Netwerk

Ontdek de kracht van Lean en Best Practice:
"Sharing ideas and best practices makes us all stronger"

WIE WIL DELEN KAN VEMENIGVULDIGEN !
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Customers are no longer willing
to pay for “waste” in our internal

administrative processes.




LEAN OFFICE

INNOVATION

Eradicating waste ts important
because up to 90% of all

office pracess steps

are waste.

in the office; waste can masgjuarades
as productive work.

o Converting formats

Approvals OF ALL Data discrepancies

- \ ally
e R S W O R Manually checking electronic data
Missing data

Defacts DONE IN
Handolfs THE OFFICE IS
tncizmar orincorrec! data

Incomplete work WA I E
y Unnecessary data

Redundant data inputs

Multitasking Thase Ak some af was:es

as thoy appear
Rigid hieraichy nithe oliie Ineffective meetings
Searching Lack of traning
Task switching Mishandled contlict
Useless information Mearruplions Turneyver
Waiting / delays Unsafe conditions Unclesr sponsorhip norms & boundartes

Emotional waste: unnecessary frustation, stiess




Lean
Development

* LEAN OFFICE

an
Administration

Lean

e — CONTINU VERBETEREN

r

Companies are increasingly recognizing that people are
becoming the critical factor in a business’s success.

Lean

Lean
Management

Supply Chain

Lean
Production

The major challenge is to organize skills development in such a
way that, in conjunction with work processes and production
systems, they directly contribute to achieving the
organization’s goals and ambitions.

Lean Enterprise

ecological social

Because it’s not a matter of doing even more,

Leadership and Culture (Lean Leadership)
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e e Y s Lom Bates but rather of working efficiently and smartly
Factory Development Production and Service
= R B
and
ergonomics (Lean (Lean (Lean Sales
Development) Production) and Service)

7 7 R 1
[ - [

Administrative Processes (Lean Administration)




Without 55
methodology

People don't want to be changed; they want to be part of the change!
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Continuous Improvement Process (CIP)

A guided process to reach our strategy and contribute to our vision

CIP

A guided process
to reach our strategy
==ane=cantribute to our vision

”

Lean indirect areas PS, A3, Six Sigma
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Stap 1: Verbeteringsvoorstel van medews
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Tow}rdga learning %gaﬂzation and feedback culture

L EE

. . . . Own initiative, spontaneous,
Guided, Continuous, systematic improvement, additional improvement,
within own responsibility area

outside own responsibility area




“CIP Hexagon” : 6 elements -> Goal
CIP (Continuous Improvement Proces) =

Leadership ®

A guiding process that:

Associate
involvement

drives continuous improvement
spans all departments

involves all employees

vV V VYV VY V

realize strategy and objectives

FOCUSED CONTINUOUS IMPROVEMENT 9



CONTINU GERICHT VERBETEREN @ OFFICE

Business Excellence

Department strategies
(16 indirect areas)

Top 3 improvement topics
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Evaluation and prioritization
of business processes
(with associate engagement)
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CIP process

Strategy Allignment

Define Improvement
Areas

Deployment CIP program in each iA

Program follow up

Define RBBE
PC hstra?tegv and
usiness case

CIP

rwimy W
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Leadership
Guidance +
Process
Confirmation

SK CIP (6 sigma)

Indirect Areas

Translate RBBE
strategy/business

case to
departement level

Define Top 3
Improvement
areas

Regular
(monthly) CIP
meetings

Top 3+

Actions

System CIP

Point CIP

Feedback on
CIP method
and self
assessment

Feedbackon

Benefits




Proces confirmatie

PROCESCONFIRMATIE EN PLANNING SK

Verantwoordelijke Datum Uur

26/02/2014 |09:00-09:30

27/02/2014 |16:00-16:30

21/02/2014 |14:30-15:00

19/02/2014 |10:30-11:00

19/03/2014 |16:00-17:00

19/03/2014 |16:00-17:00

o ' Continuous Improvement Process (CIP)

o [ | e "

