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Workflow Template · Advanced version
A workflow template maps a business process step by step: who does what, with which inputs and tools, what they hand over and how long it takes. It is the first step to
standardising or improving a process.

Workflow · Map the current process, then redesign it

Ste
p

Activity Owner / role Input Output Tool Hand off to Time
(hours)

Approval
needed?

Pain points

1 Receive request Coordinator Request form Logged request Wrike Team lead 0.25 No

2 Assess and prioritise Team lead Logged request Priority and owner Wrike Specialist 0.50 No Requests missing details

3 Do the work Specialist Brief Draft Design tools Reviewer 6 No

4 Review Reviewer Draft Feedback or
approval

Proofing tool Specialist /
requester

1 Yes Feedback scattered across
email

5 Deliver and close Coordinator Approved
output

Delivered output Wrike Requester 0.25 No


