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[bookmark: _Ref214338390][bookmark: _Toc439766485]Introduction 
[bookmark: _Toc439766486]Purpose
This guideline provides information and advice to Queensland Government agencies on the recommended practices for documenting business processes using the Business Process Model and Notation (BPMN[footnoteRef:2]) Specification Version 2.0 released January 2011. This guideline is for information only and agencies are not required to comply. However, alignment with the guideline will simplify the sharing and reuse of BPMN diagrams and documentation between agencies. [2:  Please note that since BPMN 2.0 the abbreviation BPMN refers to ‘Business Process Model and Notation’ and not “Business Process Modelling Notation”.] 

[bookmark: _Toc353195552][bookmark: _Toc438631982][bookmark: _Toc439766487]What is BPMN?
BPMN is a graphical notation for drawing business processes. It is an industry standard first developed in 2002 as the Business Process Modelling Notation and now managed as the Business Process Model and Notation 2.0 [2] by the international, open membership, not-for-profit, technology standards consortium, the Object Management Group (OMG). BPMN is a flowcharting technique very similar to activity diagrams from the Unified Modelling Language (UML). 
The objective of BPMN is to 
assist communication about business processes
support business process management
provide a mapping between the notation and computing execution languages such as the Business Process Execution Language (BPEL) [1].
[bookmark: _Toc353195518][bookmark: _Toc353195553][bookmark: _Toc359797713][bookmark: _Toc438631983][bookmark: _Toc439766488]Audience
This document is primarily intended for:
business process analysts
business analysts
business architects.
It is assumed that the reader has: 
some knowledge of business process modelling
a basic understanding of the BPMN Specification v1.2.
It should be noted that this is not a BPMN training document. 
[bookmark: _Toc353195519][bookmark: _Toc353195554][bookmark: _Toc359797714][bookmark: _Toc438631984][bookmark: _Toc439766489]Scope
[bookmark: _Toc353195555]In scope
This guideline is available to all Queensland Government departments and agencies. 
This guideline relates to the business layer of the Queensland Government Enterprise Architecture (QGEA). 
The focus of the guideline is on the recommended practices for Queensland Government use of BPMN 2.0 such as the recommended elements, naming conventions, diagram layout and process descriptions.
[bookmark: _Toc353195556]

Out of scope
Defining organisational models and resources such as:
strategy models
functional models
data and information models
business rules models
value chain. 
Operational simulation, monitoring and deployment of business processes.
[bookmark: _Toc353195520][bookmark: _Toc353195557][bookmark: _Toc359797715][bookmark: _Toc438631985][bookmark: _Toc439766490]Benefits
A variety of modelling notations is available to document business processes. The use of different process models incurs a high overhead across government in maintaining the various knowledge and skills. It can also be problematic to share models between systems which use different notations.
The benefits of establishing a common, standard and royalty-free notation for business process modelling across Queensland Government include: 
Improved communication and understanding amongst all users, from the business analysts that create the initial drafts of the processes, to the technical staff responsible for implementing the technology that will support the processes, through to the business people who will own, undertake and monitor the processes [2]
Decreased training costs due to rationalisation of skillsets based on an industry standard
Increased potential for comparing, sharing and reusing models amongst different business units and agencies. This will simplify analysis and enable an architectural approach to be applied to identify synergies across business areas and agencies. 
[bookmark: _Toc357429197][bookmark: _Toc357433158][bookmark: _Toc357433330][bookmark: _Toc357434925][bookmark: _Toc357435458][bookmark: _Toc357429198][bookmark: _Toc357433159][bookmark: _Toc357433331][bookmark: _Toc357434926][bookmark: _Toc357435459][bookmark: _Toc353195522][bookmark: _Toc353195559][bookmark: _Toc359797716][bookmark: _Toc438631986][bookmark: _Toc439766491]Background
[bookmark: _Toc352075350][bookmark: _Toc353195523][bookmark: _Toc353195560][bookmark: _Toc359797717][bookmark: _Toc438631987][bookmark: _Toc439766492]Uses of BPMN models
Business processes are underlying mechanisms that support the delivery of every organisation's day-to-day services. A business process encompasses participants, tasks and supporting systems that work together to produce an end result that is of value to the organisation. Organisations are becoming increasingly aware of the importance of adopting a process-centric view of their business activities to better coordinate implementation activities. 
Business process modelling is a technique that promotes the visual representation of an organisation's business processes. The use of BPMN process models allows an organisation to obtain a view of its business activities so that it can then:
identify interactions and inter-dependencies between various components of a process
analyse a process for improvements
allocate ownership of a process
identify risk in a process
apply metrics to a process to measure the impact of any process change
report the metrics and key performance indicators for use in business performance management
determine the alignment of a process with business strategy and objectives
identify the information, applications and technologies associated with a process
simulate changes to a process and determine the outcome.
[bookmark: _Toc352075351][bookmark: _Toc353195524][bookmark: _Toc353195561][bookmark: _Toc359797718][bookmark: _Toc438631988][bookmark: _Toc439766493]Business and operational views of processes 
Process models are developed to provide a certain level of detail or granularity about processes. It is important to ensure that the granularity level of any model is appropriate for the audience and the use of the model. 
This document refers to two views of processes which are modelled using BPMN:
Business view – this is the view of the straightforward process that deals with the standard scenario. Exceptions are generally not modelled. The level of detail is appropriate for communicating with business staff. The variety of symbols used is minimal to assist with communication.
Operational view – this view may include more details of the process such as computer systems or exceptions. It is suitable for conveying work instructions or for testing software requirements. A greater variety of symbols is used in order to provide the detail required.
Agencies may determine a series of levels or views for their business processes – in effect a hierarchy. This is outside the scope of this guideline. However, a common government hierarchy may be considered in the future.

Operational view
· For operational staff
· Detailed process
· Exceptions included
· Variety of symbols


	 More detail
Business view
· For business staff
· Standard process
· No exceptions
· Minimal symbols


[bookmark: _Toc359797719][bookmark: _Toc438631989][bookmark: _Toc439766494]Terminology
	Activity
	Work that an organisation performs using processes. An activity can be atomic (such as a task) or non-atomic (Process or Sub-Process).

	Process
	A defined sequence of activities in an organisation that represent the steps required to carry out work and achieve a business objective. It includes the flow and use of information and resources. In BPMN, a Process is depicted as a graph of Flow Elements, which are a set of Activities, Events, Gateways, and Sequence Flows.

	Sub-Process
	A Process that is included within another Process. The Sub-Process can be in a collapsed view that hides its details. 

	Task
	An atomic activity that is included within a Process. A Task is used when the work in the Process is not broken down to a finer level of Process Model detail. Generally, an end-user, an application, or both will perform the Task. 



