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t he Modern Lean
O fice uttana
April 19th, 2020
- Lean is not
just for
manuf act uri ng
envi ronnment s but
al so the office
Thi s course
provi des cont ext
for the npdern



office in the
Lean worl d You
wll |earn the
characteristics
of a Lean team
t hat pronote
group goal s

t eammor k and
coope

ration'' Lean
Ofice



Power Poi nt Fl evy
April 21st, 2020
- Lean Ofice is
a managenent

phi | osophy based
on the Toyota
Producti on
System TPS Wth
Lean O fice you
will be able to
enhance val ue



for your

cust oners by

| nprovi ng and
snoot hi ng

adm ni strative
process flow and
el i m nating
waste in the
office Sinply
put by being a
Lean O fice you



wll be able to
I ncr ease
productivity and
Create greater
cust omer val ue

with | ess
resources By
t eachi ng'
"I npl enenti ng

| ean office A
successful case



I n public sector
April 28th, 2020
- Lean has al so
been applied in
the office

envi ronnent
however
participants in
t he

I npl enment ation
of Lean O fice



face nore
difficulties
because of

hi gher vari ation
in office
processes

| ess' ' Lean
Ofice

May 3rd, 2020 -
As a Lean
consul tancy we



are passi onate
about sinplicity
and Lean is a

m ndset that we
apply in all our
areas of
activity In our
blog i f we enjoy
t al ki ng about

| ean office of
course we al so



are keen to
share our

t hought s about
how neeti ng your
busi ness

obj ectives is
nor e about
managemnent
skills coachi ng
and | ess of just
t ool s’



"Lean For O fice
Adm n

April 28th, 2020
- Lean for

O fice and

Adm ni stration
Overvi ew of Lean
for Ofice and
Adm ni stration
Lean i s not just



for the factory
shopf | oor Lean
Is al so
appl i cabl e and
shoul d be

I npl enment ed
beyond t he
manuf act uri ng
floor ? into the
sal es adm n
human resour ce



fi nance support
anp other office
functions'' 11
Principles of a
Lean O fice PDF
May 3rd, 2020 -
A Lean office
has miniml WP
A maj or goal of
Lean is reducing
or elimnating



work in process
It speeds up

| ead tine
reduces

I nconsi stency in
t he custoner
experi ence and
elimnates a
maj or source of
waste A Lean
office strives



for flow Flow is
one of those
concepts that
you?l | know when
you see In short
It is the art of
bei ng abl e to'

"Lean OFfice
Lean Val ue
Sol uti ons



May 2nd, 2020 -
Lean OFfice Mbst
traditi onal
applications of
Lean tools have
f ocused on
manuf act uri ng
oper ati ons and
paid little
attention to all
of the things



t hat have to

t ake pl ace

bef ore an order
actual ly gets
rel eased to the
shop floor In
fact across

I ndustries these
activities
account 90 of
quot ed | ead



tine''Lean
Ofice Ofice
Li ve Kai zen

O fice Live
May 1st, 2020 -
Lean office

f ocuses on

ef ficient

adm ni strative
processes The
key goals are to



strengt hen the
petitive edge in
terns of quality
cost and tine of
services offered
by the pany

| nprovi ng the
wor k fl ow

ef fective

nmuni cati on and
document ati on



ani zation are
sonme of the

ef fects of
gradual | ean
processes'
"What is Lean
O fice Not just
a 5S but val ue
to custoners
May 1st, 2020 -
Lean Office is



not only 5S
Mainly there is
t he confusion
about the fact

t hat you have a
Lean OFfice when
you have done
the 5S This is
VWRONG Surely the
5S is very very
I nportant and is



t he base for a
Lean OFfice but
It is just the
starting point
In reality you
have to focus on
t he process and
see where the 7
wastes are in
your tasks’
"Lean O fice



Onl i ne Applying
Lean Principl es
to the Ofice
May 1st, 2020 -
Lean O fice
Trai ni ng anp
Certification
Lean O fice
Oline is

dedi cated to
delivering the



best i nformation
about | ean
principles and
maki ng it
accessible to
everyone t hrough
Its online

trai ning courses
Qur clients are
I ndi vi dual s

gr oups and



ani zati ons t hat
want to know how
to i1 npl enent

| ean techni ques
to inprove their
busi ness
practices'

