“TAIKI AKIMOTO 55 AWARDS” COMPETITION

AUDIT SHEET
NAME OF INSTITUTION DATE OF AUDIT
DESCRIPTION 1 2 3 5

5S LEADERSHIP OF THE CEO & MANAGEMENT

Role & Commitment of Top Management, Preparation to Sustain the 5S activity by

arranging the infrastructure in the Institution

(penmred 5S Bwidsy D00 B0 tdnE sHE®»® B yovy Bdwm BEDBwied

00 SO MHEOE 085WBISwB 8w 8O)

1.1

5S Knowledge/Understanding/ Awareness of Executives
& Supervisors (8dowm BE8s¥ed vy ekddmBsed 5S
e ®/aDeadde /88n0em)

1.2

5S Involvement & Commitment of Executives &
Supervisors (Bwem BEdsied oy gudfemdosied
5S Bw@dxI0 @53edBO e w3d®)

1.3

5S — Main/Sub Committee progress review meeting
Minutes & Audits by Patrol Teams etc. (5S-g¢oz/an-
»8Y yo©B 8@eEIDm dud® wwr §J 3010 W eFEDB®
8w B85 o) $OFO®)

1.4

5S Manual developed with many relevant details (ecc
Bdmd BeEE® anes 5S anf-eowm 08®)

1.5

Evidence of Training conducted for Management Staff
(80 OeHDEw vy eEddmBTed Yy o SOFDe® wi8)

TOTAL

25

%

SEIRI - (SORTING)

Clutter free Environment in Premises, Inside Offices, Workplace etc. Evidence of removal

of unwanted items should be evident all round (e5(® m>y®® emOased 9o BBe® w8

O8sY p8ed, 8w #ED, D10®ID B WHTY (8 ev1g viwswn &BBT®)

2.1

Outside & Inside areas of the premises free of clutter
(08ed BOn wv aneE® yodnws! w8 8e®sy emc 89®)

1

2

3

2.2

Unwanted items removed from Premises, Offices,
Workplaces etc., (98ed, 208w@cDEsY ww eedd
BB ensy @@ ¢; @DRBO)

2.3

Tops and 1nsides of all cupboards, shelves, tables, drawers
etc. free of unwanted items (8eE® »a8, Grdm, b
@0, 08 O8O w1 #E® &8 emDE® od 90 BBO)

2.4

Walls are free of old posters, calendars, pictures. (a5
©ded0J, 8 cBan, BuInd ¢i8we 3B ©n 05053O)

2.5

Notice Boards — Current Notices with removal
instructions (gz38® yo - 9O BBe® cuecd wdn
OO Bedex dccsamw mS BIO)

2.6

Rules for disposal with Red/Yellow Tags etc. (“on/=w®»
oCEaE" ©8n» 90 BBe® @CnEIB® 8DDer > w@I®)

2.7

Maintenance/Prevention of Seiri Projects established
with Mechanism to reduce paperwork, stocks etc.
(2808w B8 eFan v 00 D1Bed @ 8®
OO0 “eewBB" DwiaBsy ed8m B3O)

TOTAL

35

%




SEITON - (ORGANISATION)

Ability to find whatever is required with the least possible delay, evidence of eliminating the
waste of time throughout the Institute/Organisation (gwmsyw 860 CE® 08B O1EHY

P00 wt8 OBz DM Ao ® ecw® iR 9B 90HO K Re® W WD)

3.1

Photographic evidence of Pre 5S Implementation and
afterwards (5S Bwonl©m BBOO @ed ewwo ©ey Dawase 1 | 2] 3] 4
t0:38)

3.2

Visual Control methods adopted to prevent mix-up (8¢ 1 21 3| 4
D® DR caddw®i H® ¥dmw 8¢ BI® )

3.3

Directional Boards to all facilities from the Entrance
onwards (enE0s dmed 80 ;@ dmwmO® 1 2 3 4
endsednm 30

3.4

Factory/Stores etc., have Grid References clearly marked
(553D @00/ @D wsnied om0y 81180 12| 3] 4

cm e B3O)

3.5

All machines/Rooms/Toilets have identification labels
(5:® ¥ /m0@0wew /OBBEwer vwesw ® B0 eCEAE 1 2 3 4
B Gn&)

3.6

All Equipment/Tools/Files etc., arranged according to
‘Can See’, ‘Can Take Out’ & ‘Can Return’ principle
(Bee® comden/c0DcE0/E8omn) wrndw wme »E 1 2 3 4
@ert" 0sY evemmIn", "enyedsy 9dmd m
B "wn" O mEe v "eEna.)