For further definitions, please refer to the glossary on page 499 of the OMG specification [2] at http://www.omg.org/spec/BPMN/2.0/PDF. 
[bookmark: _Toc355938874][bookmark: _Toc355939139][bookmark: _Toc355939240][bookmark: _Toc355939417][bookmark: _Toc355963916][bookmark: _Toc356216906][bookmark: _Toc356216969][bookmark: _Toc356221144][bookmark: _Toc356221207][bookmark: _Toc356221271][bookmark: _Toc356221335][bookmark: _Toc356225523][bookmark: _Toc355938875][bookmark: _Toc355939140][bookmark: _Toc355939241][bookmark: _Toc355939418][bookmark: _Toc355963917][bookmark: _Toc356216907][bookmark: _Toc356216970][bookmark: _Toc356221145][bookmark: _Toc356221208][bookmark: _Toc356221272][bookmark: _Toc356221336][bookmark: _Toc356225524][bookmark: _Toc355938876][bookmark: _Toc355939141][bookmark: _Toc355939242][bookmark: _Toc355939419][bookmark: _Toc355963918][bookmark: _Toc356216908][bookmark: _Toc356216971][bookmark: _Toc356221146][bookmark: _Toc356221209][bookmark: _Toc356221273][bookmark: _Toc356221337][bookmark: _Toc356225525][bookmark: _Toc355938877][bookmark: _Toc355939142][bookmark: _Toc355939243][bookmark: _Toc355939420][bookmark: _Toc355963919][bookmark: _Toc356216909][bookmark: _Toc356216972][bookmark: _Toc356221147][bookmark: _Toc356221210][bookmark: _Toc356221274][bookmark: _Toc356221338][bookmark: _Toc356225526][bookmark: _Toc355938878][bookmark: _Toc355939143][bookmark: _Toc355939244][bookmark: _Toc355939421][bookmark: _Toc355963920][bookmark: _Toc356216910][bookmark: _Toc356216973][bookmark: _Toc356221148][bookmark: _Toc356221211][bookmark: _Toc356221275][bookmark: _Toc356221339][bookmark: _Toc356225527][bookmark: _Toc355938879][bookmark: _Toc355939144][bookmark: _Toc355939245][bookmark: _Toc355939422][bookmark: _Toc355963921][bookmark: _Toc356216911][bookmark: _Toc356216974][bookmark: _Toc356221149][bookmark: _Toc356221212][bookmark: _Toc356221276][bookmark: _Toc356221340][bookmark: _Toc356225528][bookmark: _Toc355938880][bookmark: _Toc355939145][bookmark: _Toc355939246][bookmark: _Toc355939423][bookmark: _Toc355963922][bookmark: _Toc356216912][bookmark: _Toc356216975][bookmark: _Toc356221150][bookmark: _Toc356221213][bookmark: _Toc356221277][bookmark: _Toc356221341][bookmark: _Toc356225529][bookmark: _Toc355938881][bookmark: _Toc355939146][bookmark: _Toc355939247][bookmark: _Toc355939424][bookmark: _Toc355963923][bookmark: _Toc356216913][bookmark: _Toc356216976][bookmark: _Toc356221151][bookmark: _Toc356221214][bookmark: _Toc356221278][bookmark: _Toc356221342][bookmark: _Toc356225530][bookmark: _Toc355938882][bookmark: _Toc355939147][bookmark: _Toc355939248][bookmark: _Toc355939425][bookmark: _Toc355963924][bookmark: _Toc356216914][bookmark: _Toc356216977][bookmark: _Toc356221152][bookmark: _Toc356221215][bookmark: _Toc356221279][bookmark: _Toc356221343][bookmark: _Toc356225531][bookmark: _Toc355938888][bookmark: _Toc355939153][bookmark: _Toc355939254][bookmark: _Toc355939431][bookmark: _Toc355963930][bookmark: _Toc356216920][bookmark: _Toc356216983][bookmark: _Toc356221158][bookmark: _Toc356221221][bookmark: _Toc356221285][bookmark: _Toc356221349][bookmark: _Toc356225537][bookmark: _Toc355938893][bookmark: _Toc355939158][bookmark: _Toc355939259][bookmark: _Toc355939436][bookmark: _Toc355963935][bookmark: _Toc356216925][bookmark: _Toc356216988][bookmark: _Toc356221163][bookmark: _Toc356221226][bookmark: _Toc356221290][bookmark: _Toc356221354][bookmark: _Toc356225542][bookmark: _Toc355938898][bookmark: _Toc355939163][bookmark: _Toc355939264][bookmark: _Toc355939441][bookmark: _Toc355963940][bookmark: _Toc356216930][bookmark: _Toc356216993][bookmark: _Toc356221168][bookmark: _Toc356221231][bookmark: _Toc356221295][bookmark: _Toc356221359][bookmark: _Toc356225547][bookmark: _Toc353195525][bookmark: _Toc353195562][bookmark: _Toc359797720][bookmark: _Toc352075353]

[bookmark: _Toc438631990][bookmark: _Toc439766495]BPMN recommendations
This guideline supports the use of:
collaboration models
data object references
loop sub-processes
some specialist event types such as:
link, message, and timer events for the business view of a process and 
conditional, error, signal, and terminate events for the operational view of a process
minimal colour – in order to support colour perception issues and black and white printing, symbols should use a means other than colour to differentiate themselves.
This guideline does not recommend the use of the elements listed below. Please note that the elements listed below are part of the BPMN 2.0 specification [2] but simply have not been recommended in this guideline in order to improve readability of BPMN diagrams and to simplify learning and communicating the commonly-used BPMN element set. Refer to the OMG specification for more information on these elements.
conversations
choreographies
some specialist event types such as escalation, cancel, compensation, multiple and parallel multiple events
non-interrupting start and intermediate events 
event sub-processes, transaction sub-processes, ad-hoc sub-processes, multi-instance sub-processes and call activities
multi-instance loop sub-processes
compensation and hence compensation events, compensation event sub-processes, and compensation activities
event-based, parallel event-based or complex gateways
multi-instance pools
message symbols on message flows as this requires each message to be classified as either the first (initiating) message or a return (non-initiating) message, and the symbol to be coloured (clear for initiating, light fill for non-initiating) making the model very busy
numbering of processes, sub-processes, activities and tasks.
[bookmark: _Toc357429204][bookmark: _Toc357433165][bookmark: _Toc357433337][bookmark: _Toc357434932][bookmark: _Toc357435465][bookmark: _Toc357429205][bookmark: _Toc357433166][bookmark: _Toc357433338][bookmark: _Toc357434933][bookmark: _Toc357435466][bookmark: _Toc357429206][bookmark: _Toc357433167][bookmark: _Toc357433339][bookmark: _Toc357434934][bookmark: _Toc357435467][bookmark: _Toc359797721][bookmark: _Toc438631991][bookmark: _Toc353195526][bookmark: _Toc353195563][bookmark: _Toc439766496]BPMN elements
The following table provides the recommended subset of elements to use. It is based on the tables in the specification [2] pages 29-41. All page references are to the specification unless otherwise noted. The recommended subset covers the following elements:


Flow Objects
Event
Activity
Gateway	
Data
Data Object
Data Object Reference
Data Store	

Connecting Objects
Sequence Flow
Message Flow
Data Association
Swimlanes
Pool
Lane	

