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Continuous Improvement Tool Index

Title of Tool:

Linear Process Map

Tool Description:

A Linear Process Map is a flowchart that visually represents a sequence of
steps or actions in a process, laid out in a straight line from start to finish. This
type of map is used to clearly depict a process flow where each step is
dependent on the previous one, making it ideal for simple, sequential
workflows.

Key Features:

o Step-by-Step Flow: The map displays each process step in the order
they occur, typically from left to right or top to bottom.

« Clear Sequence: Each step is connected by arrows, showing how one
action leads to the next.

« Simple Design: Linear maps are easy to understand and follow, making
them ideal for straightforward processes without complex decision
points or branches.

Tool Utilization:

o Define the Process: Clearly identify the process or workflow you want to
map. It should be a sequence of steps that occur in a specific order
without branching or multiple decision points.

o Listthe Steps: Write down all the steps involved in the process, from
start to finish. Be sure to include every task, action, or decision that is
part of the process.

« Orderthe Steps Sequentially: Arrange the steps in the exact orderin
which they occur, as this is critical for a linear flow. Each step should
follow directly from the one before it, without any branches or loops.
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« Draw the Flow Map: Start creating the map by placing the first step at
the beginning (left or top). Then, use arrows to connect each
subsequent step in the proper sequence. Keep the design simple and
clear, with each step represented by a shape (e.g., rectangle for actions,
diamonds for decisions).

« Review and Analyze: Once the map is complete, review the entire flow
to ensure accuracy and that no steps are missing. Look for areas that
may be inefficient or unnecessary and could be improved or
streamlined.

Example of completed tool:

Changing a Mouse Cage

Remove Cage w/

Live Mice from Rack

& place in BSC

Remove Dirty Lid Remove Dirty
& Place Upside Water Bottle &
Down in BSC Place in Basket

Transfer Food if °

in Good Condition
% Top w/ Fresh
Food

Return Cage of Mice 9
Location on the IVC
Rack & Dirty Cage to

Appropraite Location