' Lean
Manuf act uri ng
concept Lean
Ofice



May 1st, 2020 -
Lean OFfice A

| ean office is a
termthat refers
to an office

adm ni stration
or back office
support
operati on which
appl i es and
makes use of the



| ean principles
or | ean
manuf act uri ng

I deol ogy to
achi eve snoot h
wor K processes
and enhance the
fl ow of
information to
achi eve nore
efficient outes



and

pr
oductivity'' Wat
Is a Lean O fice
Opt i mum Desi gn
Associ at es

May 3rd, 2020 -
A lean office is
t he application
of the Lean

phi | osophy to



front end
processes In the
early 1990 s
Toyot a
Manuf act uri ng
devel oped the
concept of |ean
I denti fying

ei ght categories
of process waste
or nuda'' Lean



O fice Training
Courses Lean
Manuf act uri ng
April 25th, 2020
- The | ean

of fice training
course gui des
partici pants

t hrough a m x of
cl assroom styl e
| earning with an



I nteractive live
simulation to
provi de hands on
experi ence
Reduce cycl e

ti nes Reduce
Wrk in Process
W P Reduce costs
| ncr ease
capacity | nprove
| ead times



| ncr ease sal es
| ncr ease
productivity

| nprove quality
| ncr ease
profits'

"Lean In The
Ofice What | s
Wast e
Manuf act uri ng
net



May 2nd, 2020 -
3 Correct nuch
of what you do
in the office is
not the sane
every tinme and
so the Lean
approach to
measuri ng waste
must be re

t hought



simlarly

?val ue? i s not
easi |y defined
for processes

t hat do not
directly produce
product Here is
where | have
experi enced nost
of my argunents
about Lean in



t he office'
"Lean O fice

| mpr ovi ng
Transact i onal
Processes with
Lean

April 27th, 2020
- Lean O fice
| mpr ovi ng
Transacti onal
Processes with



Lean This one
day training
course is

desi gned for

I ndi vi dual s and
t eans who wor Kk
in offices or
supporting
functi ons and

t he service
envi ronnent You



w il | earn about
Lean tools how
to identify
wast e streanl i ne
and i nprove
process delivery
efficiency'' Lean
O fice Gane Lean
Ganes

April 27th, 2020
- The Lean



O fice gane This
busi ness
training gane is
an experienti al

| ear ni ng

si mul ati on based
ar ound
processi ng

cust oner orders
for puter

equi pnment



Participants in
the Lean Ofice
gane are asked
to take on
various rol es
The gane

I ncl udes sal es
customer |iaison
fi1 nance

t ransport

| ogi stics



oper ati ons
war ehouse and
supervi si on'

" PPT

| ntroduction to
Lean O fice
Power Poi nt
presentation
April 29th, 2020
- Introduction



to Lean Ofice 2
What Does LEAN
Mean to You 3
Under st andi ng
Lean Definition
of Lean The

I dentification
and renoval of
wast e Lean
principl es

evol ved fromthe



Toyot a

Pr oducti on
System focus on
reduci ng cycle
time and

I ncr easi ng
process speed
The goal of |ean
Is to accelerate
vel ocity of any
process by



reduci ng waste
inall'"" Wat is
Lean O fice

Expl ai ned in
this Wi teboard
vi deo

April 29th, 2020
- 5S Lean 8
wast es Aphori sns
Busi ness | nsi der
Carey School of



Busi ness
Cont i nuous

| npr ovenent
Cycle Tine

Dem ng Fast cap
Cenba Acadeny
ltalian Just in
Ti ne Kai zen
Kanban Lead Ti nme
Lean Heal t hcare
Lean Logi stics



Lean
Manuf act uri ng
anp Kai zen Lean
Manuf act uri ng
Terns Lean

O fice Lean Six
Si gma M cheal
Balle Mnitab
Morni ng Meeti ng
CEE Ohno

Per sonal '



"OFfice The Lean
Ofice

May 1st, 2020 -
The Chal | enge of
a ?Lean Ofice?
Or gani zat i ons

of ten struggl e
to i npl enent
Lean in their

of fice

envi ronnents The



bi ggest
difficulty is
that the work
bei ng done is

hi dden behi nd a
puter screen and
It ?s assuned

t hat you can?t
st andar di ze
nmeasure and

| nprove this



work |ike you
woul d t he work
bei ng done on a
shop floor This
assunption is
not true and we
have seen

t renendous

val ue’