Artefacts
Group
Text Annotation

	Category / element
	Description
	Notation

	1. Flow objects
	Define the behaviour of a business process

	[bookmark: _Toc359797722]Event
	An Event is something that ‘happens’ during the course of a Process (see page 233[footnoteRef:3]). Thus Events affect the flow of the process. There are three types of Events, based on when they affect the flow: Start, Intermediate, and End. Examples of events include the start of an Activity, the end of an Activity, the change of state of a document, or the arrival of a Message. The Start Event and some Intermediate Events have ‘triggers’ that define the cause for the Event. End Events may define a ‘result’ that is a consequence of a Sequence Flow path ending. Start Events can only react to (‘catch’) a trigger. End Events can only create (‘throw’) a result. Intermediate Events can catch or throw triggers. Events are shown as circles with open centres to allow internal markers to differentiate different triggers or results. For the triggers that catch, the event markers are unfilled, and for triggers and results that throw, the markers are filled. See Table of Event Symbols in Appendix A on page 24 of this guideline. [3:  All page references are to the specification [2] unless otherwise noted. ] 


	a) Start event 
	The Start Event indicates where a particular Process will start (see [2] page 238). It does not have any incoming Sequence Flows. It must have at least one outgoing Sequence Flow. A Start Event may have zero or more incoming Message Flows; each one is a trigger for the Process. Only one of the triggers is required to start the Process. A Start Event cannot have outgoing Message Flows. Use of a Start Event is recommended. Use of multiple Start Events is not recommended as it impedes understanding. A Start Event is a circle drawn with a single thin line. It has an open centre so that markers can be placed within the circle to indicate variations of the Event.

	None
	The None Start Event does not have a defined trigger. It is displayed without a marker.
	[image: ]

	Conditional 
	This type of event is triggered when a condition such as ‘Project expenditure to date exceeds tolerance’, or ‘Temperature above 300C’ becomes true. The Condition Expression for the Event must become false and then true before the Event can be triggered again. The Condition Expression of a Conditional Start Event must not refer to the data context or instance attribute of the Process (as the Process instance has not yet been created). Instead, it may refer to static Process attributes and states of entities in the environment. It is displayed with a lined paper marker.
	[image: ]

	Message
	The Message Start Event indicates that a Message arrives from a Participant and triggers the start of the Process. It is displayed with an envelope marker.
	[image: ]

	Signal
	Signals are triggers generated in the Pool in which they are published. They are typically used for broadcast communication within and across Processes, across Pools, and between Process diagrams. A Signal that has been broadcast from another Process arrives and triggers the start of the Process. Note that the Signal is not a Message, which has a specific target for the Message. Multiple Processes can have Start Events that are triggered from the same broadcasted Signal. The Signal Event is displayed with a triangle marker.
	[image: ]

	Timer
	A specific time-date or a specific cycle (e.g. every Monday at 9am) can be set that will trigger the start of the Process. It is displayed with a clock marker.
	[image: ]

	b) End Event
	The End Event indicates where a path of the Process will end (see [2] page 246). It must have at least one incoming Sequence Flow but does not have any outgoing Sequence Flows. An End Event must not have any incoming Message Flows. It can have zero or more outgoing Message Flows; each one will have a Message sent when the Event is triggered. There may be multiple End Events within a single level of a Process. Use of an End Event is recommended. An End Event is a circle drawn with a single thick line. It has an open centre so that markers can be placed within the circle to indicate variations of the Event.

	None
	The None End Event does not have a defined result. It is displayed without a marker.
	[image: ]

	Error
	The Error End Event indicates that a named Error should be generated. All currently active threads in the particular Sub-Process are terminated as a result. The Error will be caught by a Catch Error Intermediate Event. The behaviour of the Process is unspecified if no Activity in the hierarchy has such an Error Intermediate Event. The system executing the process can define additional Error handling in this case, a common one being termination of the Process instance. The Error Event uses a filled lightning marker.
	[image: ]

	Message
	The Message End Event indicates that a Message is sent to a Participant at the conclusion of the Process. It uses a filled envelope marker.
	[image: ]

	Signal
	This type of End Event indicates that a Signal will be broadcast when the End has been reached. Note that the Signal, which is broadcast to any Process that can receive the Signal, can be sent across Process levels or Pools, but is not a Message that has a specific source and target. It uses a filled triangle marker.
	[image: ]

	Terminate
	This type of End Event indicates that all Activities in the Process should be immediately ended. It uses a filled circle marker.
	[image: ]

	c) Intermediate Event
	Intermediate Events occur between a Start Event and an End Event (see [2] page 249). They will affect the flow of the Process but will not start or (directly) terminate the Process.

	None
	The None Intermediate Event is only valid in normal flow, i.e. it may not be used on the boundary of an Activity. Although there is no specific trigger for this Event, it is defined as a throw Event. It is used for modelling methodologies that use Events to indicate some change of state in the Process. 
	[image: ]

	Conditional
(catching)
	This type of Event is triggered when a condition becomes true. A condition is a type of Expression, which can be in natural language text or a formal expression language. It is displayed with a lined paper marker
	[image: ]

	Error
(catching)
	A catch Intermediate Error Event can only be attached to the boundary of an Activity, i.e. it may not be used in normal flow. If used in this context, it reacts to (or catches) a named Error, or to any Error if a name is not specified. It uses an unfilled lightning marker.
	[image: ]

	Link
(catching)
(throwing)
	A Link is a mechanism for connecting two sections of a Process. It can be used to create looping situations or to avoid long Sequence Flow lines. It is particularly useful for splitting a process into several screens or pages for viewing. See section 5.9.1 Fragmentation on page 22 of this guideline. Link Event uses are limited to a single Process level (i.e. they cannot link a parent Process with a Sub-Process). They can also be used as generic ‘Go To’ objects within the Process level. There can be multiple source Link Events, but there can only be one target Link Event. Link Events use a block arrow marker. When used to ‘catch’ from a source Link, the block arrow is unfilled. When used to ‘throw’ to a target Link, the block arrow is filled. Link Intermediate Events are only valid in normal flow, i.e. they may not be used on the boundary of an Activity.
	
