	Type the process you’re describing here
	Type the owner’s name here

	(Name of the process)
	(Process owner)


	Step #
	Activity
	Who’s Responsible
	Tools Used

	
	List each step involved in your process in this column
(Note: Once you understand these instructions, you can highlight and delete them (including the “Type the...” ones above) so that you have a “clean” form to work with.)
	Use this space to identify the person who’s job it is to complete the activity in the column to the left
	Put any tools you use as part of this step here (forms, directories, files, software, web sites, etc.)
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