
LEVERAGE AI / FREE WORKING SHEET

Value stream mapping template
COMPLETED EXAMPLE · All records, times and decisions are invented.

Job: one client report Map: current state Date: illustrative · Unit: minutes

REQUEST / CUSTOMER NEED

Client needs a checked report
Figures and brief are available

INFORMATION FLOW / SCHEDULE / SOURCE
Account lead sets the brief and agrees the deadline

ACCEPTED OUTPUT

Approved report reaches client
Account lead approves sending

FOLLOW ONE JOB · Waiting is recorded before each step. Put handovers on the arrows.

Wait: 30 min
Jobs queued: 2

01 / PROCESS STEP

Gather figures

Who: Analyst

Hands-on: 15 min

Data

Wait: 90 min
Jobs queued: 3

02 / PROCESS STEP

Draft the report

Who: Analyst

Hands-on: 30 min

Draft

Wait: 40 min
Jobs queued: 1

03 / HUMAN DECISION

Check and approve

Who: Account lead

Hands-on: 10 min

OK

Wait: 20 min
Jobs queued: 1

04 / PROCESS STEP

Send to the client

Who: Account lead

Hands-on: 5 min

If not approved: return to drafting. No repeat pass in this timed example.

TIME SUMMARY / ONE SEQUENTIAL JOB

60 min
Hands-on work

180 min
Waiting before steps

240 min
Total elapsed

15 + 30 + 10 + 5 = 60 work · 30 + 90 + 40 + 20 = 180 wait

NEXT CHANGE / OWNER / REVIEW

Test a set review slot. Owner: account lead.

Keep approval. Measure waiting and rework.

Review after the next five reports. No gain assumed.

A service-work starter. Hands-on work is not automatically value-adding. Do not add overlapping times as if they were sequential.

Queue counts are separate observations, not a multiplier for this job's waiting time. Record repeat work when it occurs.
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