Kaizen Schedule: <Project Title>

	Logistics
	Agenda

	Kickoff

(1 ½ -2 hours)

<Date>

<Location>

<start and end time>


	Purpose:  Get everyone on the same page, answer questions, and provide a high-level Lean Overview.

Attendees: Sponsor, Team Leader/Project Manager, subject matter experts, and Facilitator(s) 

Agenda:

· Introductions

· Review and finalize Project Charter and Sign Project Commitment

· Learning: Lean Overview 

	Kaizen Event 

<Date(s)>

<Location>

<start and end time>


	Purpose: Improve the effectiveness and efficiency of products and services using Lean principles, methods, and tools.

Attendees: Team Leader/Project Manager, subject matter experts, and Facilitator(s) 

Agenda: (Day 1 agenda if proceeded by the Kickoff meeting)

1. Set team ground rules

2. Define Customers/Stakeholders and their needs

3. Define Success (The Ideal Process)

4. Map current state process

5. Assign process time and prepare process metrics 
6. Define process strengths and weaknesses (wastes, problems)

7. Define root causes of process problems (Fishbone diagram)

8. Brainstorm improvement ideas/solutions

9. Evaluate and agree on improvement ideas

10. Map future state process

11. Assign process time and prepare process metrics

12. Prepare Action Plan 

13. Define performance measures
14. If time: change documentation/forms (create standard work)

15. Prepare report out presentation 

	Check-in
<Date>

 (20-45 minutes at end of each day)

<Location>

<start and end time>
	Purpose:  Communicate progress, provide direction, and address issues.
Attendees: Sponsor(s), Team Leader/Project Manager, and Facilitator(s) 

Agenda:

· Provide progress report (Team Leader)
· Define and resolve issues and make decisions (Sponsor must sign off on recommended changes)

	Report Out 

<Date>

(60 minutes)

<Location>

<start and end time>
	Purpose: Share results from Kaizen event and answer questions.

Attendees: Sponsor, Team Leader/Project Manager, subject matter experts, Facilitator(s), and invited guests/stakeholders 

Agenda:

· Deliver report out presentation and answer questions

	Status Reports 

<Date>

30, 60, 90 day 

(1-2 hours)

<Location>

<start and end time>
	Purpose:  Ensure accountability and validate whether changes are achieving desired results.
Attendees: Sponsor(s), Team Leader/Project Manager, and Facilitator(s) 

Agenda:

· Review Action Plan and performance measures
· Identify and troubleshoot issues

· Adjust the action plan, process, and standard work

· Implement agreed upon changes
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