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Workflow Mapping Template
Chart your process step by step, identify where AI can help, and design your future state

Overview
Use this template to map a real process from your organisation. Start with your current workflow, identify where AI could add value, then design what the future state could look like.

Process name: _________________________________________________________________
Department/Team: ________________________________________________________________
Current challenge: ____________________________________________________________

Part 1: Current State Workflow
Map your process as it is right now. Complete one row per step.

	#
	Task Description
	Who Does It?
	Time Taken
	Tools Used
	Pain Points

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	





Part 2: AI Opportunity Analysis
For each step above, evaluate where AI could help. Go through rows 1-10 from your Current State and complete this analysis.

	#
	Step
	Could AI Help?
	How?
	Risk Level
	Time Saved

	1
	
	[Yes/No]
	
	[High/Med/Low]
	

	2
	
	[Yes/No]
	
	[High/Med/Low]
	

	3
	
	[Yes/No]
	
	[High/Med/Low]
	

	4
	
	[Yes/No]
	
	[High/Med/Low]
	

	5
	
	[Yes/No]
	
	[High/Med/Low]
	

	6
	
	[Yes/No]
	
	[High/Med/Low]
	

	7
	
	[Yes/No]
	
	[High/Med/Low]
	

	8
	
	[Yes/No]
	
	[High/Med/Low]
	

	9
	
	[Yes/No]
	
	[High/Med/Low]
	

	10
	
	[Yes/No]
	
	[High/Med/Low]
	



Key questions for each step:
· Could an AI tool do this faster or better?
· What data or inputs would the AI need?
· Who would need to review or sign off on AI-generated output?
· What's the risk if the AI gets it wrong?



Part 3: Future State Workflow
Now redesign your process to include AI. Show where AI steps in, where humans review, and where the handoff happens.

	#
	Task
	Who Does It? (AI or Human?)
	Tool/Process
	Review Needed?
	Time Saved

	1
	
	
	
	[Yes/No]
	

	2
	
	
	
	[Yes/No]
	

	3
	
	
	
	[Yes/No]
	

	4
	
	
	
	[Yes/No]
	

	5
	
	
	
	[Yes/No]
	

	6
	
	
	
	[Yes/No]
	

	7
	
	
	
	[Yes/No]
	

	8
	
	
	
	[Yes/No]
	

	9
	
	
	
	[Yes/No]
	

	10
	
	
	
	[Yes/No]
	



	Top 3 AI Opportunities

Opportunity 1: _________________________________________________________________
Impact: [High/Medium/Low]  Effort to Implement: [High/Medium/Low]  Priority: [1/2/3]

Opportunity 2: _________________________________________________________________
Impact: [High/Medium/Low]  Effort to Implement: [High/Medium/Low]  Priority: [1/2/3]

Opportunity 3: _________________________________________________________________
Impact: [High/Medium/Low]  Effort to Implement: [High/Medium/Low]  Priority: [1/2/3]
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