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The 10-minute process map
Pick one process, such as a new order from first contact to payment. Write every

step, then circle where work waits. Those circles are where your time and money

leak.

Process: ________________________________   Starts when: ____________________   Ends when:

____________________

# Step
Who does

it

Tool

used

Waits?

(hours/days)

Remove / automate /

keep
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Now look at your map

How might we remove one waiting step from this process this month? If it doesn't fit on one page, it's

probably two processes. Turn the result into a one-page SOP with the One-Page SOP Kit:

hafizmuhammadwaqas.com/shop
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Circle every step where work waits for a person, an approval or missing information

Underline any information typed into more than one system

Cross out one step that only exists because "we've always done it"

Mark steps that happen the same way every time: these are your automation candidates

Write the owner of the whole process here: ______________________


