
 
 

Information Mapping, Inc.  |  321 Billerica Road - Suite 100  |  Chelmsford, MA 01824 

T 781.547.3100  |  F 781.547.3200  |  info@informationmapping.com  |  www.informationmapping.com  1 / 4 

 

BEFORE: A Traditional Standard Operating Procedure 

All types of information 
are embedded in one big 
paragraph, which makes 
finding and understanding 
information challenging 
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AFTER: A Standard Operating Procedure with Information Mapping®  

 

Provide the 
procedure separately 
for quick access  

Separate guidelines from 
the procedure to clearly 
dictate behaviour 

 

Explain abbreviations at 
the relevant place 
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Related instructions are 
chunked into four tasks 

Use a procedure table 
to give sequential 
instructions  

Use a decision table  to 
present different conditions 
and the corresponding 
actions to limit errors 
 

Match labels to the 
bullets above for 
consistency and 
ease-of-navigation 
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Limit each step to 
one clear action 
 

Separate the result 
from the action with 
a clear label 
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