"Lean O fice



Consul ting Lean
Advi sors

April 22nd, 2020
- Lean Advi sors
Ofice

Adm ni stration
Consul ti ng
Prograns hel p
ani zat i ons
create

| nnovat i ve



of fice

envi ronment s
wher e service
excel | ence bees
part of the
culture Qur Lean
Adm ni stration
Prograns educate
and enpower s
enpl oyees to
make measur abl e



| nprovenents to
of fi ce based
processes such
as financi al
transacti ons
approval s or
cust oner
inquiries''6
Tips On How To
| npl enment A Lean
Ofice in the



AEC | ndustry

May 3rd, 2020 -
VWhile in this
post ny

obj ective was to
hi ghl i ght the

| nportance of

I npl enmenti ng
Lean office in
the AEC i ndustry
nmy the next post



wi || provide
nore exanpl es of
Lean office and
new t echnol ogi es
that will help
you to inpl enment
Lean in the
manageri al areas
Addi ti onal
Resources 1
Keyt e Beau anp



Locher Drew 2004
The plete | ean
enterp

rise'' Practicing
Lean
Fundanental s in
an O fice
Envi r onnent

May 2nd, 2020 -
Wor kshops
Practicing Lean



Fundanental s in
an O fice
Envi r onnment
Description This
two day workshop
has been

desi gned for

I ndi vi dual s and
t eans who work
in office and
service



envi ronnent s
that want to
gain a better
under st andi ng of
t he phil osophy

t hi nki ng and
acting wwthin a
Lean Enterprise
and how it m ght
benefit their
cust onmers



ani zati ons and
staffs''| ean
Lean Enterprise
| nstitute Lean
Pr oduct i on

May 3rd, 2020 -
The Lean and
Desi gni ng t he
Future Summts
are being
transforned into



a bi ned virtual
experi ence
taki ng place 100
online To
pronote safety
and good heal th
for nmenbers of
the Lean nunity
LEI is
suspendi ng al |

I N person



activities in
response to the
CovI D 19
out br eak’

"Lean O fice and
Adm ni stration
GTPE

April 30th, 2020
- An office is a
different worl d



than a factory
fl oor yet there
are many
opportunities to
| Nnprove
productivity and
quality In this
Lean O fice and
Adm ni stration
course you w ||
gain the skills



to make your
of fi ce operate
nor e
effectively'

"Lean O fice and
Servi ce

Uni versity of

M chi gan

May 2nd, 2020 -
Service



oper ati ons
account for over
si xty percent of
t he cost of
meeti ng custoner
demand Usi ng
Lean concepts
tool s and
processes this
five day
certificate



program presents
a structured way
to i nprove

qual ity reduce

| ead tinme and
serve nore
custoners

Wi t hout addi ng
resour ces'

" Four Principles
Lean in



Adm ni stration
April 23rd, 2020
- Learn about
Lean Managenent
Princi ples and
how t hey can
hel p your pany
el i m nate waste
and create val ue
for your
custonmers Four



Princi ples The
Lean Managenent
Experts An Abdul
Lati f

Janeel ' ' LEAN
OFFI CE The 5S
Store

May 3rd, 2020 -
The 5S Store 16
Lomar Park Unit
8 Pepperell NA



01463 Tel 978
842 4610 Fax 978
842 4633 NMon Fr
9am 5pm EST'

"An | ntroduction
to Lean Ofice
Process
Excel | ence

Net wor k

April 30th, 2020
- An



| ntroduction to
Lean OFfice
Benefits of a
Lean OFfice
Appl yi ng | ean
principles to an
of fice

envi ronnent can
have signifi cant
benefits in

I mpr ovi ng wor k



fl ow process as
a case study of
t he Feder al

Avi ati on

Adm ni stration
FAA by the Lean
Ent erpri se

| nstitute shows'

"Lean OFfice
Pl us FREE 750



Page Lean

Ref erence Qui de
May 2nd, 2020 -
For many people
the term ?Lean?
I medi ately
brings to m nd
Lean
manuf act uri ng
and i mages of
the shop floor



Wiile it is true
that the origin
of Lean
certainly stens
fromthese roots
cont i nuous

| npr ovenent
princi pl es have
taken hold in
the office and
are spreadi ng at



br eakneck speed
The Lean office
Is the result of
that m gration
of Lean into the
of fice

envi ronment '’

