
lean six sigma fundamentals

The DMAIC methodology outlines how to analyze a process, define what adds value and what doesn't, and
make changes to achieve an efficient process free of waste.

the 7 wastes

the dmaic methodology

Define the scope of the problem and determine project objectives
Measure the current process, validate the measurement system, and
quantify process performance 
Identify potential causes of issues and non-value add process steps
Generate a list of recommendations 
Create a monitoring plan and finalize the transition to a streamlined
process 

Remember TIMWOOD to identify possible areas of waste and work to eliminate them:

Transport: Are you moving things around too much?
Inventory: Do you have extras laying around?
Motion: Do you have extra steps in a process?
Waiting: Does your process have built in wait times?
Overproduction: Are you doing more than you should?
Overprocessing: Do you have unnecessary layers of approval?
Defects: Do you have to redo things to get it right?

 

Transport Inventory Motion Waiting

Overproduction Over-processing DefectsThe 8th type of waste is human potential. Front line staff are the 
 experts on our processes and see the flaws every day. If your staff 
 aren't encouraged to communicate their ideas to management, inefficient processes will continue.

Sort: keep only your essential tools
Set in Order: arrange and label items in their place
Shine: clean and inspect the work area
Standardize: be consistent
Sustain: enforce your new standards

5S is a simple, fundamental, systematic approach to creating and maintaining a clean, orderly, and
high-performing workplace utilizing visual controls. This rapid improvement method can improve the
efficiency of your work space by cleaning and organizing.
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the 5s methodology



process mapping

First, choose your process and your team. You’ll need front
line staff, decision-makers, and outsiders with no bias to
capture and analyze your process.
 
Then, gather your materials: sticky notes in multiple
colors, butcher paper or a large, blank wall, and lots of
markers.
 
Start mapping out the process together. Be sure to
capture every step and every decision as you move along.

• Try not to draw lines or arrows directly on your map, you may need to move steps later and the
lines will point the wrong way.

  
• Transfer your finished map into an electronic version for easier sharing. Microsoft Visio,
Powerpoint, Lucidcharts, and Smartdraw are all great software options.

Tips for Success:

Value Added: These activities add value for your customer and move the
process forward.

Business Value Added: These activities are necessary for future steps and
add value for you, but don't add value for your customer.

Business Non-Value Added: These activities have to be done but don't add
value for you or your customer. Government work involves a lot of "we've
always done it this way" steps. BNVA steps should be eliminated, if possible. 

Non-Value Added: These activities don't add value for you or your customer
and aren't necessary. NVA steps should always be eliminated from a
process. 
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Start or End

Step

A function or task in the
process. Shoot for one step per
post-it if possible.

Decision Point

A yes or no answer to lead to
the next step. You may need a
series of questions to capture
all the paths in a process.

Celebrate every end point in
a process.

Process Mapping Elements

Assigning Value to Steps:

After you’ve mapped all your process steps, it’s time to assign value to each one. All
steps can be categorized by the value that they add (or don’t add) to a process.

Remember: It's about the process, not the people!

Your process map may be very detailed or very high level,
depending on your needs. Your map allows your team to
picture the work being done outside of the agency
hierarchy.

Process mapping is used to improve efficiency. Process
maps provide insight into a process, help teams
brainstorm ideas for process improvement, increase
communication, and provide process documentation.
Process mapping will identify bottlenecks, approvals
issues, wasted steps, and mistakes.


