New Mexico State University
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Process Improvement Team Checklist

1. Identification & Current State
☐ Define process scope and boundaries
☐ Identify stakeholders and team members
☐ Define diagnostic metrics (baseline)

Core Tools
☐ Process Analysis 
☐ RACI (roles and responsibilities)
☐ Swimlane Process Map (current state)
☐ PERT Map (current timeline)


Additional Tasks / Tools (as needed):
☐ ______________________________
☐ ______________________________
2. Analysis
☐ Review current state for inefficiencies
☐ Identify bottlenecks, delays, and gaps

Core Tools
☐ Value-Added Analysis
☐ Waste Categories 
☐ 5 Whys (root cause analysis)
☐ Fishbone Diagram (cause-and-effect)

Additional Tasks / Tools (as needed):
☐ ______________________________
☐ ______________________________


3. Improvement
☐ Identify improvement opportunities
☐ Prioritize solutions (impact vs feasibility)
☐ Action Planning (who, what, when, how)

Core Tools
☐ Brainstorming
☐ Affinity Diagram 
☐ Nominal Group Technique
☐ Prioritization Matrix

Additional Tasks / Tools (as needed):
☐ ______________________________
☐ ______________________________
4. Implementation & Follow-Up
☐ Define outcome metrics (success measures) 
☐ Implement improvements
☐ Communicate changes
☐ Train stakeholders
☐ Compare before vs after performance
☐ Monitor and adjust process

Core Tools
☐ Project Management

Additional Tasks / Tools (as needed):
☐ ______________________________
☐ ______________________________
Final Validation
☐ Roles and responsibilities are clear
☐ Process is streamlined
☐ Waste is reduced or eliminated
☐ Metrics are in place to validate & sustain improvement

Additional Tasks / Tools (as needed):
☐ ______________________________
☐ ______________________________
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