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Document Workflow Template

Map who drafts, checks, signs off and stores a file, and in which order: one stage per row.

DOCUMENT WORKFLOW

TRIGGER (WHAT STARTS THE ROUTE)

Your Workflow

STAGE OWNER ACTION DEADLINE NEXT STEP



Reference: Contract Approval

A small team approving a supplier contract. Deadlines and the threshold are example values.

STAGE OWNER ACTION DEADLINE NEXT STEP
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Before You Use It

Follow one real file through the current route and note who receives it, what each person decides, and
where it waits

Name a person or role as owner of every stage

Write a pass criterion for each review and a due date for each stage

State the conditions that change the path, such as an extra approval above a set value

Cut any review that adds a sign-off without adding a check

Test the route with a representative document, then walk each owner through their stage before go-live

Track completion times, overdue tasks, rejections and bottlenecks, and revise the route when people or
documents change



