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About: Procedure guides 

 
Overview A procedure guide is a document that provides step-by-step 

instructions on how to perform a specific task or process. It is 
designed to ensure consistency, accuracy, and efficiency by 
outlining the necessary actions, tools, and best practices required 
to complete the task correctly. 

 
Elements Procedure guides typically use a range of elements to convey 

information in a clear, concise manner. These can include: 

• High-level process map 

• Roles and responsibilities matrix 

• Procedure maps 

 
High-level 
process map 

A procedure guide typically contains multiple procedures for 
completing tasks associated with a specific process, e.g., 
opening a new account, managing customer invoices. A high-
level process map is provided to show the relationship between 
each of the procedures and the context in which they are 
performed.  

 

Roles and 
responsibilities 
matrix 

A roles and responsibilities matrix is also provided which 
summarises the roles responsible for performing all procedures 
in a specific process so users can understand the upstream and 
downstream relationships between their work and that of others. 

 

Procedure 
maps 

A procedure map sets out preliminary information for a 
procedure as well as detailed, step-by-step instructions for 
performing it. A procedure map typically includes the following 
information blocks: 

• Overview 

• Description 

• Responsibility 

• Procedure (Step / Action table) 

• Reference-based training instructions 

• Related procedures 
 
The Step / Action table includes end-user instructions, screen 
shots, and decision points (expressed using an If / Then table). 
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About: Procedure guides (continued) 

 
Sample: 
Procedure map 

 

 

Contact us We can design and develop solutions to support small-scale, 
standalone initiatives to large-scale programs of work for major 
implementations. Contact us to discuss your requirements. 

 
 