£

27/02/2014 |16:30-17:00 ¥ Beschrijving Thema

3/03/2014  |14:30-15:00 4

3/03/2014  |10:00-10:30

4/03/2014  |12:00-12:30

HRL
HRL
EGT2
BPS-CIP
TEF
PQA
[MFRe _ISte
MFR4
MFR2
EGT4
EGT2
EGT2
EGA
EGA
EGA
BPS-CIP
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Process end of life :
reduction waiting time > 50%

Internal complaints :
getting all information,
first time right

Improving quality
of 8D reporting




Self assessment Tool
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Working on the right processes & focus Topics

Values

OPEX
Bosch Business Syst m
cornpehenoes

Be Better

Busmess ExceIIence
Focus on CIP

mmmmmmmmmmmm

CIP process Department SAT




CASE :
Makigami Workshop
swimming lanes






LEAN
OFFICE FLOW

MAP THE INVISIBILE WASTE

N
SVAERY s
WAITING FOR
APPROVALS

REQUEST APPROVAL PROCESSING

Q&0 e

DELIVORY = C
I I 0

@ Waiting for approvals CVERPROCESSING

& Rework

@ Overprocessing EHR
-

Lean Office and
Service Simplified
The Definitioe How-to Guide

LEAN

_...\....\.

IyIMAIA

WWW.LEANLEAD.BE

4 stappen model in office |
1 Formuleer de waarde voor de klant
2 De werkwijze & verspilling in kaart brengen
3 Laat de informatie die de klant vraagt

viot doorgaan = FLOW

4 Elke dag verder verbeteren




S\N|m|a ne D|agram — Wat |S het ? » Swimlane Diagram of Makigami = techniek om een proces te

visualiseren waar product niet of minder visueel is

» Makigami = Japans voor ‘Rol papier’

» Visualiseer Current State om de waarde-toevoegende stappen
& en verspillingen te leren zien en begrijpen.
2 || oo » Beschrijf het werkelijke process met medewerkers die het zelf
) & uitvoeren
e o L amas f |t |
$ e ki ’ e "':' » Nadien bepaal je Dream State en/of Future State en bepaal je
g 3 J T - een verbeterplan

o

LEAN LEAD

Takingthe Lead with Lean




Swimlane Diagram —Waarom?

Swimlane Diagram (Makigawi)

* Proces met meer parallelle flows en veel
beweging van product of documenten tussen
afdelingen

* Vaker toegepast in transactionele flows ( Labo
/ Diensten / Office omgevingen )

* Tijdsanalyze van Doorlooptijd, Behandeltijd en
Waardetoevoegende tijd

Value Stream Mapping

Proces met meer sequentieéle flows (van A naar B
naar C naar klant)

Vaker toegepast in productieomgevingen met
output van veel fysieke producten

Vertaal WIP in wachttijd

Tijdsanalyze van Omstellingen, Proces Tijd en
Cyclustijd

Bereken PCE (Process Cycle Efficiency) ()

LEAN LEAD

Takingthe Lead with Lean




1. Bepaal Scope

Swimlane Diagram —Hoe?
Dgmm

4.:‘,’.”,.;” Implementeer &
Verbeter
‘-/ Continu

2. Visualiseer
Current State

6. Bepaal 3. Bepaal
Actieplan Kritisch Pad

5. Brainstorm
Verbeteringen & 4 e[l ()
Pijnpunten
Future State LEAN LEAD

Takingthe Lead with Lean




Waarom Continu Verbeteren (Cl)?

o

LEAN LEAD

Takingthe Lead with Lean




Case & Betrokkenheid medewerkers

»Doel Traject = Zorg ervoor dat we sterker worden, als team, door samen te werken in een verbeterproces
dat we zelf invullen en richting geven!

