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The format and content of the Process Improvement Project Plan will vary across organizations and projects. There is no correct or incorrect way of preparing this plan. The following outline is offered simply as guidance in developing such a plan, and should be adapted as appropriate depending on the specific needs and requirements of your own individual projects.

1.0 Name of the Process to Be Improved

When naming the process, use the action verb/noun format that focuses on the result of the process, for example, “pay invoice” or “develop new product.” 

2.0 Process Improvement Objective
The objective should answer the question, “What improvement do we want to accomplish in this process improvement project?” Internal and external customers are good sources of information and guidance for developing the process improvement objective. In addition, identifying problems associated with the process can help define the process improvement objective.

3.0 Process Description
Describe the selected process by summarizing the major steps within the overall business process, as well as the roles and job functions currently involved with the process.

4.0 Relationship of the Process to the Business Strategy 
Provide the rationale for selecting the process. (It is mandatory that the process be related to the business strategy. In this part of the Process Improvement Project Plan, the tree diagram and selection matrix tools offer the necessary rationale to show how the process relates to the business strategy.)

5.0 Assumptions and Constraints

5.1 Document all assumptions.
5.2 Document all constraints.
6.0 Stakeholders and Their Expectations

6.1 Be sure to focus not only on customers but also on employees, suppliers, regulators, government officials, as well as people who influence public opinion.

6.2 Expectations can be assessed by using the “Process Selection Matrix Based on Stakeholder Expectations.”

7.0 Work Breakdown Structure (WBS)

The WBS should be detailed in the project improvement plan either directly in the plan or as an attachment.  The WBS should include a breakdown of the following steps (at a minimum).  Each of the steps will need to be broken down to their individual tasks in the WBS.
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