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Only use Foxit reader or something similar to edit and
send this file.

ORGANIZATION DATE

Cross-Industry Demonstration Organisation (fictional) 4 August 2026

What is happening now? Who is affected? Why does it matter?

What should become faster, safer, clearer, more reliable or easier to manage?

Example: Requests arrive by email or paper and are re-entered in separate records. Example: A unique reference, owner, status and evidence trail connect request to payment.

Requests arrive by email or paper, then are copied into separate spreadsheets and
the accounting system. Unclear thresholds delay routine approvals; receipt and
invoice evidence is difficult to match.

Create one traceable request-to-payment workflow with a unique reference, named
owner, visible status and complete evidence trail. Keep controlled service running
during power or connectivity outages.

How does work actually move today, including handoffs, delays, approvals and Who performs, approves, supports, receives or is affected by the process?
workarounds?

Example: The real process includes handoffs, approvals, re-entry and outage workarounds. Example: Requesters, approvers, Procurement, Finance, IT and suppliers need clear roles and
backups.

Requester submits -> administrator retypes -> budget owner approves ->
procurement sources and orders -> receipt is signed -> finance re-enters and matches
-> payment is approved. Outage records are reconciled later.

Requesters, line managers, budget owners, procurement, finance, payment
approvers, IT support, control/compliance and suppliers. Each critical role needs a
capable backup and clear decision limits.

Which records matter, who owns them, what quality gaps exist and what decisions require trusted reporting?

Example: Use one request ID linking approvals, order, receipt, invoice, compliance checks and payment.

Use one request ID linking need, budget, approvals, supplier, order, receipt, invoice, compliance checks and payment. Operations, procurement and finance own their data; the workflow
owner owns status and cycle-time definitions.
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What tools exist, what must connect, and what should be retained, replaced or
deferred?

Example: Retain proven tools for the pilot and defer a major platform until requirements are tested.

Retain approved email, document storage and accounting tools for the pilot. Replace
multiple forms and personal trackers with one controlled form and status register.
Defer a major platform until integration, security, compliance, supported hardware and
low-connectivity requirements are proven.

ALIGN TECHNOLOGY, GOVERNANCE AND ADOPTION

Complete the operating conditions before asking which tool to buy.

Who decides, who owns the result, and what security, privacy, continuity or
compliance controls are needed?

Example: Define decision rights, access, payment controls, continuity and incident escalation.

The executive sponsor approves scope and investment; Operations owns the
end-to-end result; Finance, Procurement and IT own their controls. Apply role-based
access, MFA where available, quarterly reviews, dual approval and independent

verification of changed supplier payment details. Test backups and outage
reconciliation.

What skills, time, communication, testing, support and manager behaviour are
required?

Example: Train every role on real tasks, exceptions and the agreed workflow.

Train requesters, approvers, Procurement, Finance and IT on their real tasks and
exceptions. Use realistic samples and competency checks. Managers must use the

official status register, reject unapproved shadow trackers and review pilot feedback
twice weekly.

Do not ask 'Which tool should we buy?' until the canvas can explain the problem
language.
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How will success be measured, and what three actions should happen before
procurement or expansion?

Example: Control, pilot and measure the workflow before making the Day-90 investment decision.

By Day 90: cut approval time from 6 to 3 working days; reach at least 85% complete
requests; reduce duplicate entry by 60%; verify 100% of changed payment details.
Days 1-30 control the workflow; Days 31-60 configure and train; Days 61-90 test,
measure and issue an investment decision pack.

hip, adoption needs and measures of success in plain
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FACILITATE A DISCIPLINED CONVERSATION

45-60 minutes as a workshop | 20 minutes as an individual first draft

4 N\ 4 )
BEFORE AND DURING FINISH WITH
® Choose one workflow causing recurring pain. ® A clear problem and measurable desired outcome.
® Invite the business owner, process roles, IT/support and a ® A current-process view with owners, handoffs and exceptions.
decision-maker. ® Required data, controls, continuity and integration conditions.
e Map what actually happens, including workarounds and outages. © Adoption actions and manager commitments.
© Use plain language and de-identified examples. @ Three actions for the next 90 days before procurement or expansion.
® Separate symptoms from root causes. ® A named owner and decision date.
® Record disagreements as evidence gaps to resolve.
A\ J - J
/ )
CASE AND DATA CONTROL

Do not enter passwords, credentials, confidential network details, personal data, banking details or sensitive client, patient, student, citizen, beneficiary or
operational-security records. Use process-level facts and de-identified examples.

- J

NEXT DECISION / DISCUSSION NEEDED What must leadership decide before procurement?

Not ready to procure a major platform today. Run the controlled two-unit pilot, then decide at Day 90 whether to improve existing tools, integrate selected systems or
procure a new platform. Executive sponsor owns the decision. Proceed only if the option supports the proven workflow, controls, compliance, continuity and
measurable outcomes without recreating duplicate entry.

SUBMISSION DISABLED - USE A BLANK EDITION

Fictional guidance sample. Open a blank sector edition to complete your own tool.
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