[image: ]


[image: ]

	Message
(catching)
(throwing)
	A Message (catching) Intermediate Event is used to receive a Message. This causes the Process to continue if it was waiting for the Message. The envelope marker is unfilled. A Message (throwing) Intermediate Event is used to send a Message. The envelope marker is filled.
	[image: ]

[image: ]

	Signal
(catching)
(throwing)
	A Signal is a trigger generated in the Pool in which it is published and is used for general broadcast communication within and across Process levels, across Pools, and between Business Process Diagrams. It is similar to a signal flare that has been shot into the sky for anyone who might be interested to notice and then react. Thus, there is a source of the Signal, but no specific intended target. This type of Intermediate Event can send (throw) or receive (catch) a Signal if the Event is part of a normal flow. When attached to the boundary of an Activity, the Event can only receive a Signal. The Signal Event differs from an Error Event in that the Signal defines a more general, non-error condition for interrupting Activities (such as the successful completion of another Activity) as well as having a larger scope than Error Events. When used to ‘catch’ the Signal, the triangle marker is unfilled. When used to ‘throw’ the Signal, the triangle marker is filled.
	[image: ]


[image: ]

	Timer
(catching)
	Timer triggers are implicitly thrown. When they are activated they wait for a time based condition to trigger the catch Event. In normal flow the Timer Intermediate Event acts as a delay mechanism based on a specific time-date or a specific cycle (e.g., every Monday at 9am) which can be set and trigger the Event. This Event is displayed with a clock marker.
	[image: ]

	[bookmark: _Toc359797723]Activity
	An Activity is a generic term for work that an organisation performs in a Process (see [2] page 151). An Activity can be an atomic Task or a non-atomic (compound) Sub-Process. An Activity can have multiple incoming and multiple outgoing Sequence Flows. An Activity can have zero or more incoming and zero or more outgoing Message Flows. 

	a) Task
	A Task is an atomic Activity in a Process (see [2] page 156). A Task is used when the work in the Process cannot be broken down to a finer level of detail. Generally, an end-user or an application is used to perform the Task when it is executed. Tasks are drawn as a rounded rectangle with the task name in the centre. 

Tasks can loop. Loops are marked with a small line with an arrowhead that curls back upon itself in the lower-centre of the rounded rectangle.

In an operational view of a process, the Type of the Task (see [2] page 158) may be indicated through the use of graphical markers in the upper left corner of the task shape. If there is no marker the Task is called an Abstract Task (this was referred to as the ‘None Task’ in BPMN 1.2). It is also possible to combine an intermediate event symbol with a task (see [2] page 47) or a sub-process (see [2] page 179) as a type of shorthand.

	
[image: ]
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	b) Collapsed Sub-Process
	A Sub-Process is a compound Activity that is included within a Process (see page 173). It is compound in that it can be broken down into a finer level of detail (a Process) through a set of sub-Activities. In a Collapsed Sub-Process, the details of the Sub-Process are not visible in the diagram. This guideline recommends that Sub-Processes are presented in their collapsed form in the original Process diagram, unless they are very simple (such as a two or three task sub-process). The expanded view of the Sub-Process can be provided separately. Sub-Processes can be used to indicate a group of Activities in a less-cluttered, more compact way. A ‘plus’ sign in a square in the lower-centre of the rounded rectangle indicates that the Activity is a Sub-Process (not a Task) and has a lower level of detail. For examples of expanded Sub-Processes, please see section 5.2.1 Examples of Expanded Sub-Processes in this document on page 18.
	[image: ]

	[bookmark: _Toc359797724]Gateway
	A Gateway is used to control the divergence and convergence of Sequence Flows in a Process (see [2] page 287). The term ‘Gateway’ implies that there is a gating mechanism that either allows or disallows passage through the Gateway. Thus, it will determine branching, forking, merging, and joining of paths. It is recommended that a single Gateway has either multiple input or multiple output flows but not both. Thus, it would take two sequential Gateways to first converge and then to diverge the Sequence Flows. It is recommended that sequence flows connect to the corners of the diamond where possible. Gateways do not represent ‘work’ being done and they are considered to have zero effect on the operational measures of the Process being executed (cost, time, etc.). A Gateway is a diamond that may have internal markers to indicate the type of behaviour control.

	a) Exclusive
	Exclusive gateways perform ‘either/or’ decisions (diverging) and merging (see page 290). A diverging Exclusive Gateway (Decision) is used to create alternative paths within a Process flow. This is basically the ‘diversion point in the road’ for a Process. Only one of the paths is taken. A Decision can be thought of as a question that is asked at a particular point in the Process. The question has a defined set of alternative answers. Each answer is associated with a condition Expression that is associated with the Gateway’s outgoing Sequence Flows. A default path can optionally be identified, to be taken in the event that none of the conditional Expressions evaluate to true. However, this guideline does not recommend the use of explicit default sequence flows. If a default path is not specified and the Process is executed such that none of the conditional Expressions evaluates to true, a runtime exception occurs. An Exclusive Gateway can be shown with or without an ‘X’ marker. However, diagrams must be consistent in their use of the ‘X marker.  This guideline recommends that if exclusive gateways are the only type of gateway used in a collection of models then no ‘X’ marker is used throughout the collection.  
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	b) Inclusive
	Inclusive Gateways perform ‘or’ decisions and merging where more than one path can be taken (see [2] page 292). A diverging Inclusive Gateway (Inclusive Decision) can be used to create alternative but also parallel paths within a
Process flow. Unlike the Exclusive Gateway, all condition Expressions are evaluated. The true evaluation of one
condition Expression does not exclude the evaluation of other condition Expressions. All Sequence Flows with
a true evaluation will be traversed. Since each path is considered to be independent, all combinations of the
paths MAY be taken, from zero to all. However, the gateway should be designed so that at least one path is taken. A default path can optionally be identified, to be taken in the event that none of the conditional Expressions evaluate to true. However, this guideline does not recommend the use of explicit default sequence flows. If a default path is not specified and the Process is executed such that none of the conditional Expressions evaluates to true, a runtime exception occurs. A converging Inclusive Gateway is used to merge a combination of alternative and parallel paths. The Inclusive Gateway MUST use a marker in the shape of a circle or an ‘O’ placed within the Gateway diamond to distinguish it from other Gateways.
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	c) Parallel
	A Parallel Gateway is used to model ‘and’ forking and joining, i.e. to create parallel flows and to synchronize (combine) parallel flows (see [2] page 293). A Parallel Gateway creates parallel paths without checking any conditions; each path is taken. For incoming flows, the Parallel Gateway will wait for all incoming flows before triggering the flow through its outgoing Sequence Flow. The Parallel Gateway MUST use a marker in the shape of a plus sign placed within the Gateway diamond to distinguish it from other Gateways.
	 [image: ]

	2. [bookmark: _Toc359797725]Data
	Models the physical or information items that are created, manipulated, and used during the execution of a process

	a) Data Object

	Data Objects provide the information requirements or information products of an Activity (see [2] page 205). Data Objects model data within the Process flow and must be contained within a Process or Sub-Process element. A Data Object can represent a single instance of a data structure or, with the addition of a set of three vertical lines in the lower-centre of the document shape, it can represent a Collection of data structures. A Data Object can be represented in a Process multiple times, each time referencing the same Data Object instance. 
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	b) Data Input
	Data Input and Data Output provide information about the data required and data produced by Processes (see [2] page 211). They are represented by an arrow in the top left corner of the data shape – unfilled arrow for Data Input, filled arrow for Data Output. There may be multiple Data Inputs and Data Outputs related to a Task or in a Process.
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	c) Data Output
	
