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	<Project Name> SIPOC Diagram 


	



Instructions: 1) Identify beginning and ending process steps (boundaries); 2) Identify 4-6 high-level steps between process boundaries; 3)Identify key outputs and the customers of those outputs; 4) Identify inputs and suppliers; 5) Identify critical to quality requirements for the inputs, process steps, and outputs (you will have to verify this information later with data collection). 
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About SIPOC Diagrams

A SIPOC is a process snapshot that captures information critical to a project.  SIPOC is an acronym for:

· Suppliers – people/entities providing inputs

· Inputs – the items used to generate outputs

· Process steps – the activities you perform

· Outputs – the results of the activities

· Customers – people/entities who receive the outputs or directly benefit/are impacted by your activities

Instructions: To create a SIPOC diagram…
1) List beginning and ending process steps (boundaries)

2) List 4-6 high-level steps between process boundaries

3) List key outputs 

4) List the customers of those outputs

5) List inputs

6) List suppliers of inputs
7) Identify critical to quality requirements for the inputs and outputs (you will have to verify this information later with data collection).
Tips
· Be very specific about where the process starts and where the process ends.  The starting and ending steps in the process should align with the scope of your project.
· Watch out for steps where there is input, but no output – these areas are opportunities for improvement 
· Inputs and outputs are usually forms or documents. However, they can be activities as well; this is dependent on the process being depicted. Input requirements are what have to occur such as accurate and complete information entered in system within mandated time, signed and dated, stamped by staff, signed by Supervisor, etc. 
· Output requirement examples: Information entered in system within mandated time frame, signed and date stamped by staff, signed by Supervisor, customer receives what they asked for and is satisfied, etc. 
Benefits of completing a SIPOC diagram
· SIPOC diagrams help a team and its sponsor(s) agree on project boundaries and scope.
· A SIPOC helps teams verify that process inputs match outputs of the upstream process and inputs/expectations of downstream process(es).
· High-level process steps can serve as process milestones for action plans.
· SIPOC diagrams define critical people and functions that are part of a process (both suppliers and customers) so they can help ensure you are involving the right people in a process improvement project.
· When constructing a process map, use the people/positions identified in the SIPOC diagram as headings for the ‘swim lanes’ and place the process steps in order in the appropriate lane(s) from left to right.
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