3.7

X-axis, Y-axis alignment is evident everywhere (e3;® 112134
212008 X 69 Y-adesd unBe® wos8)

3.8

Visual Control methods for effects/Rework/Files/
Equipment & to prevent mix-up (sc¢d/0» B3SO
#B/BBemny/cumden 8gde ORHOO0 cadw®im B
BoRwsy & BEO)

3.9

Gangways clearly marked with Passageways/Entrances
& Exit Lines/Curved door openings/Direction of travel
(0@ @86 5 2ED Emy) ®O»DO ¥wied v, ®@cd
@05 O/ 0®xY I Eed BEDED Sw ¥ni)

3.10

Parking areas specified for vehicles, pallets, trolleys,
garbage bins etc. (Dov», 5;cO-»3Y, Do, ®eBE VIsD) 1 2 3 4
©W5NEW DO BDe® 98 ey BI®

3.11

Cables/Wires/Pipes etc. are neat/straight & colour
coded (eWRE/Dwd/u88s, tr0ew BEeDED / emEsY ww 1 2|1 3] 4
D wonwd amd #B5®)

3.12

Switches, Fans Regulators etc. labeled (e w0,
B00wsY, BB wom e8eEOd wrnis eCAE BEO)

3.13

Storage areas maintained with Racks/Bins and clearly
marked (028 &Gy Gr¥m/Grm esdd BOFDIevs @WI® 1 2 | 3| 4
519880 e BEO)

3.14

Maintenance method of Seton established ("eew@emozy 1 21 3| 4
BOede 8DFD1e0D W® BGi8n BI®)

TOTAL 70

%

SEISO - (CLEANLINESS)
The Cleanliness all-round the Institute/Organisation should have been carried out
according to the 5S Concepts (5S sewEee 888 arwnmw 136008 838¢ »® Bewd ¢ad)

4.1

Floors, walls, windows, Toilets, Change Rooms in
working order & clean (39, 3578, semrc, HBBE, ac®
0T 2OC DRWDE @B GICWO e BBEBED mDo
@1@@)




4.2

Daily self-cleaning (3 min/5 min cleaning) is practiced 112134
(82208 3/82985 » e8Dw-888¢ BB ©dma)

4.3

Cleaning responsibility Maps and Schedules displayed 1121314
(888 BBe® DB 8Bwe® / e 00wsy yebame HBO)

4.4

Waste bin strategy is implemented (mec ©85 com®©w® 1 21 3| 4
BwodOm BI®)

4.5

Use of adequate cleaning tools is evident (¢2@xs g@ienwd 112134
888¢ w05 @®@8rI5) 950 OB DO wot8)

4.6

Storage of cleaning tools — Brooms/Mops/Other
equipment (emogy/e®id/gemys comden - 838¢ OB 1 2| 3| 4
@5 e BBO)

4.7

Machines/Equipment/Tools/Furniture at a high level of
Cleanliness & maintenance schedules displayed (®:83/
COWO /@B BIBY/ ®a wredt) el mEwm BBBD e
20 eFon e’ yebamew BBO).

4.8

General appearance of cleanliness all round (e:® m>>»® 1 21 3| 4
20®05¥w 888 mOn caws®izm OO)

5

TOTAL 40

%

SEIKETSU - (STANDARDISATION)

High level of Standardization in all activities carried out in SEIRI, SEITON and SEISO and
the evidence of such standards being practiced all round (es(® e ® @3, ewBemizy

6 ewBewd BomEBesIO ¢8R Bwds cwed ®D0OD BOLHMC WL 8O Ders) BIO)

5.1

5S procedures adopted & standardized on Check Lists &
Labels (@@nmomnred) eEAE v s8sen @88 wo 55 1 2 3 4
BEedn ewiciennm B3®)

5.2

5S procedures adopted & standardized in Corridors/Isles
& Gangways (emiBeddd/ecues 58 wy 0@ ©8edc 5S 1 2 3 4
80057 @wcs HBe® B8Eed w@@nmdens HOO)

5.3

Orderliness in the use of Corridors/Isles/Gangways by
Pedestrians (ez8etd/ecss 858 wy @) @86 se8mB8sY 1 12 ]3 ]| 4
BE@DE®O 118 RBBO)

5.4

Visuals on Danger/Open & Shut directional Labels on
Valves/Doors etc. (m60®/@¢cdE wonle ¢eds wy 1 2] 3] 4
D109 Exd s3I 85Imcd a2 BI®)

