SOP Template: Lean Implementation Progress Review
and Reporting Schedule

This SOP details the Lean implementation progress review and reporting schedule, including the timeline for regular
progress evaluations, key performance indicators to monitor, roles and responsibilities of team members, methods for data
collection and analysis, reporting formats and frequency, and communication protocols. The objective is to ensure continuous
monitoring and effective reporting of Lean initiatives to support ongoing improvement and organizational alignment.

1. Purpose

To outline the systematic approach for reviewing progress and reporting on Lean implementation efforts, ensuring
accountability, transparency, and continuous improvement.

2. Scope

This SOP applies to all team members involved in Lean initiative planning, deployment, monitoring, and reporting within the
organization.

3. Timeline & Schedule

Activity Responsibility Frequency Method/Format
Lean Progress Review Meeting tZZSSCoordmator, Team Monthly Face-to-face/Virtual Meeting
Perforn_wance Indicator Data Process Owners Weekly Data Sheets/Dashboards
Collection
Progress Report Submission Lean Coordinator Monthly Standardized Report Template
Executive Review & Feedback Management Team Quarterly Review Meeting/Executive

Summary

4. Key Performance Indicators (KPIs)

Cycle Time Reduction (process improvements)
First Pass Yield/Quality Metrics

Cost Savings Realized

Employee Engagement/Participation Rate
Number of Improvement Suggestions Implemented
On-Time Delivery Performance

5. Roles and Responsibilities

Lean Coordinator: Organizes review meetings, collects reports, consolidates data, and submits to management.
Process Owners: Collect KPI data, implement Lean initiatives, provide weekly updates.

Team Leads: Facilitate process improvements, support data collection, present results in review meetings.
Management Team: Provide feedback, approve recommendations, and ensure alignment with organizational goals.
All Team Members: Participate actively in Lean activities and data collection efforts.

6. Data Collection and Analysis Methods

Use of standardized data collection forms and digital dashboards.
Regular audits and spot checks for data accuracy and completeness.
Trend analysis of KPIs using spreadsheets or analytics tools.

Root cause analysis for variances and under-performance.

7. Reporting Formats & Frequency

¢ Monthly Progress Report: Summarizes KPls, improvement activities, issues encountered, and recommended
actions (delivered by Lean Coordinator).



¢ Quarterly Executive Report: High-level summary with actionable insights and strategic recommendations (delivered
by Management Team).
¢ Reports archived digitally for future reference and audits.

8. Communication Protocols

Reports are shared via email and centralized document management system.
Meetings scheduled in advance with agendas circulated beforehand.

Action items tracked and followed up in subsequent meetings.

Critical issues escalated to management immediately.

9. Continuous Improvement

e SOP and reporting process reviewed annually and updated based on feedback.
e Lessons learned incorporated into future cycles.
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