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May MEETING
Tuesday, May 20™, 2008

Sstitute of Sndustrial Kngineers

Calendar of Events

May 20", 2008 (Tuesda Time: Networking/Refreshments - 6:00pm, Tour: 6:30pm
IE Xﬂarch Meeﬁﬁ]g 4 Place: Hicksville, NY
Topic: Details on right Meeting Fee: no charge, A Lite buffet/dinner/refreshments will be
provided
June, 17", 2008 (Tuesda L .
Topic: Merchant (l\/larine Ay():ademy ) This is a joint event with the Long Island & NY Chapters of IIE & SME
Visitin Kings Point, NY (Tentative) Preregistration Required (see back page)
INSIDE THIS ISSUE ropic: JOUr Of Cooper Lighting

Host: Frank Zagari, MVP & Lean 6-Sigma Specialist
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Tour 1833 as an iron foundry that made plows, hog troughs, kettles and stoves.
The merged companies of Neo-Ray Lighting from Ridgewood, Brooklyn and

ey | ALLITE Lighting from Maspeth, Queens were relocated to the current facility

Visit IIE Long Island in Hicksville, NY in early 2004.
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Review of April Meeting

LEAN for the Office

By: Tom Fiorella

topic of Lean for the Office for the first meeting held in

Manhattan since 1999. Besides several Metro Chapter
members, including two past Presidents, there were several members
from Long Island who traveled on the Long Island Railroad into
conveniently located Penn Station, just steps from the meeting location
held at ADP's conference room on the 23rd floor of One Penn Plaza. The
conference room with its large windows provided a wonderful view of the
New York skyline including the Empire State Building.

Richard Lanna from ITAC (Industrial and Technology Assistance
Corporation) provided a comprehensive presentation on Lean for the
Office. ITAC is an economic development organization that provides
business consulting services, technical assistance, and training programs
to manufacturing and technology firms in NYC to help them be more
profitable & competitive.

There seemed to be plenty of interest for the April meeting

Richard Lanna

Rich indicated that the objectives for the evening presentation
were to understand and recognize the various characteristics and benefits
of a lean office vs. a traditional office environment and how the Lean tool
set that are usually applied in manufacturing can also be applied in an
office setting.

Lean as defined in the MEP (Manufacturing Extension
Partnership) Network is “A systematic approach to identifying and
eliminating waste (non-value-added activities) through continuous
improvement by flowing the product at the pull of the customer in pursuit
of perfection” Value-Added is defined as activity that adds to the market
form or function of the product or service. These are things the customer
is willing to pay for! On the other hand, Non-Value-Added (NVA) is any
activity that does not add market form or function or is not necessary.
These activities should be simplified, combined or eliminated. One of the
focuses of LEAN is to Eliminate NVA Wastes. Typically 95% of Total Lead
Time in a manufacturing process is due to Non-Value-Added Activity!
There are 8 NVA wastes which are: 1-Defects, 2-Overproduction, 3-
Waiting, 4-Not fully utilizing people, 5-Transportation, 6-Inventory, 7-
Motion, & 8-Extra Processing. Good way to remember the 8 wastes is to
take the first letter of each, which spell’'s DOWNTIME.

Some examples of waste that can exist in an office environment
are:

+ Defect - Order entry error, Improper lighting, No standard work,
allowing individual methods, Paperwork does not match, Entering
information without a form, No checklists, Software incompatibility

» Overproduction - printing documents earlier in batches due to long
changeover time, Processing documents twice just-in-case,
prepare monthly reports early, shotgun approach for analysis
instead of a focused approach, multiple bosses and/or jobs cause
wrong order of jobs, memos to everyone, e-Mail replying to all
when not necessary

« Waiting - waiting for printer to warm-up, Printer or computer
break-down, mail delivery within the firm, different work schedule
of team members, attendee not all on-time for meetings, waiting for
signatures, folders piling up in bins

« Not fully utilizing people - limited functional responsibilities,
bypassing procedures to hire a favorite candidate, start using
system software without prior training, qualifications unclear, not
providing opportunity for growth, temporary workforce

» Transportation - copier is too far from desk, paper and stapler kept
away from printer and copier, no signs identifying areas or
departments, walking back and forth to correct mistakes, long
travel for small amount of documents, poor office layout

« Motion - keeping forms far from reach of employee, looking for
items because they do not have a defined place, unfiled papers,
not grouping similar orders, saving files forever, employee working
by experience instead of standard method, make a draft before
preparing formal document

« Excess (NVA) Processing - re-entering data, printing & mailing,
faxing, overnight mailing, e-mailing the same memo, lack of proper
instruction for filling out form, repetition of same information in
different forms, use of different software in different departments
when processing an order

Some of the tools of LEAN that are used in manufacturing and
can also be applied in the office such as: standardized work, the 5S
system, visual aids, efficient layouts, quality at the source, point-of-
use storage, batch reduction, cellular flow, pull/Kanban.
Standardized Work minimizes variation. Operations carried out safely
and consistently with all tasks organized in the best known sequence
and using the most effective, cost-efficient combination of resources.

The elements of 5S system traditionally are applied in the
factory but can also be very useful in the office. 5S consists of the
following:

« Sort - what is not needed; sort through, then sort out, using red
tags; “When in doubt, throw it out!”

+ Set in Order - what must be kept; make it visible and
self-explanatory so everyone knows what goes where

« Shine - everything that remains. Clean equipment, tools and
workplace.

+ Standardize - Create rules and visual controls for maintaining and
controlling the first 3 S’s. Make them a habit or ongoing routine.

« Sustain - the 5S routine, through training, communications and
self-discipline, is spread to all other areas.

In the visual workplace simple non-verbal signals provide an
immediate understanding of the workplace situation or condition.
They are efficient, self regulating, and user-friendly.

Utilizing a Cell approach in an office environment starts with
the linking of people and processes into the most efficient combination to
maximize value-added content while minimizing waste. Defining the cell
is a 5-step process. 1-Group similar products into families, 2-Establish
total Customer Demand and Takt Time to pace the cell, 3-Review Work
Sequence, 4-Combine Work in a Balanced Process, & 5-Design Cell
layout. The goal of Takt time is to produce to the demand.An example of
Tack Time in the office is: Takt Time = Work Time Available / Number of
Documents Processed (30 Minutes / 13 Docs = 2.31 Minutes/Doc).

Another important ingredient in a LEAN program is cross-
training, which will lead to better communication, faster feedback, support
and assistance, same understanding, dealing with complexity, problem
solving, improved flexibility and response time.

So what is the key to a successful LEAN program? For one
the support of top management is essential. Other key elements includes
the following: (Continued on page 2)







