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F2 Service Builder
Build-ready Input Checklist
Use this checklist to turn a process idea, workshop output, or process map into input that is detailed enough to build from in F2 Service Builder. The checklist helps business units, process owners, superusers, and digitalization teams agree on the concrete information needed before configuration begins.
Process information
	Process name
	
	Process owner
	

	Business unit
	
	Date
	

	Completed by
	
	Version
	

	Recommended next step
	
	Reviewer
	


How to use the checklist
Go through the sections below before you begin configuration. For each item, check one of the three boxes:
• Clear: The input has been described in enough detail to support the first build.
• Needs clarification: More information or alignment is needed before you build.
• Not relevant: The item does not apply to this process.
If several items need clarification, revisit the process with the business unit or process owner before building too far. This checklist is a preparation tool. For detailed configuration guidance, use the F2 Service Builder manual in F2 Docs.
1. Process start, end, and scope
Define where the process begins, where it ends, and what should be included in the first version.
	Input to prepare
	Clear
	Needs clarification
	Not relevant

	The event or request that starts the process is described.
	□
	□
	□

	The expected end state of the process is described.
	□
	□
	□

	The scope of the first version is agreed.
	□
	□
	□

	Items that are out of scope for the first version are listed.
	□
	□
	□

	The main process variants are identified.
	□
	□
	□

	The process owner has confirmed the scope.
	□
	□
	□


Ready when: There is a shared understanding of what the first version should cover and what it should not cover.
Pause if: The process is still described too broadly, or different stakeholders expect different things from the first version.
2. Phases, tasks, and sequence
Translate the process map into phases and tasks that can be discussed, configured, and tested.
	Input to prepare
	Clear
	Needs clarification
	Not relevant

	The main phases of the process are described.
	□
	□
	□

	Tasks within each phase are listed.
	□
	□
	□

	The expected order of tasks is described.
	□
	□
	□

	Mandatory and optional tasks are identified.
	□
	□
	□

	Parallel tasks or handovers are identified.
	□
	□
	□

	Tasks that require user action are separated from informational steps.
	□
	□
	□

	The process is detailed enough for someone else to follow the sequence.
	□
	□
	□


Ready when: The process can be read as a concrete sequence of phases, tasks, and handovers.
Pause if: The process only exists as a high-level diagram or workshop note and cannot yet be translated into a first build.
3. Roles and responsibility per task
Clarify who does what in the process and who can make decisions during the build.
	Input to prepare
	Clear
	Needs clarification
	Not relevant

	Each task has an identified responsible role or unit.
	□
	□
	□

	The people or roles that create, review, and complete tasks are known.
	□
	□
	□

	Approvers or decision-makers are identified.
	□
	□
	□

	Handovers between roles or units are described.
	□
	□
	□

	Responsibilities for maintaining process content are agreed.
	□
	□
	□

	Open ownership questions are documented.
	□
	□
	□


Ready when: Every important task has a clear owner or responsible role.
Pause if: Several tasks depend on informal knowledge or unclear ownership.
4. Decisions, rules, and exceptions
Document the rules and decisions that affect what happens next in the process.
	Input to prepare
	Clear
	Needs clarification
	Not relevant

	Decision points are identified.
	□
	□
	□

	Possible outcomes for each decision are described.
	□
	□
	□

	Rules that affect the process flow are documented.
	□
	□
	□

	Exceptions or special cases are described.
	□
	□
	□

	Approval requirements are described.
	□
	□
	□

	Thresholds, criteria, or calculations that affect decisions are identified.
	□
	□
	□

	The business unit has reviewed the rules and logic.
	□
	□
	□


Ready when: Decision points and rules are explicit enough to build and test realistic scenarios.
Pause if: Important rules are known by individuals but have not been written down or agreed.
5. Documents, templates, and merge fields
Prepare the documents and templates that the process depends on.
	Input to prepare
	Clear
	Needs clarification
	Not relevant

