
Standard 

Operations
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What’s Your Role?

Creating, maintaining, training, 

observing and improving 

standard operations on a 

continuous basis
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Agenda

• Principal Elements of Standard 

Operations

• Standard Operation Content

• Shopfloor Activities
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Principal Elements of Standard Operations

• Takt time / cycle 

time

• Work sequence

• Standard WIP
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Takt Time Example

For 1 shift / day:    Takt Time = 

Customer Requirements / 

Period

Net Operating Time / PeriodTakt Time 

=

Units / day

÷ 20# Working days/monthRequirements:
9,600Monthly requirementsCustomer

Cleanup:  1 @ 4 minutes
-20   

-4   

Breaks:  2 @ 10 minutesTime Per Shift:

480Shift:   480 minutesNet Operating

Net operating time per shift

(units)
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Takt Time/Cycle Time

A

Takt Time = 50 sec.
55”

B

40”

C

30”

D

45”

E

30”

Total = 200 sec.

OCT / TT = 200 / 50 = 4.0

Value

Added

25”
20” 20”

10”
20”

NVA

10”

10”
5” 20” 5”

VA / TT = 95 / 50 = 1.9

VA = 95 sec.

Unavoidable

NVA

20”

10”

5”

15”

5”

(OCT - NVA)/ TT = 150 / 50 = 3.0

A

31”

19”

B

33”

17”

C

31”

19”

OCT / TT = 150 / 50 = 3.0
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Elements of Standard Operations

RM3 2 1

FG4 5 6

WIP

WIP

Work Sequence

 Prescribed 
sequence 
of steps

 Assigned 
to a single 
operator

 Balanced to 
Takt Time

2

1

3
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Standard Work In Process 

Example

A= Auto

M = Manual

= WIP

Takt time = 25 sec

Standard WIP = units

Special 

Process 

Turntabl

e

Turnaround 

time = 120 

sec 

WIP =

MM
A

RM

MM
A

FG
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Standard Operations Sheet
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SOS Completion: Detailing the Layout 
“Standard Work Layout”

Finish Goods

Operator

Raw Materials

INSPECTION

1 2 3

456

L400 G220

MC110

Quality
Check

Safety
Precaution

Standard
WIP

Standard
WIP

Quantity

3
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Standard Operations Sheet

Finish Goods

Operator

Row Materials

INSPECTION

1 2 3

456

L400 G220

MC110

3

Shaft / 1-12930Cell # 001

1 1

Inspection
Lathe turning

690
40sec.

1

2

3

1

4

5

6

2

2

2

2

2

2

12

2

6

6

5

7

2

28 40 4040 0

26

30

18

Pick up RM

Lathe turning

Grinding

Slot keyway

Inspect

Put down FG

Shaft / 1-12930

10.80

1.20

0.60

0.36

3.00 1.50

0.24

8/12/02

Safety Glasses

Safety Shoes
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Example of a Standard Operation Report

 
Time/ 

Date 

Observation 

Observed 

Employee 

Observed 
Key Point Comments 

Monday 
8:00 am 

10/22/99 

Seat install John Doe Bolts 

secured to 

spec 

OK 

Tuesday 
9:00 am 

10/23/99 

Striker adjust 

to door 

Sam Dee Door aligns 

with striker 

Alignment 

not done 

correctly 

Wednesday 
     

Thursday 
     

Friday 
     

 

 

Month: May Work Area: BV7

Comments: Retrained Sam Dee on striker adjust
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Standard Operation Report Checklist

1. Identify job to be observed and explain to the operator 

the purpose of the observation

2. Observe the operation and verify that all elements are 

performed per current SOS – Train if necessary

3. Identify any work station safety issues. Train and audit.

4. Verify the operator’s understanding of key points. Train 

if necessary.

5. Identify any wasted motion, excess walking, or other 

wastes – Note in “Comments”
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Standard Operation Report Checklist (cont.)

6. Verify if the operator understands all visual aids and 

identify any poor operator work habits. Train if 

necessary

 Determine if more visual aids are needed. Note in 

“Comments”

 Document all findings and specify any countermeasures

 Communicate “best practices” and retraining issues to 

all work cell team members
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Standard Operations Exercise

• Calculate and verify the takt time for delta site

• Each participant (or sub-team) will complete a 

Standard Operations Sheet for the each 

operation observed (see addendum for form)

• Complete the work station layout and 

Standard WIP and document on the SOS

• Review results with group



16

Copyright and Licensing

This training material is not free. Please do not distribute it except as 

permitted in the terms of the license you purchased. These licensing 

and restrictions apply even if you received this presentation as part of a 

promotional offer.

This presentation is intended for use in training individuals within an 

organization. The handouts, tools, and presentations may be 

customized for each application.

The Files and Presentations are distributed on an AN-IS basis without 

warranties of any kind, either expressed or implied.

A summary of this license is included at the end of this presentation.

Questions? Contact 

Pete Abilla at shmula@shmula.com

or at 801-400-3895

Shmula.com
Improve the Customer Experience

mailto:shmula@shmula.com


17

Special Licensing Information

All material contained within this presentation is protected by copyright law. All rights 

are reserved except as noted below:

Corporate License Terms:

1. This material is licensed only. No ownership of content is transferred.

2. The purchaser may only use this training material within a single corporate reporting 

entity. This includes, but is not limited to, reporting divisions or subsidiaries of larger 

organizations. A good rule of thumb is that one license is required for each president 

in the organization. 

3. This training material may be modified to suit the needs of the purchaser. The 

original training material or its derivative works may not, however, be sold or 

otherwise distributed outside the purchasing company. 

4. This license may not be transferred. 

5. This presentation is intended for use by a single organization to train its own 

employees, or people with whom they regularly do business, such as members of its 

supply chain or other vendors. 

a) It is not intended for third-party training, such as, but not limited to, training 

conducted by consultants or corporate trainers. 

b) The material in this presentation or its derivative works may not be sold by any 

party except Shmula, LLC.

c) No compensation may be received for the use of the material for training 

purposes or for any other reasons.

6. If any part of this license is not enforceable, the other provisions remain intact.


