
Process Documentation: Benefits, Best practices, and How-To 

 

  In 2022, it seems that "decision fatigue" is becoming more and more accurate for 

employees. According to Psychology Today, the average person makes about 35,000 choices per 

day. It's no wonder that so many of us feel exhausted by the end of the day. 

  

Organizations are feeling the strain of this as well. With more and more choices to be 

made, it's difficult for companies to keep up with the demand and sadly this is where process 

documentation comes in. 

  

Process documentation is a written record of the steps required to complete a task or 

process. It serves as a guide for employees, helping them to understand what needs to be done 

and how to do it. Once a person understands the best practices, benefits, and how-to of process 

documentation, they can see how this type of documentation can help improve workplace 

efficiency and productivity. 

 

Benefits of Process Documentation. 

 

They say that time is money, and this is especially true in the 

business world. Listed below are some of the benefits that come 

with taking the time to document processes: 

 

 

 

  

1. Increased Efficiency 

 

When a process is well-documented, it is easier for employees to follow and understand. 

This can help increase efficiency as employees can complete tasks more quickly and with fewer 

mistakes. 

  

2. Improved Quality 

 

Process documentation can also help to improve the quality of work. By providing clear 

instructions, employees are less likely to make mistakes that can cause errors or rework. 

  

3. Reduced Mistakes 

 

Mistakes can be costly for businesses in terms of both time and money. By documenting 

processes, companies can help to reduce the number of errors made, saving money and 

increasing efficiency. 

  

4. Retain Knowledge 

 

https://www.psychologytoday.com/us/blog/stretching-theory/201809/how-many-decisions-do-we-make-each-day


When an employee leaves a company, they take their knowledge with them. By 

documenting processes, businesses can help to ensure that this knowledge is not lost and can be 

passed on to new employees. 

  

These are a few key benefits of process documentation. When done correctly, process 

documentation can help to improve one's workplace's efficiency and quality of work. 

 

Best practices for documenting processes. 

 

 

Now that we've gone over some of the benefits of process 

documentation, let's take a look at some best practices for documenting 

processes: 

  

 

 

 

1. Keep It Simple 

 

When documenting a process, it is essential to keep the language simple and easy to 

understand. This will help ensure that employees can easily follow the instructions and complete 

the task. 

  

2. Choose A Specific, Well-Defined Process 

 

It is also essential to choose a specific, well-defined process to document. Trying to 

establish too many methods at once can be overwhelming and lead to confusion. 

  

3. Keep An Eye Out For Improvement 

 

As you document a process, keep an eye out for any opportunities for improvement. This 

could involve streamlining steps to make the process more efficient or making changes to 

improve the quality of the output. 

  

4. Back-Up The Documentation 

 

Once a process has been documented, it is essential to back up the documentation. This 

could involve storing it in a secure location or creating multiple copies to ensure it is always 

available when needed. 

 

 

 

How to write a process document. 

 

Now that we've gone over some of the best practices for process 

documentation let's take a look at how to write a process document. 



When writing a process document, it is essential to: 

 

1. Define The Process 

 

The first step is to define the process. This involves identifying the steps involved in the 

process and the order in which they need to be completed. 

  

2. Write Clear And Concise Instructions 

 

Once the process has been defined, it is time to write clear and concise instructions for 

each step. It is essential to use language that can be understood by all employees. 

  

3. Include Any Helpful Diagrams Or Images 

 

In some cases, it can be helpful to include diagrams or images along with written 

instructions. This can be especially helpful if the process is complex or involves multiple steps. 

  

4. Test The Process 

 

Once the process has been documented, it is essential to test it to ensure it works as 

intended. This could involve employees trying it out or carrying out the process yourself. 

  

By following these steps, you can create a clear and concise process document that will 

help to improve your workplace's efficiency. 

 

Process documentation is a valuable tool that can help to improve workplace efficiency 

and quality. By following the best practices for process documentation, you can create clear and 

concise documents that will help your employees to complete tasks more effectively. 

  

 


