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Architecture Templates

Approval Workflow Template

What is Approval Workflow Template?
An Approval Workflow Template is a structured framework that outlines the steps and
processes involved in obtaining necessary approvals for business decisions or project
initiatives within an organization. In the context of solution architecture and best practices
such as TOGAF (The Open Group Architecture Framework), an Approval Workflow Template
serves as a guideline to ensure that all stakeholders are identified and engaged, that the
processes align with organizational governance and compliance requirements, and that there
are clear roles and responsibilities defined for each participant in the approval chain. By
utilizing such templates, organizations can streamline decision-making, enhance transparency,
and ensure that projects adhere to architectural standards while facilitating effective
communication among teams. This approach not only mitigates risks associated with approvals
but also fosters a culture of accountability and collaboration.
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AI Prompt: Approval Workflow Template
Imagine you are a project manager leading a critical initiative within your
organization, and you want to streamline your processes with an [Approval Workflow
Template]. Your task is to design a comprehensive workflow that not only outlines the
necessary approvals for project milestones but also optimizes communication across
departments. Consider an example where you need to secure funding for a new
software development project; your template should showcase the series of
approvals needed, from initial concept review to final budget sign-off, including who
is responsible at each stage. To make this template more adaptable, ensure it can be
easily adjusted when project scopes change or when different stakeholders are
involved. The ideal output is a [visual diagram and a checklist] that clearly delineates
roles, responsibilities, and timelines, making the workflow not only effective but also
visually engaging for all stakeholders. To further enhance usability, incorporate [tips
on best practices] for maintaining workflow consistency and engaging stakeholders
throughout the approval process, creating a seamless path to project success.
Learn more ...

Try prompt on …

https://www.almbok.com/architecture/templates/start
https://www.almbok.com/tag/template?do=showtag&tag=template
https://almbok.com/ai/prompts/start
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Approval Workflow Template
Overview
This document outlines the standard approval workflow template used in enterprise
architecture. The workflow ensures that all requests undergo a structured approval
process, maintaining compliance and quality standards.

Workflow Steps

Initiation1.

Description: A request is submitted for approval.
Actors: Requestor
Inputs: Request Details (documents, forms, etc.)
Outputs: Submitted Request

Pre-Review2.

Description: Initial review of the request for completeness and relevance.
Actors: Pre-Reviewer
Inputs: Submitted Request
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Outputs: Approved for Review / Rejected (with feedback)

Review3.

Description: Detailed review by stakeholders.
Actors: Review Committee
Inputs: Approved Request
Outputs: Recommended for Approval / Request for Revisions

Revisions (if needed)4.

Description: Requestor makes necessary changes based on feedback.
Actors: Requestor
Inputs: Feedback from Review
Outputs: Revised Request

Final Approval5.

Description: Final decision on the request.
Actors: Approval Authority
Inputs: Recommended Request
Outputs: Approved Request / Denied Request (with justification)

Implementation6.

Description: Communicating the decision and implementing approved
requests.
Actors: Implementation Team
Inputs: Approved Request
Outputs: Implemented Solution

Monitoring & Evaluation7.

Description: Evaluating the outcome of the implemented solution.
Actors: Evaluators
Inputs: Implemented Solution
Outputs: Evaluation Report

Roles and Responsibilities
Requestor Submit requests and revisions
Pre-Reviewer Evaluate completeness of requests
Review Committee Conduct detailed reviews
Approval Authority Make final approval decisions
Implementation Team Implement approved solutions
Evaluators Monitor and evaluate outcomes

Tools and Systems
Document Management System: For storing and tracking requests.
Collaboration Platform: For discussion and reviews.
Workflow Management Tool: To automate and track the workflow steps.
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Exceptions
If a request is deemed urgent, expedited approval paths may be utilized.
Conflicts of interest should be disclosed, and alternate reviewers may be assigned.

References
Enterprise Architecture Framework
Approval Procedures Documentation
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https://www.almbok.com/architecture/templates/approval_workflow_template?do=export_pdf
https://www.almbok.com/architecture/templates/approval_workflow_template?do=export_pdf
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