	

	d) Data Object Reference
	Data Object References can be used to specify different states of the same data object at different points in a process (see [2] page 205). They are represented as <Data Object Name> [ <Data Object Reference State> ] 
For example: ICT Strategic Plan [Draft], ICT Strategic Plan [Approved] 
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	e) Data Store
	A Data Store provides a mechanism for Activities to retrieve or update stored information that will persist beyond the
scope of the Process (see [2] page 208). The same Data Store can be visualised, through a Data Store Reference, in one or more places in the Process. The Data Store Reference can be used as the source or target for a Data Association. When data flows into or out of a Data Store Reference, it is effectively flowing into or out of the Data Store that is being referenced. This guideline recommends that Data Stores are only used in operational views of business processes.
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	3. [bookmark: _Toc359797726]Connecting Object
	Connects Flow Objects to each other or other information

	a) Sequence Flow
	A Sequence Flow is used to show the order in which Activities will be performed in a Process i.e. the order of the flow (see [2] page 97). Each Sequence Flow has only one source and only one target. The source and target MUST be from the set of the following Flow Elements: Events (Start, Intermediate, and End), Activities (Task and Sub-Process; for Processes), and Gateways. Two kinds of Sequence Flow are recommended for use:
1. Standard – has no additional markings. It is a solid line with a solid arrowhead.
Conditional – A Sequence Flow can optionally define a condition Expression, indicating the path taken if the Expression evaluates to true. If a conditional Sequence Flow is used from a source Activity, then there MUST be at least one other outgoing Sequence Flow from that same Activity. A conditional outgoing Sequence Flow from an Activity MUST be drawn with a mini-diamond marker at the beginning of the line, and a solid arrowhead at the end. In effect, the gateway diamond shape is being replaced by the mini-diamond marker. See Gateways and Conditional Flows on page 26 of this guideline.
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	b) Message Flow
	A Message Flow is used to show the flow of Messages between two Participants that are prepared to send and receive them (see [2] page 43 and 120). The Participants MUST be in two separate Pools. The Message Flow connects either to the Pool boundary or to Flow Objects within the Pool. They MUST not connect two objects within the same Pool. A Message Flow is a dashed line with an open circle line start and an open arrowhead line end. It is recommended to avoid using Messages (envelope shape). If messages are shown then they need to be coloured (clear for initiating message, dark for non-initiating message – see [2] page 411). This can make a diagram very busy, so the Message shape is not recommended.
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	c) Data Association
	Data Associations are used to move data between Data Objects and inputs and outputs of Activities and Processes (see [2] page 221). They have no direct effect on the flow of a Process. A Data Association has sources, a target, and an optional transformation. When a data association is ‘executed,’ data is copied to the target. What is copied depends if there is a transformation defined or not. If there is no transformation defined or referenced, then only one source MUST be defined, and the contents of this source will be copied into the target. If there is a transformation defined or referenced, then this transformation Expression will be evaluated and the result of the evaluation is copied into the target. There can be zero to many sources defined in this case, but there is no requirement that these sources are used inside the Expression. In any case, sources are used to define if the data association can be ‘executed,’ if any of the sources is in the state of ‘unavailable,’ then the data association cannot be executed, and the Activity or Event where the data association is defined MUST wait until this condition is met. Data Associations are always contained within another element that defines when these data associations are going to be executed. Activities define two sets of data associations, while Events define only one. For Events, there is only one set, but they are used differently for catch or throw Events. For a catch Event, data associations are used to push data from the Message received into Data Objects and properties. For a throw Event, data associations are used to fill the Message that is being thrown. An alternative to using a Data Association is a visual shortcut which directly associates a Data Object with a Sequence Flow connector by using an Association. A Data Association is a dashed line with an arrowhead which indicates the direction of the data flow.
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	[bookmark: _Toc359797727]4. Swimlane
	Groups elements

	a) Pool
	A Pool is the graphical representation of a Participant in a Collaboration (see [2] page 112). It also acts as a ‘swimlane’ and a graphical container for partitioning a set of Activities and their Sequence Flows from other Pools, usually in the context of business-to-business situations. The Sequence Flows can cross the boundaries between Lanes of a Pool but cannot cross the boundaries of a Pool. That is, a Process is fully contained within the Pool. The interaction between Pools is shown through Message Flows. Another aspect of Pools is whether or not there is any Activity detailed within the Pool. Thus, a given Pool MAY be shown as a ‘White Box,’ with all details (e.g. a Process) exposed, or as a ‘Black Box,’ with all details hidden (see [2] page 45). No Sequence Flows are associated with a ‘Black Box’ Pool, but Message Flows can attach to its boundaries. A Pool is a square-cornered rectangle with a label name separated from the contents of the Pool by a single line. It is recommended that all pools have a boundary. To help with the clarity of the Diagram, a Pool extends horizontally the entire length of the Diagram. However, there is no specific restriction to the size and/or positioning of a Pool. 
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	b) Lane
	A Lane is a sub-partition within a Process, sometimes within a Pool, and will extend horizontally the entire length of the Process (see [2] page 305). Lanes are used to organise and categorise Activities. Lanes are often used for such things as internal roles (e.g. Manager, Contact Centre Staff), systems (e.g. an application), or internal business units (e.g. Finance). A Lane is a square-cornered rectangle with a solid single line. This guideline does not recommend the use of nested lanes.
	 [image: ]
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	[bookmark: _Toc359797728]5. Artefact
	Provides additional information about the Process

