

LEAN METRICS CHECKLIST
Metrics are one of the cornerstone of successful Lean improvement efforts. The Lean Government Metrics Guide will help you understand and select metrics to support project implementation. This checklist will help you apply the concepts you read about in the Metrics Guide. It will help your team to select, gather information for, collect, evaluate, and report on metrics at the appropriate times in implementing Lean projects. This checklist is structured to support a Lean rapid improvement event, but the concepts and sequence of tasks will work in the context of many other types of process improvement methods.
Before a Lean Project / Scoping & Planning Phase
· Identify goals and objectives in your Lean Team Charter. Consider which metrics (and/or any are relevant for your project, such as:
· Lead time (total time)
· Processing time (touch time, excludes waiting time)
· Number of process steps
· Percent Complete and Accurate (a quality measure)
· Participant satisfaction
· Other metrics (e.g., customer satisfaction, cost savings, paper reduction, etc.)
· Collect information on the current state process “baseline” for your goals and objectives.
· Consider collecting benchmarking data about your process by learning what other organizations with similar processes have done and what data they gathered.
· If needed, revise the goals and objectives for your project based on the baseline information.
Early in a Lean Project 
· Ask project participants to evaluate their satisfaction with the current process, on a 1 to 5 scale, with 1 as “very dissatisfied” and 5 as “very satisfied.” Calculate the average score. 
· After mapping the current state process:
· Count the total number of process steps.
· Calculate the lead time and processing time for each step, and sum the times in the process. 
· Determine the Percent Complete & Accurate (%C&A): For each step, ask what percent of the product/work-in-process is complete and accurate when first received. This is the %C&A. Multiply those values together to get the rolling %C&A for the entire process.
Late in a Lean Project – After Mapping the Future State Process
· Ask project participants to evaluate their satisfaction with the proposed future process, on a 1 to 5 scale, with 1 as “very dissatisfied” and 5 as “very satisfied.” Calculate the average score. 
· Estimate the future state values for your metrics for the new/proposed process.
· If desired, calculate how the labor requirements for your process have changed with the future state. Lean improvements can often free staff time to work on other activities. (For more information, see the Lean Government Metrics Guide.) 
· Enter your anticipated and/or actual results (current and future state values, % changes) in the report-out presentation for the project.  See the Lean Project Report-Out Presentation Template resource in the Lean in Government Starter Kit.
After a Lean Project
· If your organization tracks results across all Lean projects, report your results as directed. Some organizations track initial anticipated results, as well as results after full implementation of the process improvements. 
· While implementing the new process, continue to monitor and calculate the actual results you have achieved, relative to your goals and objectives.
· [bookmark: _GoBack]Report on your progress on metrics at your 30-day, 60-day, 90-day, and 6-month follow-up meetings with leadership.
· Evaluate your results against your goals, objectives, and your implementation plan. 
· Do you need to collect additional data to better understand your performance? 
· Are you making the progress you intended? If not, what changes are needed?
·  Have you celebrated your successes?
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