Outline for Process Modeling Convention
Sample XE "process modelling convention" 
This section provides an outline of suggested Process Modeling Conventions.

Process models should be:

· Uniform
Only a uniform presentation of information in the tool creates a communication basis for employees in different business units and departments. This communication basis is important if employees are to inform each other about the interfaces of various work areas, as part of process orientation, or if employees from different departments are to work together on projects. Uniformity in this sense applies to designing graphics, naming conventions and the envisaged degree of detail
· Reduce complexity and increase readability of process models
Definition and documentation conventions will ensure that all employees involved in process modeling, as modellers or readers, will only be confronted with the information of importance for them and the organization. This is particularly important with the selection of models, objects, symbols and attributes, how the process structure will link, and formal settings of the master database.
The benefits of reduced complexity and increased readability are especially noticeable during the familiarisation of new employees and when carrying out new projects with the process modeling and management tool

· Integrity and reusability
Integrity and reusability of information in the process management and modeling tool are a prerequisite for a consistent overview of an organization and its structure and processes. This overview in turn is a prerequisite for being able to interpret the information already stored
· Consistent and analysable
The objective must be to enable the unambiguous, complete and accurate analysis of process database information across departments and project teams.

To achieve this, the Modeling Conventions should be:

Practical: The modeling conventions document itself must be useful for the modellers, while they model processes, and must provide practical information (not theoretical) on modeling with the selected tools and methods within the organization.

Accessible: The reader should be able to access the required information easily and intuitively. The best way to achieve this is to have a clear and logical table of contents and use a list of diagrams, glossary and index.

Conventions should be ‘fit for use’ for the modellers and should not duplicate the training manuals or user guides, rather it should provide practical tips and guidelines for modeling with the selected process modeling and management tool within the organization. 

Elements of modeling conventions:

1. Version Control

2. Table of Content

3. PART I – INTRODUCTION

a. Introduction to the Conventions document:

i. Purpose of the conventions

ii. Target audience

iii. How to use this document? (specified for each target audience)

iv. Overview of the document (describe each chapter)

v. Other documentation related to the Conventions (e.g. training material)

vi. Who has compiled the document?

vii. What is the process to amend the Conventions?

b. Introduction to Business Process Management:

i. What is the vision of the organization for BPM?

ii. What is the current state of BPM in the organization (e.g. relate to BPM Maturity Model) and which state does the organization aspire to achieve?

iii. What is the approach of management to business processes (BPM)?

iv. Which methods / techniques / frameworks / tools are being used?

v. Who is responsible for BPM in the organization?

vi. What are the roles in relation to BPM? (provide a list of tasks, responsibilities and mandates)

vii. Overview of Process Architecture of the organization

c. Introduction to Process Modeling and Management Tool and Methodology:

i. Which tool(s) have been selected?

ii. What are the main features?

iii. What were the main drivers for this choice?

iv. High Level Overview of the Tool / Methodology

4. PART II - Modeling conventions

a. Modeling Approach 

i. Top-down versus bottom-up modeling
ii. Process from modeling to approving to publishing and maintaining the models

b. Modeling Guidelines:

i. Modeling principles (see Modeling Guidelines)

ii. Lessons learned from previous modeling within the organization

c. Overview of model types and model objects:

i. Provide real life samples

ii. Provide benefits of model types and model objects

iii. List when you should which models and objects

d. Naming conventions:

i. Naming conventions for models

ii. Naming conventions for objects

iii. Use real life samples

e. Graphical display

i. Model information to be included

ii. Model lay-out

iii. Positioning and size of objects

f. Model and object entities

i. List model and objects entities and indicate which fields are mandatory (if the list is long, then this should be included in an appendix)

g. Commonly made mistakes 

i. List most commonly made mistakes, include real life samples and provide a step-by-step approach of how to avoid or correct errors

h. Producing reports

5. PART III – PRACTICAL USER ASPECTS

a. Installation 

b. Configuration and Settings

c. Folder structure

d. Change Password

6. Glossary

7. List of diagrams

8. Index 