	a) Group
	A Group is a grouping of graphical elements that are within the same Category (see [2] page 68). It provides a visual mechanism to group elements of a diagram informally. This type of grouping does not affect the Sequence Flows within the Group. The Category name appears on the diagram as the group label. Categories can be used for documentation or analysis purposes. Groups are one way in which Categories of objects can be visually displayed on the diagram. As an Artefact, a Group is not an Activity or a Flow Object, and, therefore, cannot connect to Sequence Flows or Message Flows. In addition, Groups are not constrained by restrictions of Pools and Lanes. This means that a Group can stretch across the boundaries of a Pool to surround Diagram elements, often to identify Activities that exist within a distributed business-to-business transaction. Groups are often used to highlight certain sections of a Diagram without adding additional constraints for performance as a Sub-Process would. The highlighted (grouped) section of the Diagram can be separated for reporting and analysis purposes. A Group is a rounded corner rectangle with a dashed line.
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	b) Text Annotation
	Text Annotations (attached with an Association) are a mechanism for a modeller to provide additional text information for the reader of a BPMN Diagram (see [2] page 71). It does not affect the flow of the Process. A Text Annotation is an open rectangle with a solid line ‘bracketing’ the text.
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[bookmark: _Toc353195528][bookmark: _Toc353195565][bookmark: _Toc359797729][bookmark: _Toc438631992][bookmark: _Toc439766497]Queensland Government business process model conventions
[bookmark: _Toc352075356][bookmark: _Toc353195530][bookmark: _Toc353195567][bookmark: _Toc359797730][bookmark: _Toc438631993][bookmark: _Toc439766498]Process descriptions 
Providing a textual description of the business process is essential to ensure understanding and maintenance of process models.
It is strongly recommended that the business process is fully described as per the information and data elements detailed in Business process description in Appendix D on page 28 of this guideline.
[bookmark: _Toc353195531][bookmark: _Toc353195568][bookmark: _Toc359797731][bookmark: _Toc438631994][bookmark: _Toc352075357][bookmark: _Toc439766499]Business processes and sub-processes
When naming business processes and sub-processes:
Specify 'what' is being done – the objective or outcome of the process.
An acronym may be used in a process name, however, it should be fully spelled out the first time it is used and also in the accompanying process description. If there are several acronyms, consider associating a text annotation or including a legend in the model diagram.
Use title case ― each word begins with a capital letter followed by lower case letters for the rest of the word. See The case to be used for element names on page 25 of this guideline.
Avoid the use of the business area or organisational unit in the name of the process. If it seems difficult to name the process, carefully consider the objective of the process. Note that the business area name may be needed in order to differentiate two similar processes in different business areas.
To distinguish between the current, future and archived process models use version numbers for the process models – for example, use version numbers when there is more than one to-be state, to test and accommodate when to-be becomes the current state, for evidence of when the to-be process became the current process, or for performance management comparisons between different versions of the process. The advantage of version numbering over labelling models with ‘as-is’ and ‘to-be’ is that the labels do not need to be updated when the to-be model is implemented and becomes the as-is process. 
Examples: ‘Travel Booking’, ‘Incident Management’ [6] and ‘Smart Service Queensland (SSQ) Policy Development v1.0’.
The following diagrams are examples of expanded sub-processes.
[bookmark: _Ref438631512]Examples of Expanded Sub-Processes
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Figure 1: Expanded sub-process (standard)
[image: ]
[bookmark: _Toc414267438][bookmark: _Toc353195532][bookmark: _Toc353195569][bookmark: _Toc359797732][bookmark: _Toc438631995]Figure 2: Expanded sub-process (parallel)
[bookmark: _Toc439766500]Tasks
When naming tasks:
Specify 'what' is being done – the objective or outcome of the task. Avoid names that indicate who, when, where or how something is done. For example, Review Patient Chart, Order Diagnostic Test. 
For the business view of a process, tasks should reflect the business actions, not an information system or a system activity. System activities are modelled as the operational view of a process. 
Begin with a verb followed by a business object name, which can be qualified with an adjective if necessary. For example, Endorse Project Proposal, Renew Seniors Card, Obtain Payment.  
Do not start with generic verbs such as Process, Handle, Record, Manage, or Maintain, etc. Use words such as Issue, Reissue, Renew, Register or Assess that indicate the objective or outcome of the process. Refer to the following section 5.4 Words to Avoid in the Business View of a Process.
Do not include the words to, and, for, from, etc. in the names. Refer to the following section 5.4 Words to Avoid in the Business View of a Process
Be precise and concise. The name should ideally be three words and never more than five words unless there is a very good need for it. The longer the name the more cluttered the diagram, which reduces readability. 
Use title case ― each word begins with a capital letter followed by lower case letters for the rest of the word. 
An acronym may be used in a task name, however the acronym should be fully spelt out the first time it is used. It also needs to be consistently used throughout the process and in the accompanying process description. If there are several acronyms, consider associating a text annotation or including a legend in the model diagram. For example, ‘Amend Smart Service Queensland (SSQ) Information Asset Register (IAR)’.
Colours, prefixes or suffixes may be used to differentiate between aspects of a task such as ownership, and version control. However, this guideline supports the use of black and white printing, so tasks should use a means other than colour to convey meaning.
Task directives (policies, procedures, work instructions, standards, legislation, etc.) may be captured in the task's description in the process documentation.
Task name examples: Surrender Marine Licence, Lodge Industry Authority Application. 
[bookmark: _Toc352075358][bookmark: _Ref352942143][bookmark: _Ref352942152][bookmark: _Toc353195570][bookmark: _Ref358715920][bookmark: _Toc439766501]Words to avoid in the business view of a process
The table below lists verbs which should not be used in the name of a process, sub-process or task in a business view of a process. 
Choose a replacement verb carefully so that it reflects the objective of the process. 

	Verb
	Do not use because…
	Recommended Replacement

	Update
	Too technical / system focussed.
	Amend, Change

	Create
	Too technical / system focussed.
	Generate, Produce

	Read
	Too technical / system focussed.
	Retrieve, Obtain

	Delete
	Too technical / system focussed.
	Remove

	Record
	Too technical / system focussed.
	Capture, Log, Register

	Download
	Too technical / system focussed.
	Retrieve

	Transmit
	Too technical / system focussed.
	Send

	Process
Handle
Manage
	Too generic, would not reflect the specific objectives of the process.
	Depends on the objective of the process but could be
Assess, Coordinate, Review

	Maintain
	Usually indicates a Create, Read, Update, Delete (CRUD) transaction that is ICT-specific not business. Additionally, if it does indicate CRUD then there would be separate business events, so one process would be incorrect.
	Depends on the objective of the process

	Receive
	The recipient must do more than just receive some information. It should be what the receiver does after receiving the information.
	Depends on the objective of the process

	Input
	Implies data entry. Why are we entering the information?
	Depends on the objective of the process



The table below lists words which should not be used in process, sub-process or task names. 

	Word
	Do not use because…

	and, or
	Indicates more than one process.

	to, for, by
	Implied by the lane it is flowing to.

	data
	Too technical. Use information or details.

	from, of, when
	Should be detailed in the process description documentation.


