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Createspace Independent Publishing  Platform, 2017. Paperback. Condition: New. Lang uag e: Eng lish . Brand New Book ***** Print on Demand
*****. The Lean O?ice This book will enable you to transform your culture and enhance your bottom line by implementing  Lean Manag ement
concepts. It s applicable to all types of o?ices, larg e and small. From Fortune 500 companies, thru to Government ag encies and to small
businesses, by implementing  the key principles described in this book, you will improve your triple bottom line of lowering  costs, improved
production and improved safety. What is Lean? A lean culture empowers your employees, removes unnecessary waste, and focuses on the
customer. Lean is a way of delivering  what your customer needs or wants at the lowest cost and in a timely and e?icient manner. Lean is not
something  that sits apart on a shelf, away from your other business processes and is only used when needed. In contrast, it is your
org anizations way of life. It should be embedded across all of your processes. It s a way of looking  at your business processes throug h an
improvement lens and eliminating  waste to ensure the customer is g etting  the most value. This ensures the customer g ets what they ask for,
when they need it, at the lowest cost. Lean is focused on delivering  customer expectations. Lean can be applied to virtually every known
process whether it be manufacturing , safety, health care or even personal development and personal relationships. Contents: The Lean O?ice.
What is Lean? Why Lean? Customers. Value. Eliminating  Waste. The Lean Office. Information Waste. Redundant input of data. Redundant output
of data. Incompatible information systems. Manual checking  of data that has been entered electronically. Data that is never used. Re-entering
of data. Re-working  of data. Converting  data formats. Unnecessary data. Unavailable or missing  data. Unknown...
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