5.5

Standardized Visuals on Oil/Lubricant Containers & Fire
Extinguishers etc. (enE/EBE enE widsm ww 8B BOm 1 2 3 4
CEWOT BBNEB BOLHWOHWO carsWoTw BI®)

5.6

Pipes/Cables etc., color coded according to the
International Standard (emss3m6 @B DGO D 1 12|34
88/ @5ew D8 s w.mwwd ¢md BIO)

5.7

Innovative Visual Control methods implemented
12|34
(2DmC el cams ED BO Hwt®m BBO)

5.8

Maintenance/Storage of Files/Records in
Offices/Workplaces etc. (m8wrcwem/D@esiem 1 2 3 4
@C)/D8m0 80D OBO/0E BBEO wr0dw)

5.9

Standardization/Orderliness in Keeping
Furniture/Equipment (0a» ©oed)/comoen 12| 3] 4
OO HmWI/BEDED mR ©1B®)

5.10

Standardized check lists for common Administrative
Procedures (@eog 8e0cm Hwo 8303 wewr y8Bon 1 12 ]3 ]| 4
83:3e® c8¢n)

TOTAL 50

%




SHITSUKE - (SELF DISCIPLINE)

Evidence of an disciplined approach to all 5S activities through proper Training &
Development, which shows the sustainability in the long term (88® w082 &0 ®
evemmed 5S Hwdsed @0 Gmsenwn vy yObemw: wew wis)

6.1

Evidence of regular training programs for all categories of
Employees (6:® ofom y08cmemo® 8205 ¢y ey 1 123
30d@0 18 DOO woys)

6.2

Evidence of 5S group Activities & promotion of Kaizen
Schemes (5S mede0w6® HwodnT ey »Bewsy ewdssn HOw 1123
508w BBe® wod8)

6.3

Evidence in Carrying out Internal Audits by Patrol Teams
(90 w-D00m W eFeNWOS BB gwusIns dnemwesy ¢ 1 2] 3
DO OO B wo’®)

6.4

Self-discipline amongst workforce/Good & Bad Point
Stickers etc. (m8ws @ eBOEed DB E5YBD eI/ B 1123

CEAE BBNEB)

6.5

Evidence of 5S Slogan & Poster Competitions among
Employees’ Families (5S ¢ dewdo Dimns @ eesdeddd mde 1 2 |3
oddmBsied 8@ awur O O e® w8)

6.6

Evidence of Self Discipline among Visitors to the
Institution (grwnmyed 8o wosinmB8sied Bdw.- ned 1123
& B wo8)

6.7

Evidence of Self-Discipline in the Overall Institution 1 2 | 3
(@rwmmd0 830 BDwo Bw &BIDO wa8)

5

TOTAL 35

%

Productivity/Services

Measures how efficiently Inputs to Output are used to produce goods & services with better
management techniques and work methods (ewog B&wicmw ww 0D @8 BEOO evog

DCOBN0 D BenRE 9w 088D HO OB5Y @comd yBL OO @wicds ae)

7.1

Evidence of methods & systems adopted to improve
productivity per employee (ee&0m 9Ee&500 9 1 2|3
2000 vdmame BHO wy 8Eedn DG wontd)

7.2

Sustained Productivity increased results — Output to the
Input (3B 60/@cs - OBY OREBMVed yBsE sOFD 1123
eOD@IO)

7.3

Use of Innovative methods by which Productivity has
been increased (8EgBm900 O & BB 5101 B ©IDm0 1123
RBO)

7.4

Efficiency & Effectiveness (Doing things Right and Doing
the Right things) (By e ww odBemos - momred 1|23
»803 BB e wBed RBBO)

7.5

Evidence in the use of 5S Process to increase Productivity 1 2| 3
(2C8m00w OBBBRO 5S Bworca®@wsy ¢¢d § DO ewo’8)

TOTAL 25

%

Quality

Goal is to create satisfied customers, responding speedily
to requirements thus gaining trust & confidence 1|23
(BdDatsws 32 83(018® 1B WS OO wewo W yBDJ
B3 omadn 38end BmBsY ¢BRCe® 9ewmw)

8.1

Communication plans are evident for the implementation
of Quality improvement (588w 8yen BBe® Hwoco®wd 1 2] 3
28R 8oBeDD B RH® eB»O &)




8.2

Evidence of fewer rejects, less wastage, less rework
through 5S Process (55 Hwo 8Ee0n» @bvewsy af)
yReds BIO, @) vnedBw, @t 5O D& BBO)

