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Process Definition Document

Purpose: The Process Definition Document (PDD) formalizes the final design of an automation solution. It functions as an approval artifact for automation and operations teams, enabling the transition from design to development once approved.
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I. [bookmark: _Toc179536414]Automation Overview 
[bookmark: _Toc179536415]1.1 Objectives
The automation will achieve
· ENTER
· ENTER
[bookmark: _Toc179536416]1.2 Operational metrics
The automation will impact the following operational metrics
· ENTER
· ENTER
[bookmark: _Toc179536417]1.3 Design Team
The following individuals contributed to the automation design, must be informed of changes, and agree to support the maintenance of this automation
	Name
	Role / Title
	Contact

	
	Operational Owner
	

	
	Operational SME(s)
	

	
	Solution Architect
	

	
	Developer
	



II. [bookmark: _Toc179536418]Automation Details
[bookmark: _Toc179536419]2.1 Automation Overview
	Item
	Description

	Area / Department
	

	Automation Name
	

	Automation Description
	


[bookmark: _Toc179536420]2.2 Applications
The table below lists the applications being utilized by the automation
	Application
	Comments / Access Needs

	
	

	
	

	
	



[bookmark: _Toc179536421]2.3 Process Map
The diagram below contains the steps the automation will take (the ‘to-be’ process map)


[bookmark: _Toc179536422]2.4 Toolkit documentation
The table below provides a list of toolkits and links to the completed ROI, planning toolkits, and any additional design documentation
	Toolkit
	Link to documentation
	Comments

	
	
	

	
	
	

	
	
	

	
	
	



[bookmark: _Toc179536423]2.5 Out of scope
The table below provides a list of automation scenarios or account populations that are out of scope or unobtainable
	Scenario / Population
	Rationale
	Comments

	
	
	

	
	
	

	
	
	



III. [bookmark: _Toc179536424]Approval		
[bookmark: _Toc179536425]3.1 Approval
Upon review and approval of this Process Definition Document (PDD), I, [ENTER Process Owner], on [ENTER today's date], hereby approve this plan for development. 
I acknowledge that while this automation will experience downtime, the ultimate responsibility for the process remains with my department. I commit to collaborating with the automation team to maintain the automation and meet our uptime goal. This commitment extends to ongoing responsibilities, including but not limited to: testing, implementing enhancements, handling break-fix scenarios, managing application upgrades, and supporting process changes or improvements as required.
[bookmark: _Toc179536426]3.2 Future Initiatives
Below is a list of future operational, technical, or known application changes that may impact the automation
· ENTER
· ENTER
3.3 Downtime Plans
Below are the actions the operational team will take in the event of automation downtime
	Scenario
	Action (taken by operations)
	Contact

	Level 1
Downtime = 1-2 days 
	
	

	Level 2
Downtime = 2-7 days
	
	

	Level 3
Downtime = 7-14 days
	
	

	Level 4
Downtime = Indefinitely
	
	



[bookmark: _Toc179536427]3.4 Revisions
Complete the table below for any document revisions
	Rev. #
	Date
	Section/page
	Revision summary
	Author
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