

APPENDIX A. Checklists For Applying the Process Improvement Process�xe "Process Improvement Process:checklists"�

The guidance that is provided in Sections 4 through 8 presents the process improvement process from a step/activity/task perspective. The guidance is ordered by step, activity, and task, with the guidance tailored for each cycle (1, 2, and N) within each task. Cycle N represents all cycles following the first two.

This appendix provides you with a different view into the process improvement process. Instead of ordering by step/activity/task, the ordering is presented by cycle. Specifically, for each cycle (1, 2, and N), this appendix provides a checklist that outlines the specific tasks you perform in each cycle. These checklists are based on the overall strategy for process improvement as described in Section 3.3, Locating Yourself in the Process. 

Table A–1 provides the checklist for Cycle1; Table A–2 provides the checklist for Cycle 2; and Table A–3 provides the checklist for Cycle N. Each table includes a column for additional comments you may wish to note during the execution of the tasks. 

Table A_1.  Cycle 1 Tasks Checklist

Cycle 1 Tasks�Additional Comments��1.	Step 1: Understand Context���Activity: Build Sponsorship and Foundation  ���j	Understand the implementation climate and organizational readiness ���j	Prepare and execute influence strategy ���Activity: Define Improvement Strategies  ���j	Define objectives ���j	Identify alternatives ���j	Identify constraints ���Activity: Review Context���j	Obtain agreement from change agents, champions, and process users  ���2.	Step 2: Analyze Risks and Select Strategy ���Activity: Analyze and Resolve Risks ���j	Identify and analyze risks���j	Review risk analysis ���j	Evaluate and plan risk mitigation ���j	Commit to the risk management plan ���j	Execute risk management plan ���Activity: Select Improvement Strategy���j	Select a process improvement program and/or cycle strategy ���Activity: Commit to Strategy���j	Obtain agreement from change agents, champions, process users ���3.	Step 3: Plan Improvements���No activities or tasks to perform in Cycle 1  ���4.	Step 4: Implement Improvements ���No activities or tasks to perform in Cycle 1  ���5.	Step 5: Review and Update���Activity: Define Program Plan���j	Define recommendations and develop program plans ���

Table A–1, continued

Cycle 1 Tasks�Additional Comments��Activity: Commit to Proceed���j	Obtain agreement from change agents, champions, and process users ���

Table A_2.  Cycle 2 Tasks Checklist

Cycle 2 Tasks�Additional Comments��1.	Step 1: Understand Context���Activity: Build Sponsorship and Foundation���j	Understand the implementation climate and organizational readiness ���j	Prepare and execute influence strategy ���j	Demonstrate sponsorship and commitment ���j	Form a Steering Committee ���j	Establish a Process Group ���Activity: Define/Update Improvement Strategies���j	Define/update objectives ���j	Identify alternatives ���j	Identify constraints ���Activity: Review Context���j	Obtain agreement from change agents, champions, and process users  ���j	Obtain approval from sponsors ���j	Publicize commitment ���2.	Step 2: Analyze Risks and Select Strategy���Activity: Analyze and Resolve Risks���j	Identify and analyze risks���j	Review risk analysis ���j	Evaluate and plan risk mitigation ���j	Commit to the risk management plan ���j	Execute risk management plan ���Activity: Select Improvement Strategy���j	Select a process improvement program and/or cycle strategy ���Activity: Commit to Strategy���j	Obtain agreement from change agents, champions, and process users ���j	Obtain approval from sponsors���j	Publicize commitment���3.	Step 3: Plan Improvements���No activities to perform in Cycle 2  ���

Table A–2, continued

Cycle 2 Tasks�Additional Comments��4.	Step 4: Implement Improvements���No activities to perform in Cycle 2  ���5.	Step 5: Review and Update���Activity: Update Program Plan���j	Define recommendations and update program plans ���Activity: Commit to Proceed���j	Obtain agreement from change agents, champions, and process users ���j	Obtain commitment from sponsors ���j	Publicize commitment ���

Table A_3.  Cycle N Tasks Checklist

Cycle N Tasks�Additional Comments��1.	Step 1: Understand Context���Activity: Build Sponsorship and Foundation���j	Understand the implementation climate and organizational readiness ���j	Prepare and execute influence strategy ���j	Demonstrate sponsorship and commitment ���j	Form a Steering Committee ���j	Establish a Process Group ���Activity: Define/Update Improvement Strategies���j	Define/update objectives ���j	Identify alternatives ���j	Identify constraints ���Activity: Assess/Understand Process���j	Assess/understand your organization's current process���j	Identify recommendations for improvement���j	Develop a findings and recommendations report���j	Present the recommendations���Activity: Review Context���j	Obtain agreement from change agents, champions, and process users  ���j	Obtain approval from sponsors ���j	Publicize commitment ���2.	Step 2: Analyze Risks and Select Strategy���Activity: Analyze and Resolve Risks���j	Identify and analyze risks���j	Review risk analysis ���j	Evaluate and plan risk mitigation ���j	Commit to the risk management plan ���j	Execute risk management plan ���Activity: Select Improvement Strategy���j	Select a process improvement program and/or cycle strategy ���

Table A–3, continued

Cycle N Tasks�Additional Comments��Activity: Commit to Strategy���j	Obtain agreement from change agents, champions, and process users ���j	Obtain approval from sponsors���j	Publicize commitment���3.	Step 3: Plan Improvements���Activity: Define/Update Action Plan���j	Establish a PAT for each major area of improvement ���j	Task each PAT to develop a tactical plan ���j	Task the SC to develop a tactical plan ���j	Task the PG to develop a tactical plan ���j	Incorporate each tactical plan into the action plan ���j	Identify budget and staffing ���j	Develop measures of success ���j	Analyze risks associated with the action plan ���j	Finalize the action plan ���Activity: Commit to Action Plan���j	Obtain agreement from change agents, champions, and process users ���j	Obtain commitment from sponsors ���j	Publicize commitment ���4.	Step 4: Implement Improvements���Activity: Implement���j	Implement the action plan ���Activity: Manage and Monitor���j	Manage the implementation ���j	Gather implementation data ���j	Support the PATs ���j	Analyze risks associated with implementation ���j	Manage resistance to change ���j	Reinforce sponsor commitment ���

Table A–3, continued��

Cycle N Tasks�Additional Comments��Activity: Review Process Improvements���j	Collect and review process assets ���j	Collect and document lessons learned ���5.	Step 5: Review and Update���Activity: Review Progress���j	Compare implementation data to objectives ���j	Review lessons learned ���j	Baseline process assets ���Activity: Update Program Plan���j	Define recommendations and update program plans ���Activity: Commit to Proceed���j	Obtain agreement from change agents, champions, and process users ���j	Obtain commitment from sponsors ���j	Publicize commitment ���
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