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ACT


Hold the gain: What policies or practices have you changed to maintain the gain? What is you follow-up plan?








CHECK


Collect data, graph it, and show before & after results. Have you achieved your outcome(s)?  








DO


Execute the plan: Show the changes made in bullet points








PLAN


Plan the solution(s) based on your root causes, brainstorming, & multi-voting 











Select your outcome(s): What are you planning to achieve?





S








Clarify the process: 


Flowchart the process being studied.


This is where the team understands the process flow.








Organize your team: 


Write down the members’ names, positions, and their departments


A group picture is optional








Find an opportunity for improvement:


What are you trying to improve?


Based on what indicator?


Use supportive data if possible





U








Understand the problem on hand. 


List the root causes of the problem (RCA)
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F








Find an opportunity for improvement (i.e. what are you trying to improve?)





F








Find an opportunity for improvement (i.e. what are you trying to improve?)
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