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[bookmark: _Toc478135178]Introduction
1. Briefly describe the process and its purpose. 
What is the purpose of the process? 
What is the product? 
How many people are involved?
[bookmark: _Toc203376211]
Why this process would be a good candidate for a conversion to lean principles. 
[bookmark: _Toc203376212]
[bookmark: _Toc203376213][bookmark: _Toc203376394][bookmark: _Toc203376790][bookmark: _Toc203376912][bookmark: _Toc203377005]What are the anticipated benefits for making this a lean process? 
[bookmark: _Toc478135179]Organization
[bookmark: _Toc203376214]2. Create or provide an organization chart for the current process/product and who is involved

Place the current chart here.

Characterize the organizational structure and provide a rationale for it (Why is this particular structure in place?)

[bookmark: _Toc203376217][bookmark: _Toc203376397][bookmark: _Toc203376793]Provide a list of all participants who work on the process either directly or in support with a brief (one or two sentence) job description.
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3. Include a detailed value stream map of the current process/product.

Include a VSM chart showing the flow of the product or service in the process. The map should include the following:
· Accurate, with a good level of detail, and thoughtful map formulation.
· Legible, neat, and a professional level of quality. 
· Documentation of both physical value stream flows and information management system flows.
· Additional useful elements included such as data attributes, throughput, or inventories, etc.
· Identified opportunities for improvement such as delays or non value-added activity.
[bookmark: _Toc478135181]Summary, Interpretation, and Conclusion
4. Write a clear, concise summary of the proposal with a critical interpretation and conclusion. Include any information or considerations not covered above.
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