
 
Planning and Facilitating a Process Mapping Meeting 

 

PRE-WORK 
❏ Pick the Program: Using data and other information, pick the program or resource with the 

most significant bottlenecks or areas for potential improvement.  
❏ Identify the Perspective and Users: Identify if you will be improving a system from the 

perspective of the process administrators or the process users. Select the people that are 
most familiar with the current program or resource who will prototype an improvement plan 
from that perspective.  

❏ Pick a Facilitator: Don't try to facilitate and participate!  
❏ Logistics + Materials: Don't underestimate the importance of a good working space. Spend 

time inventorying the materials and technology you will need. Lay out a plan for sending 
“Save the Dates” and invitations 

❏ Get the Data: Identify the data sources to understand the “NOW” and prepare to ​measure 
improvements 

 
THE PROCESS MAPPING EVENT 
❏ Agenda: SAMPLE 

❏ Identify the AIM (Objective) for the meeting - What are you improving and by when? 
❏ Define the Process: Start and End 
❏ Identify the Measurement: How will you know a change is an improvement? 
❏ Map the ​CURRENT​ Process and layer in current measures/data. 
❏ Identify the Bottlenecks / Brainstorm Change Ideas / Select Ideas to Test to improve 

toward an awesome ​FUTURE​ state.  
❏ Set Up the PDSA 
❏ Next Steps / Closing 

❏ Facilitation: Tips and Tricks 
❏ Where is the fun? 
❏ Where is the food? 
❏ What are your “Ground Rules” that establish culture and expectations for the meeting?  
❏ Where will you capture the visual map, the ideas you will test, and the PDSA cycle? 

 
IMPROVEMENT PROJECT MANAGEMENT 
❏ Identify the Improvement Project Manager - Designate who is holding the big red ball and will 

convene future meetings and drive the improvement team forward  
❏ Identify the Timeline: Decide when the improvement team will meet again (at what intervals 

and for how long) to evaluate and measure if the ideas being tested are resulting in process 
improvement.  

❏ Assure that Project Management includes continual data analysis to understand where to 
focus improvement efforts - when to stop doing something, when to modify the idea, when to 
scale and codify! 

 

 


