Event 

 Kaizen Event Agenda

Date

Location

Monday: Training Day

1:30 P.M.
Team member introduction

1:45 P.M. 
Training 

4:30 P.M.
Adjourn for the day

Tuesday: Day of Discovery

8:00 A.M 
Work on process mapping, data needs, opportunities for waste 

elimination, and review ideas against scope and objectives.



12:00 P.M.
Working lunch

12:30 P.M.
Continue with previous work.  Create implementation plan

5:00 P.M.
Draft Wednesday assignment

5:30 or later
Adjourn for the day. 

Wednesday: Do Day

8:00 A.M.
Review Tuesday work. Begin working on selected projects.  

Sub-teams report progress

12:00 P.M.
Working lunch

12:30 P.M.
Continue with previous work. Sub-teams report progress.

5:00 P.M.
Sub-teams report out.  Make Thursday assignments.

5:30 or later
Adjourn for the day. 

Thursday: Do, Re-Do, Document Day

8:00 A.M.
Review Wednesday work. Continue Wednesday’s work.  

Sub-teams complete specific opportunities for improvement and report out.  Implement new process operation procedures, forms, process map and baseline data.

12:00 A.M.
Working lunch

12:30 P.M.
Continue with previous work.  Document changes and complete the new process.  Report out from sub-teams and review all work to ensure everything is complete.

5:00 P.M.
Prepare for Friday’s presentation

5:30 or later
Adjourn for the day. 

Friday: Day of Celebration

7:30 A.M.
Finish work on presentation

10:00 A.M.
Team presentation 

11:00 A.M.
Adjourn event.  Thank you!

Performance Excellence


Continuous Improvement








