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Documentation Flow Review Confirmlist

	Document Title:
	Review Date:

	Document  Reviewer(s):
	Document Author:

	Section
	Item
	Y
	N
	Comments/Changes

	Document Style
	Confirm MS Visio’s Cross Functional (swim lane) Horizontal template was used.
	☐	☐	

	
	Confirm that only those Visio symbols and shapes from the SCO Business Process Flowcharting Standards Legend were used.
	☐	☐	

	
	Confirm that each flow has a Start/End shape to clearly identify the beginning and end of each process and any subprocess(es).
	☐	☐	

	
	Confirm that SCO Business Process Flowcharting Standards Legend is the first page for the flow document.
	☐	☐	

	
	Confirm that the Title Band has the Major Process, Process and Sub Process titles listed in the appropriate order and that they are left-aligned.
	☐	☐	

	
	Confirm that the Version Date is updated when changes are made and are right-justified in the Phase Band. 
	☐	☐	

	
	When changes are made to the process flow Version Date, confirm that that the corresponding PDF file is also updated to reflect the new date.
	☐	☐	

	Document Format
	Confirm Function Bands have (in addition to applicable system role names) organizational role titles that are either: Department Name, Functional Role or Individual Role.
	☐	☐	

	
	Confirm if process steps depicted in the flow diagram shapes are shown sequentially, numbered and mapped to the Business Process Documentation. 
	☐	☐	

	
	Confirm that numbers inside the shape shall be left-justified followed by a period and a single space. (Example: 1. Assign Acquisition Type).
	☐	☐	






	
Documentation Flow Review Confirmlist

	Document Title:
	Review Date:

	Document Reviewer(s):
	Document Author:

	Section
	Item
	Y
	N
	Comments/Changes

	Header
	Confirm that Header has the SCO logo appears in the upper-left corner and the document title appears on the upper-right corner.
	☐	☐	

	Footer
	Confirm page number appears right-justified and the format of current page and total number of pages (Example: 1 of 4).
	☐	☐	

	



Presentation
	Confirm each section of the document reflects correct page numbers, headings and are aligned correctly.
	☐	☐	

	
	An electronic spell check has been completed and document checked against grammatical errors.
	☐	☐	

	
	Confirm to see the flow of the steps are clear and complete.
	☐	☐	

	
	Confirm to see if process flow diagram covers the whole page (no white space at the bottom of the swim lane diagram), and are within the standard margins of the page.
	☐	☐	

	
	Confirm correct font sizes and colors to match the documentation flow standards.
	☐	☐	

	
	Confirm there is a an off page connector (from Legend), linking the current page to the previous page and vice versa. This connector establishes the connection between the pages.
	☐	☐	

	
	Confirm that the flow document title matches the process title listed on the Dashboard/Tracker.
	☐	☐	

	Saving
	Confirm that the flow document is saved to the appropriate folder/subfolder on the SCO SharePoint site.
	☐	☐	

	
	Confirm that the file name is consistent with the accepted file naming convention currently in use.
	☐	☐	









Page 3 of 3

image1.jpeg
R





image2.png




image3.png