" Lean Thi nki ng
in the Ofice
Change



managemnment

April 29th, 2020
- Lean Thi nki ng
in the Ofice
Organi ze

adm ni strative
and office
processes by

val ue stream

rat her than
function By Drew



Locher Much of

t he unt apped
potential for

| nprovenent in
an enterprise?s
productivity

| i es beyond the
shop floor in
non production
areas |If the
goal is to be a



| ean enterprise
then apply | ean
busi ness
practices to all
areas'' The Lean
O fice Login
April 23rd, 2020
- Your usernane
has been | ocked
out Pl ease use

t he Fot Password



[ i nk bel ow or
contact support

t hel eanoffi ce
net for

assi stance'' Lean
Si mul ati ons
Paper wor k

Si mul ati on Lean
Ofice

April 20th, 2020
- Fromthe state



of M nnesota
Lean website the
very sanme site

t hat brought you
Standard Pig es
a sinple free
paper wor k
simul ati on | ean
ganme perfect for
your Lean office
roll out The



si mul ati on shows
the difference
bet ween bat ch
processi ng
paperwor k and
one piece flow
usi ng wor ksheet s
that require
sinple addition'
"Bui | di ng
dynam c | ean and



uni ver sal
packages for
Ofice

April 23rd, 2020
- Build | ean
packages by
renoving the
source files
fromthe
packages This
has nultiple



benefits Package
size is much
smaller from2 5
@B down to | ess
than 10
megabytes for
the ODT and its
configuration
file Instead of
pushing a 2 5 GB
I nstall package



to clients we
allowclients to
pul | what it
needs on demand
fromOfice CDN
whi ch saves'

‘Lean Ofice
Trai ni ng Course
ERC

April 24th, 2020



- As you | ook at
your own

adm ni strative
processes do you
see any of the
fol |l ow ng
problens If so
Lean O fice
training could

| Nprove your
results



substantially
and qui ckly
Cust oner s
call'ing
frequently
aski ng where
their orders are
or when wll be
ready for
delivery Quotes
and proposal s



take a long tine
to get
devel oped’

"Top 6 Lean
Ofice

| nprovenents TXM
Lean Sol utions
May 2nd, 2020 -
Tim McLean w | |
expl ain how you



can create a
Lean O fice The
Top 6
Departnents to

| npl enent a Lean
Ofice | was
recently tal king
to a friend who
had just pleted
an MBA at a
presti gi ous



Australi an
Uni versity'

"LEAN O fice of
Econom ¢
Vitality

May 2nd, 2020 -
The Local

Ener gency
Assi st ance for
Non profits LEAN



grant programis
almllion
grant program
initiated by the
Bl ueprint Interg
over nnent al
Agency Board of
Directors to
assi st | ocal non
profits inpacted
by the COVID 19



pandem c'

"A Lean Jour ney
The 8 nbn WAst es
in an Ofice

That
April 29th, 2020
- To identify

and elimnate
t he waste that
pl agues your



office learn to
Identify the 8
wastes in their
mani f est ati ons
Here is a |ist
of the 8 non
wast es of Lean
and sone ideas
about how t hey
mani fest in the
of fice



envi ronnent '

"Lean O fice

Sl i deShar e

May 1st, 2020 -
Lean O fice
Franmework a k a
Toyot a

Pr oduct i on
System 1
Stability Goal s



hi ghest quality
| owest cost
shortest | ead
tines 2

St andar di zati on
3 Just In Tine 3
Just In Tinme ?
Cont i nuous fl ow
4 Ji doka Ji doka
| nvol venent 5 ?
Separate man anp



? Takt tine
machi ne work ?
Pul | system 5

| nvol venent 4 ?

Abnormal ity
| dentification ?
Fl exi bl e'

"Lean OFfice
Definition MBA
Skool St udy



Learn Share

May 2nd, 2020 -
Definition Lean
O fice Lean
office is
defined as a
cost cutting
pressures higher
cust omer
expectati ons
slimrer margins



and condensed
| ead times are
chal | enges the
majority
manuf act urers
persistently
W t ness during
day to day

t ransacti ons
Lean Enterprise
IS a business



operating

phi | osophy in
whi ch client
val ue drives

I ndustrialized
processes has
provi ded a

expl anation for
many pani es by’

"I ntroduction to



Lean Ofice From
The News Room
April 28th, 2020
- Under st andi ng
Lean Definition
of Lean The

