IT Process Narrative - template

Organization Name

Narrative Identifier:


	Narrative Name: 
	Name your process
	Narrative Identifier: 
	Map to Cobit, then make it unique to your organization

	Prepared By: 
	Who wrote your document, or who owns the process
	Date: 
	01.01.2007


Process Overview: 

What not how.  

This is a very high level over view. It should not be more than 2 paragraphs long. 
Resources: 

Does your process employ other processes? If so, those should be listed in your document and referred to in your text.
Performance Roles: 

Who performs the processes in your narrative? Use titles or groups; not the names of individual people.
Inputs and Outputs: 

For every process there is a series of inputs and outputs.
Process Details and Controls: 

Define the details behind the high level overview you provided up front. To the right of the named step, indicate if this even is a Key or Non-Key Control.
001 - Initialization: 







Non-Key Control
Describe the event that initializes the process represented in your narrative.  This should be the inputs listed in your Input / Output section. 
002 - Step heading: 







Non-Key Control
What are the steps you take once the process has been initiated?  Use as many step headings as is necessary. 

The last step(s) of your detail process should be the output you listed in the Input / Output section. 
Revision History
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	Updated By
	Date
	Approval
	Date
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	Initial Document Creation
	 
	01.01.2007
	 
	01.01.2007


Note: Updates and approvals should not be made by the same person. The revision approver can be the same person as the narrative owner, only if the update was made by another individual.
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