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Checklist

Your proven process is more than a graphic you hang on the office wall. It's a critical tool
internally and externally to provide a clear roadmap. For your team, it is the steps your team
should follow to close sales and delight customers. For your prospects and customers, it provides
expectations upfront so they know what to expect every step of the way.

Use this checklist to evaluate your company’s documented proven process to ensure it's effective and
aligned with your business goals. Review each section below and make adjustments to your proven
process as needed.

Consistency

Clarity & Simplicity

Clear Steps: Each step in the process is clearly
defined and easy to understand.

Simple Language: The process is described using
simple, jargon-free language.

Visual Aids: Diagrams or flowcharts to visually
represent the process.

Alignment with Company Goals

Strategic Fit: The process aligns with the company’s
overall strategic goals and objectives.

Consistent Outcomes: The process consistently
delivers the desired outcomes that support your
business goals.

Lean Approach: Unnecessary steps or redundancies
have been identified and eliminated.

Roles & Responsibilities

Role Clarity: Every step in the process has a clearly
assigned owner responsible for its execution.

Accountability: There is a system in place to ensure
accountability at each step of the process.

Standardization: The process is standardized across
the organization, ensuring consistent execution.

Training: All team members are trained on the
process and understand how to follow it.

Documentation: The process is fully documented
and easily accessible to all relevant stakeholders.

Customer Impact

Customer Value: The process is designed to enhance
customer satisfaction and add value to the customer
experience.

Feedback Loop: There is a mechanism to gather
customer feedback on the outcomes of the process.

Measurability

Data Tracking: There is a system in place for tracking
data and metrics related to the process.

Regular Review: The process's effectiveness is
reviewed regularly using the collected data.
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Flexibility & Adaptability Stakeholder Engagement

Adaptability: The process can be easily adapted or

modified to respond to changes in the market or

internal needs.

Continuous Improvement: There is a commitment

to continuous improvement, with regular updates
based on feedback and performance data.

Next Steps:

Stakeholder Involvement: Key stakeholders were
involved in the development of the process.

Communication: The process is communicated
effectively across all levels of the organization.

Feedback Encouragement: Team members are
encouraged to provide feedback and suggest
improvements.

1. Review your responses: If any boxes are unchecked, consider revising those aspects of your

process.

2. Implement changes: Make necessary adjustments to enhance clarity, efficiency, and alignment

with goals.

3. Monitor and refine: Regularly revisit this checklist to ensure ongoing effectiveness as your

business evolves.

Need help getting started?

We're ready to work with you! Contact us to get pricing and learn more

about how we can help.
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