[bookmark: _Toc352075359]
[bookmark: _Toc353195533][bookmark: _Toc353195571][bookmark: _Toc359797733][bookmark: _Toc438631996][bookmark: _Toc439766502]Events
If the event type is known (e.g. if it is a message or timer) then the appropriate trigger type should be displayed for the event. 
All events are to be named. An event name should: 
Clearly reflect the type of event (start, end, timer, etc.), for example: 
Start event: Invoice Received, Application Received (suggests that it is a message)
End event: Urgent Order Sent, Application Rejection Advice Sent (suggests that it is a message)
Timer event: Monthly, Weekly, Invoice Due, 9am on 1st of month, etc. (suggests that it is a timed event) 
Be in title case ― each word begins with a capital letter followed by lower case letters for the rest of the word (as shown in the examples above), and 
Not include the role, document, system or application name in the business view of the process. 
Start and end event names (not timer events) should: 
Begin with either a noun or a noun prefixed by a qualifier and end with a past tense verb. For example, Invoice Received, Urgent Order Sent, File Received, Driver Licence Application Received.
The naming of throw and catch link intermediate events used to fragment large models is described in section 5.9.1 Fragmentation on page 22.
[bookmark: _Toc353195534][bookmark: _Toc353195572][bookmark: _Toc359797734][bookmark: _Toc438631997][bookmark: _Toc352075360][bookmark: _Toc439766503]Pools and swim lanes
When naming pools:
use title case ― each word begins with a capital letter followed by lower case letters for the rest of the word.
organisational unit names are permitted within pools.
examples of pools are Queensland State Archives (QSA), Information Technology Branch (ITB).
When naming swim lanes:
use title case ― each word begins with a capital letter followed by lower case letters for the rest of the word.
use functional area names rather than organisational unit names whenever possible.
system or application names are permitted within swim lanes.
[bookmark: _Toc352075361]examples of swim lanes are Order Processing, Customer Service Centre, Finance System, Risk Management System. 
Note that:
when modelling an external organisation as a black box, there are no lanes (or any other details) in the pool.
white boxes have at least one lane.
best to avoid but if you have to – Pools and lanes may be repeated in the one diagram provided the name of the repeated pool or lane is italicised.
[bookmark: _Toc353195536][bookmark: _Toc353195574][bookmark: _Toc359797735][bookmark: _Toc438631998][bookmark: _Toc439766504]Connecting objects
For ease of readability, sequence and message flows should be drawn from left to right and top to bottom.
[bookmark: _Toc353195575]Message Flows
Use a noun and consider using an adjective, for example, valid sales order, invoice details, etc., but do not use a verb, e.g. ‘valid sales order sent’ is incorrect; ‘valid sales order’ is correct.
A message flow should be named in a way that describes what is being sent or received and not the action itself. For example, product request, invoice details, payment receipt, etc. 
A message flow name should be in lower case.
This guideline recommends placing the message flow name within the 'white' space between pools.
[bookmark: _Toc353195576]Sequence flows
Sequence flows to/from a task should be positioned as follows:
Input flows come in from the top or the left
Output flows go out at the bottom or the right.
Only name a sequence flow if it is a conditional flow. A conditional flow name should contain the name of the condition being applied. For example, ‘Application approved’ could be a condition for one flow and ‘Application refused’ for the other. 
Conditional flows are in sentence case – the first word begins with a capital letter followed by lower case letters for the rest of the word; each subsequent word is in lower case. See The Case to be used for Element Names on page 25 of this guideline.
The associated business rule which defines the condition should be detailed in the process documentation for the task where the conditional flow originates.
[bookmark: _Toc353195537][bookmark: _Toc353195577][bookmark: _Toc359797736][bookmark: _Toc438631999][bookmark: _Toc439766505]Data objects
When naming data objects
[bookmark: _Toc352075363]Use title case and a noun. The data object name may contain an adjective, for example, Customer Contact Details, Purchase Order, Change Request, but it cannot contain a verb.
The name of the data object may be qualified by its state (called Data Object Reference), for example, End Project Report [Draft], ICT Strategic Plan [Approved]. 
The use of data objects and data object references requires careful consideration – judicious use adds valuable information, but too many and the diagram becomes unreadable.
[bookmark: _Toc353195538][bookmark: _Toc353195578][bookmark: _Toc359797737][bookmark: _Toc438632000][bookmark: _Toc439766506]Diagram layout 
Aim to keep the process models as simple and uncluttered as possible. The level of detail required depends on the objective of the modelling task. Note that the ability to apply the following conventions may be limited by the software tool used.
For readability, it is recommended that a business process model can have as many tasks that comfortably fit on a single page (preferably A4). If the business process model has several tasks and reduced readability, re-assess the level of detail in the diagram or fragment the end-to-end process (refer to the following section on Fragmentation – Link Intermediate Events). 
All business process models should read left to right.
Order pools and lanes by the way the tasks flow. That is: top-down and left to right.
Best to avoid but if you have to – Pools and lanes may be repeated in the one diagram provided the name of the repeated pool or lane is italicised.
Keep tasks and sub processes the same size where possible. If the task name does not fit into the task, either decrease the font size or expand all the tasks and process boxes so that they are the same size. Closely examine the name of the task – is it comprehensible?
[bookmark: _Toc352075364]Align all tasks horizontally and vertically as much as possible. 
[bookmark: _Toc353195579][bookmark: _Ref359790641][bookmark: _Ref359790645][bookmark: _Ref359790648][bookmark: _Ref361666813][bookmark: _Ref361666818][bookmark: _Ref361666823]Fragmentation
Link intermediate events
Fragmentation is used to make a process more presentable and readable. Fragmentation breaks a large process at logical points so that the fragments can easily fit onto a page or a screen. The points at which the process is fragmented depend on the process itself but the key guidelines are:
Use the intermediate event type ‘Link’ to show fragmentation.
For the fragmented process:
the first fragment starts with a Start event and has an intermediate Link Throwing Event at its end 
subsequent fragments (except the last) have an intermediate Link Catching Event at the start and an intermediate Link Throwing Event at the end 
the last fragment has an intermediate Link Catching Event at the start and an End event at the end.
Ensure each link event has the name of the process that it links to or from. Name the throwing event ‘To Process_Name’ and the catching event ‘From Process_Name’ for example, To Issue New Licence, From Change Licence Details.
Many throwing links can go to a single catching link. 
Each throwing link can go to only one catching link. 
Sub-processes
If a process could be reused, then typically it is a sub-process rather than a process.
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[bookmark: _Ref438642107][bookmark: _Ref438642117][bookmark: _Ref438642121][bookmark: _Toc439766509]Table of event symbols
Use of event symbols is recommended as follows:

	Type
	Start
	Intermediate
	End

	
	Catching
	Throwing

	For business and operational views of processes

	None
	

	

	

	


	Link
	
	

	

	

	Message
	

	

	

	


	Timer
	

	

	
	

	In addition to the above, for operational views of processes

	Conditional
	

	

	
	

	Error
	
	

	
	


	Signal
	

	

	

	


	Terminate
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[bookmark: _Ref359797642][bookmark: _Ref359797647][bookmark: _Ref359797650][bookmark: _Toc359797742][bookmark: _Toc438632004][bookmark: _Toc439766510]The case to be used for element names

