
through the initial decision.
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When should something become a process?
 
 Is this something your company repeats over and over?
 Is this an area where quality is very important?
 Are there more than two people involved?
 Is clear communication an imperative?
 Are there lots of steps?
 Do the steps need to be performed in a certain order?

Did you answer YES to three or more?
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WHAT?

What is happening now that a process may streamline?
What do you wish to accomplish?
What will making a process provide for me?
What will it provide my employees?
What will it provide my business?
What would I call this process?
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And finally, WHY?
(Also known as, WIIFM*?) 

Does it save time?
Does it help with communication?
Does it help avoid misunderstandings?
Does it help in setting/maintaining your quality standards?
Does it positively impact the bottom line? 
Does it help you attract your target customer?

* What’s in it for me?

WHO?

Who needs to be involved?
Who would own the process?

Hey great!

Appears that there is no need 
to create a process at this time, 
check back regularly as your 
business changes or grows.

Want some help?