	Required document templates are listed.
	□
	□
	□

	Standard letters, decisions, or responses are identified.
	□
	□
	□

	Existing templates that can be reused are identified.
	□
	□
	□

	Merge fields or automatically inserted information are identified.
	□
	□
	□

	Ownership of each document or text template is clear.
	□
	□
	□

	Documents that require legal or business review are identified.
	□
	□
	□

	Output that must be tested is listed.
	□
	□
	□


Ready when: Documents and templates are ready enough to be included in the first build and tested.
Pause if: The process depends on documents or merge fields that have not been defined or assigned to an owner.
6. Communication and receipts
Clarify what communication should be generated or standardized during the process.
	Input to prepare
	Clear
	Needs clarification
	Not relevant

	Required email templates or standard messages are listed.
	□
	□
	□

	Required receipts or confirmations are described.
	□
	□
	□

	Recipients for each message are identified.
	□
	□
	□

	The timing of each message is described.
	□
	□
	□

	The wording of standard communication is agreed or assigned to an owner.
	□
	□
	□

	Communication that must be tested is listed.
	□
	□
	□


Ready when: Messages, receipts, and recipients are clear enough to configure and test.
Pause if: Communication needs are assumed but not yet written, agreed, or connected to specific process steps.
7. Data, fields, and overview needs
Clarify what information must be captured and what users or managers need to see.
	Input to prepare
	Clear
	Needs clarification
	Not relevant

	Data that should be registered during the process is listed.
	□
	□
	□

	Required fields or information points are described.
	□
	□
	□

	Fields needed for follow-up or reporting are identified.
	□
	□
	□

	Management or workload overview needs are described.
	□
	□
	□

	Archive, documentation, or handover requirements are identified.
	□
	□
	□

	Any required calculations are described.
	□
	□
	□

	It is clear how the data will be used after launch.
	□
	□
	□


Ready when: Data and overview needs are specific enough to guide field, calculation, and reporting decisions.
Pause if: Reporting or data needs are important but not yet specific enough to build from.
8. Dependencies, assumptions, and open questions
Identify dependencies and assumptions that may affect the build before configuration starts.
	Input to prepare
	Clear
	Needs clarification
	Not relevant

	Dependencies on other systems or data sources are identified.
	□
	□
	□

	Manual steps that will remain outside F2 Service Builder are described.
	□
	□
	□

	Existing F2 configuration, case types, or templates that must be used are identified.
	□
	□
	□

	Access, role, or permission needs are clarified.
	□
	□
	□

	Known limitations or assumptions are documented.
	□
	□
	□

	Open questions are listed with an owner and next step.
	□
	□
	□

	The internal digitalization team or cBrain has been involved if needed.
	□
	□
	□


Ready when: Dependencies and open questions are visible and can be handled before or during the first build.
Pause if: The build depends on assumptions, integrations, or configuration choices that have not been assessed.
9. Test scenarios and acceptance criteria
Plan how the first version will be reviewed and tested before it is put into use.
	Input to prepare
	Clear
	Needs clarification
	Not relevant

	Key test scenarios are described.
	□
	□
	□

	Expected results for each test scenario are known.
	□
	□
	□

	Documents, emails, receipts, and calculations to be tested are listed.
	□
	□
	□

	Users or subject-matter experts who will test are identified.
	□
	□
	□

	Approval criteria before production are agreed.
	□
	□
	□

	Time for feedback and adjustments has been reserved.
	□
	□
	□

	Responsibility for changes after launch is agreed.
	□
	□
	□


Ready when: The first build can be tested against concrete scenarios and agreed acceptance criteria.
Pause if: Testing is expected to happen informally without scenarios, owners, or time for adjustments.
Build-readiness summary
Use this section to agree whether the process is ready for a first build, or whether more clarification is needed.
	Overall status
	□ Ready for first build    □ Needs clarification    □ Not ready

	Main open questions
	

	Inputs still missing
	

	Next action
	

	Owner and due date
	


Recommended next step
If the process is ready for a first build, continue with the relevant build guides or the F2 Service Builder manual in F2 Docs. If important input is missing, resolve the open questions with the process owner or business unit before building too far.
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