I dentification
and renoval of
waste ? Lean
principl es

evol ved fromthe



Toyot aLean
principl es

evol ved fromthe
Toyot a
Producti on
System f ocus on
reduci ng cycl e
time and

I ncreasi ng
process speed ?
The goal of Lean



Is to accelerate
vel ocity of any
process by
reduci ng waste

Iinall its
forns'' Lean
Ofice

April 29th, 2020
- LEAN OFFI CE
best ar af

dedi ker ede



konsul enter ned
hver deres

uni kke baggrund
Med utallige ar
I felten og
tusi ndvi s af
kundebesgg bag

os er vi | stand
til at lytte
forsta og

I nspi rere vores



kunder til en
mere effektiv
hver dag'

‘Lean for Ofice
and

Adm ni stration
Trai ni ng Kai zen
May 2nd, 2020 -
Lean for O fice
and



Adm ni stration
Tr ai ni ng

| nt roducti on
Lean O fice al so
known as Kai zen
O fice training
Is a critical
but often

negl ect ed

el ement to the
successful Lean



I npl ement ati on
In a Lean
enterprise Lean
managenent i s
not just about
streanl i ning
factory fl oor
processes it is
about
streanml i ning the
busi ness as a



whol e and a

maj or part of

t he business is
the office and'

"Lean For

Dumm es Cheat
Sheet dumm es
May 3rd, 2020 -
Lean For Dumm es
Cheat Sheet Lean



For Dumm es
Cheat Sheet Lean
For Dumm es 2nd
Editi on From
Lean For Dumm es
2nd Edition By
Natalie J Sayer
Bruce WIIli ams
To under st and
how to apply
Lean in any



ani zati on you
shoul d know t he
basi cs the
principles the
definitions of
val ue and waste
how to | ead
effectively and
how t o defi ne
and'

"LEAN of fice



LEAN

April 26th, 2020
- In the office
5S defines a

vi sual wor kpl ace
whi ch i ncl udes
el ectronic

I nformati on
files catal ogues
servers deskt ops
cl ouds e nail



etc In the puter
5S is a Lean

t ool which hel ps
to apply 5S
principles sort
set in order
sani tation

st andardi se and
sustain in

di gi t al

I nformati on



st or ages'’

"Val ue Stream
Managenent for
the Lean O fice
Ei ght Steps
April 27th, 2020
- Val ue Stream
Managenent for
the Lean Ofice
Ei ght Steps to
Pl anni ng Mappi ng



anp Sust ai ni ng
Lean

| nprovenents in
Adm ni strative
Areas Tappi ng
Don Shuker Tom
on FREE shi ppi ng
on qualifying
of fers Val ue
Stream
Managenent for



the Lean Ofice
Ei ght Steps to
Pl anni ng Mappi ng
anp Sust ai ni ng
Lean

| npr ovenents in
Adm ni strative
Areas' ' Hone The
Lean O fice
April 28th, 2020
- Join the



grow ng |ist of
pani es who use
The Lean O fice
for task

pl anni ng
tracki ng and

Vi s

ual i zation'' Lean
Adm ni stration
Lean OFfice Lean
in the Ofice



April 25th, 2020
- LEAN

Adm ni stration
LEAN OfFfice The
Effective Ofice
Make your O fice
and

Adm nistration a
source of
petitive

advant age by



I ncor porati ng
Lean O fice and
Lean

Adm ni stration
principles If
you are
responsi bl e for
an office

busi ness process
or are the

| eader of a team



responsi bl e for
an office

busi ness
process' ' Lean
O fice Lean
Advi sors Lean
Consul ti ng
April 25th, 2020
- Through a

uni que Val ue

St ream Mappi ng



Process Lean
Advi sors
consultants help
clients identify
t he root causes
of delays errors
bott| enecks and
needl ess
dupl i cati on
Consequent |y
Lean Advi sors



cust oners
dramatical ly
reduce the cost
of their

adm ni strative
processes ?
often by 50 or
nore ? while
boosti ng

enpl oyee
engagenent and



| npr ovi ng
overal | custoner
experi ence'
'Lean office
ridurre gli
sprechi ed
aunent ar e

| efficienza
April 30th, 2020
- LEAN OFFI CE e
mgliorare



| ?efficienza in
uf ficio G anni
Dal Pozzo Amm
Del egat o CONSI DI
23 Aprile 2015 2
Lean O fice una
defini zi one E

| ?appl i cazi one
dei principi del
Lean Thi nki ng
val ori net odi



strunenti a
tutti i processi
non produtti vi
per offrire ai
clienti interni
0O esterni un
servizio
mgliore
abbat t endo ¢l
sprechi costi'
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