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Process Review

Data Collection

Process Name: Input the name of the process you are investigating
Information Collected from:  Department Name

Process Purpose: Brief description of: -

· What the process is intended to achieve

· Why we need to store the information

Statutory/Policy Issues: Identify any statutory requirements or institutional policies relating to the process
Inputs/Triggers

	Name & Description
	Source
	Frequency
	Volume
	Media

	Specify the various inputs for the process 
	Where the information comes from 
	Frequency of the data i.e. daily, weekly, monthly etc
	E.g. How many records are produced etc
	Process method e.g. paper, e-mail, verbal.


Outputs
	Name & Description
	Destination
	Frequency
	Volume
	Media

	What happens to the data?
	Where the information goes to
	Frequency of the data i.e. daily, weekly, monthly etc
	How many reports etc are produced
	Process method e.g. paper, e-mail, verbal


Staff Resources
	Post/Department

	Who has an input into this process e.g.

Who collects/inputs/verifies/authorises it?

Who deals with it next?




Data Storage
	Data Collected

	Where is the data stored, for how long and in what format?




           __________________________________________________________________________                                                                              
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