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MANAGEMENT TRAINING COUFSE CONFERENCE QUTLINE

NO. 16

DEVELOPING AND PRESENTING A NEW METHOD

OBJECTIVES ATIDS AND MATERIALS

1. To study the use of the flow 1. Worksheets 77--84.
process chart in the develop-
ment of a method improvement,
2. To learn the proper procedure
for submitting a method improve-
ment proposal,
3. To impress again the supervisor's
responsibility for planning and
carrying out method improvements.

----------- TIME SCHEDULE = = = = = = - = o & - -
Mirmites Topics
25 I. Discussion of Assignment on Flow
Diagram
50 II, The Flow Process Chart
20 III. Procedure for Submitting a Method

Improvement Proposal
15 IV. Summary
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I. Discussion of Collect the assignments on the flow diagram
Assignment of the room inspection, and glance them
(25 min. ) over quickly. Ask a conferee who has

worked out a good lmprovement plan to ex-
plain his proposal to the group, Sketching
on the blackboard is probably necessary.

After the proposal has been presented, have
the rest of the conferees point out any way
in which the inspection procedure may be
further improved,

The above example, though very simple and
requiring no equipment or devices to demon-
strate, illustrates well the usefulness of
the flow diagram, Have the group mention
other cases in which flow diagrams would be

effective.
II. The Flow Process Have the group refer again to the second
Chart (50 min,) step of the Effective Method Improvement
Procedure on Worksheet 71, The job break-
Worksheet 71 down sheet and the flow diagram have
(review) already been covered. Announce that the

third method of breaking down a job in de-
veloping a method improvement makes use of
the flow process chart.

Worksheet 77 First, distribute Worksheet 77, "Symbols on
a Flow Process Chart,"” and have the group
discuss it. Be sure to point out that a
symbol is used for each important step, not
for each mimate step, in a job.

Worksheet 78 Next, distribute Worksheet 78, "A Flow Pro-
cess Chart,” and have the group study the
case given along with the questions and the
flow diagram on the reverse side of the
worksheet. The example given here appears
to be an oversimplification of the problem
of making & method improvement. Explain,
however, that this is an actual case study.

Worksheet 79 It is not necessary to distribute Worksheet
79, which is a blank flow process chart,
because the job breakdown sheet is more
simple to write up and in most cases is
more effective than the flow process chart.
At any rate encourage the conferees to coms
to the training office to get these forms
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whenever they wish to draw up a flow pro-
cess chart in developing a methoed improve-
ment.

Ask the conferees how the job breakdown
sheet and the flow process chart differ in
their use.

Worksheet 80 Distribute Worksheet 80, "™Multicolumn Pro-
cess Chart,” which is a variation of the
flow process chart. Discuss the three
cases given on this sheet.

Worksheet 81 For a more detalled case study showing the
use of a multicolumn process chart distrib-
ute Worksheet 81, The flow of paper work
on a work order for a repair is clearly
shown,

Have the group dlscuss the usefulness of
such a chart,

Worksheet 82 Inform the group that Worksheet 82, which
is a blank multicolumn process chart, is
also available at the training office.

III. Procedure for Have the group discuss the important prob-
Submitting a Method lem of why most good ideas for lmprovements
Improvement never get beyond the "talking® stage.

Proposal (20 min.)
Also discuss points to be considered in
getting good ideas down on paper and in
making plans for realizing them; also, 1in
forwarding such plans to higher authority
for approval. Refer to the film strip,
"Stop, Lock and Question,”™ and review how
the supervisor took care of this problem.

Workzheet 83 Distribute Worksheet 83, ™A Job Method
Proposal Sheet,"™ and encowrage the super-
visors to use this form in preparing their
method improvement ideas for submission for
approval.

Assignnent Announce that within one month following
the end of the current course all conferees
are required to submit a method improvement
plan to the training office. Explain that
after necessary corrections are made these

proposals will be forwarded to the OIC of
(95 min. to here)  each conferes.
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