Hoe?
»Vertrek vanuit objectieven Management en bepaal in groep de beste Use Case lH ,!l "

» Breng voor de training en het verbetertraject mensen samen uit elke afdeling
» Mix enkele team-oefeningen doorheen de Workshop-dagen

» Luister naar elkaar

» Geen enkel idee is een slecht idee

> Bepaal als Team ZELF de prioriteiten binnen het gegeven kader

»Snelheid van training en workshop op ritme van het team

» Lage interactie van Manufacturing Director om Teamleden zelf het mandaat te geven

LEAN LEAD

Takingthe Lead with Lean
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Start met ‘Voice of the
Customer’

{ Bepaal Scope via SIPOC J

Bepaal High Level Proces J
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* Keuze bepaald door
Cirkel van invioed van (
Verbeterteam LEAN)L -

Takingthe Lead with Lean



Stap 2 — Bepaal Current State

{ Team 1 —Proces 1 — Engineering Run J { Team 2 — Proces 2 - GMP Run J

LEAN LEAD

Takingthe Lead with Lean




/ » Met rode stift: kritisch pad

"

> Met Groene/Blauwe/Rode

bolletjes:
> VA
> BVA ‘

> wA @

\
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» Bepalen van gemiddelde
doorlooptijd per blok
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> Rode Post-it = Pijnpunten via
bevraging aan de groep
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Takingthe Lead withLean



Stap 5 - Brainstorm Verbeteringen & Future State

> Doe een Brainstorm en priotiseer { » Oefening op één deelproces: Current naar Future State + TODO }
verbeterideeén via Impact-Effort
Matrix
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Verbeteracties uit Brainstorm » Brainstormtechnieken voor

( Grondoorzaakanalyze via mogelijk verbeteracties
: Fekiese L Visgraatdiagram en 5xWHY (Brainwriting en Anti-Oplossing)

quantor¢

akingthe Lead with Lean




Stap 7 — Implementeer en verbeter continu (via Plan-Do-Check-Act)

» Proces-Swimlane
» Pareto-analyzes » Actielijsten per Cl-Project
» Acties rond 5S







Working on the right processes & focus Topics

Values

OPEX
Bosch Business Syst m
cornpehenoes

Be Better

Busmess ExceIIence
Focus on CIP

mmmmmmmmmmmm

CIP process Department SAT




Which result was intended?

» Culture Change by Implementation of a guided CIP hexagon Process :
« Leadership
« Process
Continuous
Improvement
All areas
Employee involvement
Goal achievement

» Policy Deployment Process indirect areas
» >90% coverage and min: 1/ max: 3 improvement topic/department

» CIP self assessment > ED target

Which benefit was realized?

Increase associate engagement (bottom up approach)
Culture change @ Office

100% Policy Deployment at department level (15)
95% TOP 1-3 topics
88% Regular CIP meeting

SAT > TARGET

> 40% Complexity and LT reduction
Total : 624.000 saving



What did we learn?

»Strategy Translation to effective department focus topics is key

» Improvement topics are not always cost related and difficult to track by improvement KPI
»Improve Problem solving Lead-time +/- 6M ->3M

» Define clear PDCA/A3 responsibility and get commitment

» Improve recognition and celebration from good practice

»Get CIP best practice and expert from outside for new energy and expertise

» Risk to focus on project and not at Cl culture



it

VSDIA

Associate Survey
CIP in regular meeting
Transition Workshop
Management Dialogue

Original situation
meticulous & careful




LEAN OFFICE LEADERSHIP : 5 DIMENSIONS

Targets for Lean

Increase of customer
satisfaction by focusing
on customer needs and
demands

Increase of associate
satisfaction by involving
team members and

__________
——————

iticrease of productivity
by elimination of wastg”
Imprevententof-=-~__
c@llaboration ¥
within the=-----"""
organization

What does “Lean” mean? - 5 Dimensions

Processes
« Effective & efficient

* Transparent
» Customer-oriented

Team performance
- Team efficiency

« Transparency of work flow

» Quick escalation path




Analysis & design
tools Lean leadership




Productivity
25% 30%

o\©

A\
V' 15%

Effectiveness & Efficiency

» Focus on customer
demand and value add

% Learning to see and
eliminate waste

Work smarter not harder oFrum Manager to Leader

LEAN LEADERSHIP : 5 DIMENSIONS

Leadership

o o B
e e - ey

AR

Focus on employees

2> |Implement feedback
culture

> Act as a coach

> Encourage problem
solving

Continuous Improvement
Ability to continuously improve way of working

Driving
continuous
people improvement

Enabling

Satisfying your
customer
Process

: s Problem
Skills Matrix
confirmation Solving
Personal Capacity TIP
Coaching Management Management

