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Review and adapt to your own process

Lean Quick Wins Toolkit
Three small tools you can start this week. None needs a budget or a consultant. Print them, use them on one area, and let the results make the case for
doing more.

1. 5S CHECKLIST: DO ONE AREA, NOT THE WHOLE FACTORY

Step What to do Done

Sort Remove everything not needed in this area; red-tag anything you are unsure about ☐

Set in order A place for everything that remains, logically arranged and labelled (shadow board for tools) ☐

Shine Clean the area properly; fix small faults you find while cleaning ☐

Standardise Agree and display the standard for how the area should look ☐

Sustain Short, regular check that the standard is held; owner named ☐

2. DAILY HUDDLE BOARD (10 MINUTES)

Same time each day, standing up. Three questions, three KPIs.

What went well?

What did not?

What needs help today?

KPI Target Actual

Output

Quality / right first time

On-time delivery

3. FIVE WHYS TEMPLATE

Ask "why" until you reach a cause you can fix, not just a symptom.

Problem / defect:

Why 1?

Why 2?

Why 3?

Why 4?

Why 5? (root cause)

Action (fix the cause, not the symptom):
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