Name:  PUT NAME HERE
Process:  PUT NAME HERE
IMPROVEMENT PROJECT (KAIZEN EVENT)
1. Review process definition, measurements, and waste audit completed with process owners (or team members).

2. Develop a statement on what everyone wants to accomplish with this kaizen.

a. To reduce wastage in the organization to achieve its objectives efficiently and effectively.
3. Describe the conditions that everyone wants to achieve.

a. Reduce the number of screens on customer servicing systems
b. Reduce clients waiting time and eliminate idle time
c. Ensures there is no excess transport and movements of information 
d. Eliminate non-value adding activities 

e. Eliminate defects, reworks, correction and queries 

f. Ensure human capital is efficiently utilized

g. Reduce unnecessary movements 

h. Ensure employees accept change

4. Brainstorm and list potential actions to take for improvements.

a. Integration of the marketing and production teams.
b. Employ more employees responsible for handling client calls and improve online self-service application system
c. Put in place controls and procedures that filter the importance of information that passes from one department to another.
d. Establish efficient and appropriate work processes 
e. Strengthen the human resource management function
f. Provides sufficient resources for the employees

g. Educate employees on the importance of adapting to change

5. Prioritize and select the first actions to take.  Develop an implementation plan.  

(last course assignment will be a master plan for further improvement needs)
	Task Description
	Person Responsible
	Target Date
	Completion Date

	1. Reducing overproduction
	Production manager
	01/05/2020
	15/05/2020

	2. Employing additional staff
	Human resource manager
	30/5/2020
	15/06/2020

	3. Putting effective information controls and procedure
	IT Manager 
	05/05/2020
	31/06/2020

	4. Establishing efficient work processes
	Human Resource Manager
	10/05/2020
	10/06/2020

	Provision of adequate resources
	C.E. O
	01/06/2020
	30/06/2020

	Educating employees on change adoption
	Human resources manager
	15/05/2020
	14/6/2020

	Strengthening of the human resource department
	CEO
	20/05/2015
	30/06/2020


6. Identify how these actions impacted performance measures for this process.

a.  The average client waiting time reduced less than one minute.
b. The level of overproduction reduced to 10 percent which is the acceptable limit
c. Performance appraisals indicate workers has an average score of 7 out of 10
d. Monthly sales increased by 15 percent on average.

7. Identify lessons learned during this kaizen event.
a.  Need for having adequate human resources to ensure a continuous flow of activities.
b. An organization should have effective leadership that ensures resources are fully utilized
c. An organization should provide their s sufficient resources to minimize movements as a result of sharing resources.

d. There should be a clear communication channel 

e. An organization should always have structures in place that motivates employees.
