


























































































































































































































STAVDARD DUMTNTTTONS ©F SYMBOLS,

We have adopted the standardized A.5.4.5. symbols, They are as foliows:
Classification Predominant results Symbol and definition.
Operation Produces ("\>

An operation occurs wﬁsﬁi
{2) An object is intentionally changed in any
of its physical or chemical characteristics

(b) It is assembled or dissambled from another
v object.
f (¢) It 18 srranged or prepared for another oper-
ation,transportation,inspection,atorsga.

An operation also occurs whens:

(a) Information is given or received,
(b) When planning or galqaiating takes place,
L)

Transportation, Moves, A transportation occurs when an object is
moved from one place to another,except
when such movements are a part of the
operation or arc caused by the operator at

work station during an operation or an
inspection.

Inspection. Verified, An inspection occurs when an object is ex-
aMmdhrMmuﬁmumoruvaﬁud
for quality or quantity in any of its
sharacteristics, -

"
Delay. Interference, A delay eccurs to an object when conditions
gxcept these which intentionally change the
physical or chemioal characteristiocs of the
object,do not permit or require immediate
poerformance of the next planned action,

Storage, Keeps, A storege occurs when an object is kept and
protected against unauthorized removal,

Combined activity, Operation-Inspection. Storage-Inapeetion.
[ V]

When it is desired to show activities pe rform-
ed eithor eoncurrently or by the same operator
at the same work station,the symbols for these
activities are combined,
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PRESENT METHOD LAYOUT

BENCH

Brass

Lay-out

Copper ang Brass Sets

RIVETING DEPT.

Supply
of Cop-
por Sheets

From Stamping Dept, By Nandler
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50 Fest By Operator
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~ NOT DRAWN To SCALE

PACKING DEPT,

BENCH
Shipping
"—'Cn«—
Scale
Cases
PACKER Ready for
Shipment




JOB METHODS BRFAKDOWN.
= = .Departmrba‘__________‘,-%t@&

Patt number: .Part name:

Operation number: .Operation name:

PRESENT METHOD. Write down at once. PROPOSED METHOD.

No| Details of NOTES and IDEAS. Details of
|
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_2_5‘ ' Flow chart other side.




ALY JOBS UONSIST OF THRER WARTS,

. Movement of material without definite work accomplishment is either:-

Mak e ready
Put away
Wastae,

Eliminate every step thet does not contribute to the end resuls.

MAKE READY. { K
o e {r'”T
This is the time and effort spent ;¥*~“”'”r:;::;;" -
in getting things ready such as: u_,,.,ga;;::,
Materials,Tools,Equipment,Gages. Voo
Also the placing of the material | 4
or part in the nearby work area, o S
from trucks,pans,racks ete, e \awwﬂmigf
S ’
‘. l /j DO-
P N N Tnis is the work that actually does
’{:;:i:::¥.3 }'AT:L;;;“‘NN accomplish the desired main actual
j \\‘u\\;k{ [ w”;z;;::mxaﬁ objective and does add to the value of
i : ol : e ‘N,’ ! it. . D
; J f; f'.\;‘::3‘~u;// 3 eg. Urill a hole,Plane a board etec,
; t& ‘\\“j\‘// !
I 4 ;
—_ |
=l
-y .\”
PUT AVAY. /\\?’:‘3’13
T .w“"l‘
. ™
This includes all details necesrary to /f //
complete the job after the Ju o, eration, oo
It includes sesting the part aside and/or A B

placing on trucks,in pans,on racks etc,
)
\

\C"f

The greatest opportunit, for improvement is in the"MAKE-READYYANDYPUT AWAY" .
They add to the time and cost bub net to the value of the product.

i A
S
4
/NN
s ™,
P
[

Less than 50% of the total time is consumed by the"DO" part of the job.

The "MAKE~-READY" and "PUT-AWAY" sh
Loprove ppialt U é?A.S ould be cleaned up after first attamp?ing to

Y
Foure
«



SIMPLIFY or IMPROVE the JOB.
BTEP II.QUESTION EVERY DETATL.

We question the "DO" detail or details first because if they are unnecessary
then there is no use to question the rest of the operation,
If this is necessary, then continue the questioning in the regular manner.

2. "MAKE READY" and "PUT AWAYY details,

The greatest opportunity for improvements lies in these details,

These details consist of the time and effort used in getting the job ready
and after it has been done to clear it away. It is getting the necessary
materials and supplies sand placing them,and putting the finished product
aside after the operation. It also includes getting the trucks,racks,pana,
boxes,skids etc,

The movement of material without definite work accomplishment is either:

MAKE READY PUT AWAY OR WASTE.,
These very definitely should be questioned with improvements in mind.

Types of questions to be asked.

1. WHY IS IT NECESSARY?
We ask this question of each detail to distinguish necessary details
from those that are unnecessary or doubtful,
This is the most important question and yet the hardest bo get answered,

n
.

WHAT IS ITS PURPOSE?

This is the check question to Y is it neccssary. We want to learn if
the detail has a useful Purpcs: or adds to quality, If it does not,
we will reconsider its necessity,

I£ the de%ail is found to be nccessary,then continue with other questions,

3. WHERE SHOULD IT B%. Doys.

Where is the best plase or Zczation to do the detail? Why is it done
there? Where else could it be done? Could it be combined with another?

4, WHEN SHOULD IT Bd LONT?

We ask this questiin to fing the best time to do each detail, What
details must 1t folluw,and what detail must it preceed? Why is 41t done
then? At what other time could it be done? Are the details in proper
Sequence? Can it be done simultaneously with another?

5. WHO IS BEST QUALIFIED To DO IT?
We ask this question to learn who is best qualified from the stand-
point of skill, experience,o® physical strength. Can women be used here?
Can "old timers" be used inztead of young men?

6. HOW IS THE BEST waY TO DO IT?

We ask this question only after asking WHERE? ,WHEN?,and WHO?,

We want to learn if thers is a better way to do the detail, Can it be
done easier and safer? Can the layout of the work station be im-
proved? Are proper tools and equipment used?

List your IDE4S ang THOUGETS arising from these Questions,on the breakdown sheat

in the column marked "NOTES and IDEAS", It is from these that the new method
is developed.,



| JOB BREAK-DOWN SHEET FOR TRAINING MAN ON NEW JOB

c PART L ANGIE PLATE . #35 OperaTion ... M .....

» | KEY POINTS
IMPORTANT STEPS 'IN THE OPERATION Key m gnng :}i: ;& o;cep that mighe
ething happens to Injure the worker

Make the work easier to do,
i. e, “knack,” “trick,” special timing,
1 & AL ",

: Step: A logical segment of the operation when som
: bit of special i tion

ADVANCE the work

Face down
Flace Piece in fixture and lock Argle to left
' securely
Slide fixture undep drill To back stop
Drill to stop Use gentle pressure
Releage drily .
Withdray fixturs _ Pull towards you
Remove plece ang dump chips ~ Unclamp

Turn fixture oven to
remove piece and chipg

Flace finighed plece aside ‘ In pan
dngle to left
a Gage with Go = No~go Gage ' One per pan of 20






