Office Kaizen Charter [Template]

	Subject
	Create a continuous flow production schedule process
	Sponsor: Jane Doe

	Background
	· The existing production scheduling process involves three departments: engineering, sales, and production. 

· Customer service scores have declined since the merger and relocation 9 months ago. Two new products have been introduced, one of which has had production quality problems. We have not received support information for the new products.

· It currently takes three weeks to collect and report performance metrics. Leadership is wants more current information with which to make decisions.

	Targets
	· Reduce the cycle time of order entry process from 9 minutes to 5 minutes

· Balance workload to pitch of 10 orders per hour

	Boundaries
	Includes:

· Order entry

· Credit and accounting

· Purchasing 

· Outside sales
	Excludes;

· Engineering

· Manufacturing

	Timeline
	Preparation: August 10 – September 25

Office kaizen: September 27 – September 29

1-2-3 Reports: October 29, November 27, and January 5

	Team members
	Team leader: Prem Kumar

Team members: 

· Benjamin Ng

· Jerry Oakman

· Irma Nyseth

· Armando Lopez

· Shin Siev

· Carol Tibbets