8.3

Evidence of Direction & Coordination to improve Quality
by 5S Activity (5S Bwo BEednm @&vewst y8Bw &8
2yen BBed® Rledvmusiod oy w@ewddmned 8)

8.4

Sustainable Quality in Products or Services evident
through 5S Process (5S »®ed¢w nExsY Bdeicmed owd
eEDdsTed yBBw 8O ®Be® 8)

8.5

The Quality in the Process of the Manufacture/Service by
5S implementation (5S Hwost©wm BEe®sY
Bescmrod/eddsied 8Eedn y8Bwd arf 90)

TOTAL

25

%

Cost

The intrinsic cost of providing products/services to
declared standards by a given specified process (B5:8»
DO B gold8n yBBwWE redtlw/ewID Bwn
Bwe®)

9.1

Evidence in reduction in cost of materials, Labor, Energy,
Overheads etc. (¢8¢dxs, 9Ow, CRRTB, »EOeom0d
8890d #8)5© BEde wit8)

9.2

Tangible cost advantages through 5S methods in waste
control (5S B®edew nBsY eudcdw wEmw BI® yeovd
Dnewsy 8501wd wynuns 8¢dO)

9.3

Evidence of lowering defects by introducing 5S Concept
(5S womFuw 9Bus BBe®nT gy 58RO ¢QBSe®
0253 8)

9.4

Evidence of Lowering Inventory Cost using 5S Methods
(55 ®® 810 S8BT em® 880w afB80® 0’8 )

9.5

Lowering idle time of Workers/Machines by 5S Activity
(5S Hw0OBw nEsY edOmBsIed/wsiy wy BEBe mew
a8 BBO)

TOTAL

25

%

10

Safety

The overall Safety to Employees, Visitors and Property is
evidently displayed by the use of 5S Process (5S »®ed¢ed
8w RE eLdomBsIed, eorinmBsied wy edveE
00D G0®d BBHEO)

10.1

Evidence of the Effect of safety measures by less accidents
occurred in the year (88sw ne 8¢ § amyn0 @& wod500R5Y
20285 BwdoDE dcH:® 8Ede wontd)

10.2

Methods adopted in machinery & Equipment on Safety
measures (es¥endemoen 68w CBDOWOE G0udn HOeDE
@O B®)

10.3

Methods adopted to protect the Employees/ Visitors on
safety measures (g6 m B8udows? ©n edmBsy
/@5 gadwier BELO ewitr 1B HOeDE)

10.4

Evidence of Safety Measures adopted in providing an
excellent Product/Service (am80n® Besicmwnt/eesrdn
2183800 a10w8nm B8 By @ OO OO 0 8)

TOTAL

20

%




11

Delivery

Evidence in the reduction of the delivery time of the
Product/Service by the implementation of 5S Process (5S
Bwr@8oewst wiedtdw/@iDd ©dee® mews ¢d® BBe®
0253 8)

11.1

Evidence of timely delivery of Products/Services
B¢y 0e8D0sT EO @D R0 madesy DD wol®)

11.2

Effective methods implemented through 5S Method to
shorten delivery time (5S B§wosIdm nEsY ©958e® mEae
o3 W3S MO0 030B W HODE HWITH®)

11.3

Overall effect to Institution/Organisation by reducing
delivery time (£068e® mcEws a8 BBe®sY w@dn
20RO/ ®D @AY ©BOED DEH®)

11.4

Evidence of Employee participation to reduce delivery
time (0068e® mEw ¢t BBed eddmBsTed w@IID®
O 2 8)

TOTAL

20

%

12

Morale

Evidence in the overall Institution in improving the
Morale by the implementation of 5S Process (5S &wods¥
Beso 0@edm gpwnmed dn eceddww 018 8yey BBe®
80 8)

12.1

Level of morale displayed by Executives/Staff & Workers
(Bowm BB/ m8e ©edEs vy 0dmdsy S55m
ceRdus yebamw mox ©IOV)

12.2

Innovative methods adopted to improve the morale of
employees (eeEDmBsIed B¥n codbww eyey BB
@O BITN BE@renT O 9D #BBCO)

12.3

Evidence of projects carried out by the employees to
display high level of Morale (e&0m8sfed 8 cedEww
c el ©JVVO Y AID eesIn® BIOO WOHHEE O1oaB O
0253 8)

12.4

Benefits extended by Management to increase the Morale
of employees (ed0mB8siod 85n eedbwve DEemw BIOD
DEONDORORBLY @CEID ¢ B2NJ)

TOTAL

20

%

GRAND TOTAL

390

%

AUDITED BY

NAME

SIGNATURE