	Element
	Case

	Conditional sequence flow
	Sentence case

	Data Object
	Title Case

	Data Object Reference
	Title Case

	Data Store	
	Title Case

	Event
	Title Case

	Gateway	
	Title Case

	Group
	Title Case

	message flow
	lower case

	Pool
	Title Case

	Process
	Title Case

	Sub-Process
	Title Case

	Swim Lane
	Title Case

	Task
	Title Case

	Text annotation
	Sentence case



[bookmark: _Ref359797395][bookmark: _Ref359797399][bookmark: _Ref359797402][bookmark: _Toc359797743][bookmark: _Toc438632005][bookmark: _Toc439766511]Gateways and conditional flows
The following information may be useful from a business view of BPMN.
A Gateway is used to control how a Process flows along Sequence Flows as they converge and diverge within a Process. If the flow does not need to be controlled, then a Gateway is not needed. The term ‘gateway’ implies that there is a gating mechanism that either allows or disallows passage through the Gateway. Thus, the Gateway will determine branching, forking, merging, and joining of paths [2].
A Conditional Flow is a Sequence Flow which has a conditional Expression which is evaluated at runtime to determine whether or not the Sequence Flow will be used [2]. A Conditional Flow which is outgoing from an Activity such as a Task, has a mini-diamond at the beginning of the connector.
Thus, both Gateways and Conditional Flows can be used to model decision points and each has its own advantages. So how do you decide which element to use?
Gateways:
Tend to be more universally understood by business users as the diamond shape has a history of use in workflow diagrams.
Can flow to a second gateway, whereas it is not possible to join two sequential flows. However, joining gateways is not encouraged.
Must be used when no condition exists, as a conditional flow would not be possible. For example, a parallel gateway would be used when several tasks are to be performed in parallel.
Can be used to replace simple tasks that result in a decision point. The gateway is then labelled with a summary question. 
Conditional Flows:
Are useful in saving space when the model contains many conditions. 
This guideline does not recommend one method over the other. However, it does recommend taking into account:
Organisational culture – use the method that best suits the organisation and the audience.
Consistency – where possible, use all conditional flows or all gateways in the one diagram. However, there are occasions where using both elements in the one diagram is advantageous. 
Simplicity – gateways are exclusive by default so for exclusive gateways, always omit the ‘X’ marker. 
Simplicity – describe the business rules associated with the decision point in the process description document. Do not include any details of the business rules in the process model. 
Simplicity – for the business view of a process the exception-free scenario is depicted. This often requires minimal use of decision points (i.e. gateways or conditional flows). Operational views of processes which must include the specific steps, decisions and actions are more likely to include several decision points.
Responsibility for the decision – a gateway can be placed in any swim lane, whereas a conditional flow is in the lane of the task from which it is linked.
Point – do gateways need to be preceded by the task which makes the decision? This would avoid having a model with 2 sequential gateways. One solution is that the business view of a simple decision task could have gateways (with a question), whereas operational views are best modelled with an explicit task before the gateway.


	



Option 1: Decisions are represented by Conditional Flows and associated business rules.
	



Option 2: Decisions are represented by Gateways and associated business rules.

	
Associated business rule in the process description document:
IF (seller is authenticated AND item-is-verified-by-trading-authority) OR (item-has-been-auctioned-before-by-our-organisation) THEN
Item Allowed for Sale








[bookmark: _Toc359797744]

[bookmark: _Ref392667348][bookmark: _Toc438632006][bookmark: _Toc439766512]Business process description
This description was previously captured in the Current state section of the Queensland Government Business Process Discover Report v2.0 (no longer available).
[bookmark: _Toc352924522]
Business area functions
Insert a brief description of the functions of the business area.

[bookmark: _Toc185991151][bookmark: _Toc352924524]Consultation list
Insert a brief description of the stakeholders consulted.

[bookmark: _Toc352924511]Current state
[bookmark: _Toc244067236][bookmark: _Toc352924512][bookmark: _Toc198565006][bookmark: _Toc185481983]<Process 1>
Replicate this complete section for each process in scope.
Replace <Process 1> with Business Process name.
Name must start with a verb.
[bookmark: _Toc185481957][bookmark: _Toc244067237][bookmark: _Toc352924513]Business process model
Insert current state process model diagram.
[bookmark: _Toc244067238][bookmark: _Toc352924514]Business process description
High level description of the end to end process.
[bookmark: _Toc244067239][bookmark: _Toc352924515][bookmark: _Toc244067240][bookmark: _Toc185481959]Business process detail
	Process owner: Position and name of nominated process owner. 

	Process directives: List of legislation, policies, standards, procedures, work instructions that support and/or constrain this process.

	Scope of use (internal): The number and type of participants involved in and/or impacted by this process. Include a brief description of any business areas not already covered in the ‘Business area function’ above.

	Scope of use (external): The number and type of participants involved in and/or impacted by this process. Include a brief description of participants.

	Frequency of use: State how often this process is performed.

	Constraints: Limitations to the possible changes to a process.

	Assumptions: Any assumptions made during performing this process or documenting this process.

	Information capture: The mechanisms used to capture the information to support the process (e.g. paper or electronic forms, information manually entered into an application).

	Associated application: The associated application/s name.

	Upstream process: The process which occurs before this.

	Downstream process: The process which occurs after this.

	Issues: Short description of problems with this process.

	Metrics: Metrics used for this process e.g. Percent outstanding requests more than 5 days old.

	Baseline measures: Current values e.g. 25% outstanding requests more than 5 days old.

	Target measures: Target values e.g. Less than 3% outstanding requests more than 5 days old.

	Reporting: Describe any reporting associated with this process.

	Notes: Any additional notes captured.


[bookmark: _Toc352924516]
Task descriptions
Insert/add additional tasks as required.

	Start event
	Name of start event

	Description
	Description of start event (if necessary), specifically triggers that cause the process to commence



	Start event
	It is rare but a process can potentially be triggered by multiple start events

	Description
	Description of start event (if necessary), specifically triggers that cause the process to commence



	Task name
	Name of the first task

	Description
	Brief description of how and why this task is performed, including actions or decisions involved

	Roles
	If pools or lanes already present enough information, leave blank. Otherwise, provide roles of people involved in enacting the task

	Supporting ICT
	Any ICT used to support the task

	Business rules
	The business rules that support or constrain the execution of this task

	Input
	Optional. Info flows should already have been documented in the process model. Could include names of data objects used as input to support the execution of this task

	Output
	Optional. Info flows should already have been documented in the process model. Could include names of data objects produced as a result of executing this task



	Task name
	Name of the second task

	Description
	Brief description of how and why this task is performed, including actions or decisions involved

	Roles
	If pools or lanes already present enough information, leave blank. Otherwise, provide roles of people involved in enacting the task

	Supporting ICT
	Any ICT used to support the task

	Business rules
	The business rules that support or constrain the execution of this task

	Input
	Info, materials, products, services, input frequency and volume

	Output
	Info, materials, products, services, output frequency and volume



	End event
	Name of end event

	Description
	Description of end event (if necessary) – including any links to other processes that might follow from the completion of this process


[bookmark: _Toc185481964][bookmark: _Toc244067242][bookmark: _Toc352924517]
Process problems
Insert any problems currently experienced with the process.
A process problem is something that has already happened during a process. For example, mail arrives late and therefore is distributed too late in the day for directors to action before close of business.

[bookmark: _Toc185481965][bookmark: _Toc244067243][bookmark: _Toc352924518]Risk exposure
Insert any risk exposure associated with the current state.
A risk is something which could happen during a process and has a consequence. For example, a major fire in the building is relatively unlikely to happen, but would have enormous impact on Business Continuity. Conversely, occasional car breakdowns are fairly likely to happen, but would not usually have a major impact on the organisation.
[bookmark: _Toc185481966][bookmark: _Toc244067244][bookmark: _Toc352924519]
Assumptions
Insert any assumptions made in observing the current state.
An assumption is something a process modeller has assumed during the documentation of a process. For example, it has been assumed the second approval in this process is only required if the first approval is rejected.
[bookmark: _Toc185481967][bookmark: _Toc244067245][bookmark: _Toc352924520]
Queries
Insert any unresolved questions about process uncertainties or information gaps.
A query is something a process modeller has raised a question about during the documentation of a process. For example, does the director complete this process if the senior manager is unavailable or away?
[bookmark: _Toc185481968][bookmark: _Toc244067246][bookmark: _Toc352924521]
Exceptions
Insert any exceptions to the process.
An exception is something the business has made clear during the collection of information on a process. For example, this process is not completed if the minister formally requests the grant to be approved regardless of restrictions.
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