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			Lean Events and Training / Forms and Templates



	Forms and Templates

	Downloads for A3 problem solving, standard work, project management, and value stream mapping.







        Problem Solving Templates 
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                                A3 Action Plan Form (from Getting the Right Things Done)

                	The action plan template helps define the who, what, when, where, and how of a plan on one page.
	Helps track progress and highlight problems so action can be taken.


                Download
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                                A3 Status Review Form (from Getting the Right Things Done)

                	Top box provides an overview with respect to our critical end-of-pipe metrics.
	Second box provides an overview of activities, and usually reflects what’s been prescribed on the action plan of the right side of the strategy A3.


                Download
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                                A3 Strategy Form (from Getting the Right Things Done)

                	A strategy A3 is a one-page storyboard on 11-inch by 17-inch paper that helps tell the strategy “story.”
	Logic flows from top left to bottom right, and each box leads to the next one.


                Download
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                                Detailed A3 Template (from Managing to Learn)

                	Print this A3 template out to remind you of each section of the problem-solving A3 as you are creating your own.
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                                PDSA A3 Template (from On the Mend)

                	A3 Template, in Excel, following the PDSA cycle.
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                                Problem Definition Worksheet

                	This worksheet can help you breakdown the problem into a clearly defined gap as well as see how the problem aligns to the needs of the business or your True North purpose.
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                                Root Cause Template

                	This template gives you space to record the problem as well as the direct causes and underlying causes.
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                            Perfecting Patient Journeys
                        

                                                    Beau Keyte, Tom Shuker and Judy Worth

                                            

                

                
                
                    
                        
                            [image: Getting the right Things Done]

                        
                    

                    
                        
                            Getting the Right Things Done
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        Standard Work Templates
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                                Standard Work Operator Balance Chart (OBC)

                	The operator balance chart helps create continuous flow in a multi-step, multi-operator process by distributing operator work elements in relation to takt time.
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                                Standard Work Process Study Sheet

                	The Process Study Sheet is used to define and record the time for work elements in a process.


                Download
            

                    
                                [image: Standard Work Production Analysis Board]

                                Standard Work Production Analysis Board

                	A Production Analysis Board is a display that must be located at the exit of the cell (or the line) to show actual performance compared with planned performance on an hourly basis.
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                                Standard Work Skills Training Matrix

                	The Skills Training Matrix shows the required and attained skills of every operator.
	The training schedule also should be shown.
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                                Standardized Work Chart

                	The standardized work chart shows operator movement and material location in relation to the machine and overall process layout.
	It should show takt time, work sequence, and standard WIP.
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                                Standardized Work Combination Table

                	The standardized work combination table shows the combination of manual work time, walk time, and machine processing time for each operation in a production sequence.
	This form is a more precise process design tool than the Operator Balance Chart.
	It can be very helpful to identify the waste of waiting and overburden, and to confirm standard.
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                                Standardized Work Job Instruction Sheet

                	The job instruction sheet is used to train new operations.
	It lists the steps of the job, detailing any special knack that may be required to perform the job safely with utmost quality and efficiency.
	It can also be useful for experienced operators to reconfirm the right operations.
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                                Standardized Work Process Capacity Sheet

                	The Process Capacity Chart is used to calculate the capacity of each machine to confirm true capacity and to identify and eliminate bottlenecks.
	Processing capacity per shift will be calculated from the available production time, completion time, and tool-change time (and other factors as necessary) for each work piece.
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                                Waste Walk Template (from Perfecting Patient Journeys)

                	Taking a “waste walk” is one way to make the waste visible again.
	A waste walk is simply a planned visit to where work is being performed to observe what’s happening and to note the waste. It differs from go-see activities in that you are specifically looking for waste.
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        Related Products
        
        

        
                
                
                    
                        
                            [image: Kaizen Express]

                        
                    

                    
                        
                            Kaizen Express
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        Training Within Industry (TWI) Templates and Downloads
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                                8-step TWI problem solving card - as presented by IBM

                	8-steps to problem solving handy pocket card printable.
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                                Solving Problems with TWI

                	Solving problems with TWI deployment graphic.
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                                Template of Job Breakdown Sheet

                
	Job breakdown sheets are created to list the steps and highlight the main factors or key points that go into completing a job.
	It also provides reasons for these key points.
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                                TWI Job Instruction Card

                	TWI Job Instruction card in a handy pocket printable.


                Download
            

                    
                                [image: TWI Job Methods Card]

                                TWI Job Methods Card

                	TWI Job Methods Card in a handy pocket printable.
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                                TWI Job Relations Card

                	TWI Job Relations Card in a handy pocket printable.
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                                                    James (Jim) Womack, PhD and Dan Jones

                                            

                

                
                
                    
                        
                            [image: Lean Lexicon 5th Edition]

                        
                    

                    
                        
                            Lean Lexicon 5th Edition
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                            Lean Thinking, 2nd Edition
                        

                                                    James (Jim) Womack, PhD and Dan Jones

                                            

                

                

    

        





        Project Management Templates
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                                Master Schedule and Action Plan Template for One Goal (from Perfecting Patient Journeys)

                	Use this template in your project tracking center so you can track both goals and action items on the same form.
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                                End of Project Review Template (from Perfecting Patient Journeys)

                	The following template will help you capture your end-of-project reflections and make decisions about what to do next.
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                                [image: Master Schedule Template (from Perfecting Patient Journeys)]

                                Master Schedule Template (from Perfecting Patient Journeys)

                	This template will help you answer this question by letting you include the project goals with space to indicate whether each goal is on track as originally planned and whether the scheduled progress review has taken place.
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                                Team Board Form (from Getting the Right Things Done)

                	A team board is a window on both routine and improvement work.
	The board on this template addresses both daily production and strategic issues, and is organized according to SQDCM—safety, quality, delivery, cost, and morale.
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                                Value Proposition Template (from Perfecting Patient Journeys)

                	Align the stakeholders around what will be included in addressing the problem,
	Identify the stakeholders who will be added to the project team and actively engaged in creating the current- and future-state value-stream maps,
	Identify additional stakeholders necessary to drive the implementation of the future state,
	Serve as an agreement—a proof of consensus—on the specific problem to be solved, and with the problem statement serve as authorization for the entire project.
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                                Action Planning Template (from Perfecting Patient Journeys)

                	Identify the specific changes that need to be made and translate those changes into clearly stated goals and actions (i.e., the means) to achieve those goals.
	Identify the specific methods and action steps you think will help you achieve the goals. These action steps and targets constitute the action plan to achieve a specific goal.
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                                                    Beau Keyte, Tom Shuker and Judy Worth
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                            Getting the Right Things Done
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        Value-Stream Mapping Templates
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                                Value-stream Mapping Icons for Excel

                	At the request of some of our readers we have posted the most commonly used mapping icons so that they can be downloaded for Excel spreadsheets.
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                                                    Beau Keyte, Jim Luckman, Kirk Paluska, Guy Parsons, John Shook, Tom Shuker and David Verble

                                            

                

                

    

        





        Improvement Kata / Coaching Kata
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                                Improvement Kata Learner's Storyboard
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