Best
Practices

Sit-ins /




Tools : Sit-in & Proces Confirmation

Conduct DILO observations

Day in the Efe of (DILO)

[T
Mame- [
Rl

Tma [Actvin Code [eommures |

EXAMPLE: Time log analysis shows managers do not spend enough time on
Perf. Mgmt., people support and CI

M performance meeting [l Coaching teams [l Continuous improvement [l Meeting Operational [ admin [l Others

Current Ideal

Performance meeting ——
Shap flaor

Team coaching

Backupream —— Performance management
Continuous improvement —
Meeting
Operational process ———|
Safety investigation )
Firefighter problem solving
Admin/mail ————
HR manitoring

Budget

Coaching des équipes

17% Continuous improvement H
N ﬁ

10%
= Bridging organizational barriers
. |
i E

295 Others
1 2 3 4 5 & 7 8 3 10 11 12 13 Average
Production Quality Logistics
L] Key findings Key findings —
= Managers dedicate 13% of their time in managing performance - Some managers spend an SIgNIfIcant amount of time on operational tasks
= Managers dedicate 11% of their time in coaching their direct reparts that should be partly handled by their teams
= Managers dedicate 5% of their time in continuous improvement = Time spent in meetings 0 be on the shop-
= Managers dedicate 55 % of their time in other tasks

Source: Seif-ticking for 5 days of each Manager




MANAGER -> LEADER

Drive your Guide your Leverage your
IMPROVEMENTS
( A 4 h 4 w W w )
wiIRCRINS - - ﬁa
ACTION LOG! STANDARD
CAPACITY KEY PERFORMANCE TACTICAL IMPLE- OPERATING
CLIENT TEAM MORALE p, PROBLEMS

Y MANAGEMENT /

\ INDICATORS J

-

J

TEAM PLANNING
\ J

\ &

|
\MENTATION PLANJ \_ PROCEDURES

J




Example of performance management activities

Whiteboard for daily shopfloor meeting

Best Prac-
tices/success
stories

Capacity
management
(monthly)

Prioritization KPI
of tasks (daily) development

Team
morale

Daily shopfloor
meeting

Problem
solving

Structured problem-
solving

Performance

management

activities lead
to higher

| efficiency

through
problem
identification,
actions
definition and
priorities
alignment




Weekly capacity
evaluation

Team mood

WB agenda
and rules

Open Point List

Daily capacity
evaluations
with main
derivable
/meetings/...

Long term

absence Sit-ins planning

planning (when; who)
(e. g. Holidays)

performance




The result of 2 years
in operations =IT is
using a white board
and post-it!!

Daily
priorities

Monthly
Workload tasks to level
~ workload

per task



LEAN OFFICE LEADERSHIP

Lean Office — what does it mean?

Reducing unnecessary work (“waste”) and at the same time gaining more
space for value-added activities

But it is about far more than just increasing efficiency.

Lean management provides managers and associates with new tools
which both groups will improve

Associates actively address problems,

-> resolve them within the group,

-> share their knowledge with each other

-> managers benefit from greater transparency,

- > gain a better understanding of the tasks undertaken by their team
-> appreciate their potential and constantly develop them




LEAN Al

TECHNOLOGY

X

BEHAVIOR MANAGEMENT

~ Getting Started with Al

The Al Revolution Comes to Lean Office

Al eliminate the biggest sources of waste, those that were previously
invisible or too complex to address. Whereas traditional automation
could only follow strict, predictable rules, Al can handle
unstructured data, recognize patterns, and independently improve
processes.

1. Eliminating Waiting and Searching (Information Stock)

2. Preventing Errors and Corrections (First Time Right)

3. Automating Extra Processing (Overprocessing)

4. Optimizing the Value Stream (Process Mining)

5. Leveraging Human Talent (From Data Clerk to Problem Solver)

Al enhances Lean
but your team needs to put it into practice

Al... CONTINUOUS IMPROVEMENT
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