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VALUE ANAZfYSIS FOR BTWTR MAKAGr%IEVT 
, '  1 )  

Causes of Paperwork expansion:- , , [ /  ' 
I 

Computer 
Education 
Experts Advice 
Socioeconomic - Comparison less and less useful. 

Need to determine optimum level of staffing. 

Procedures - essential - Guide for handling recurrin~ proF1-ns. 
Must ensure that events conform to plans. 
Must assign specific parameters to excessiveness. 

Mock simplification attenpt. 
Flon process chart - symbolically chart events. 
Procedure Flom Chart - paper, people relationship. 
Work distribution study - how much, whet types work by ~whorn. 
Provide overall visualization. 

Work measurement - difficulty in est. stds. for pzperwork, 
Value Analysis helps remove immunity enjoyed by superflous naperwork 
and organisation, to evaluate procedure and organisation aorth, 

VAMP - combination of VA and Simp.Techn, 
Pure V.E. not work too effectively on paperwork nrocedures, 

Look at Borkshop 
+ Project selection - a problem 
+Data Collection - relevvlt facts 
Flow Process Chart ) 

'2- 
F~f~ltiPle Activity mart) TOOIS of dateg collection. 
Procedure Flow Chart 
Work Distribution Chart 

+ Challenge Everything * 
1 

. - 
Difference of V.A. and W.S. noted. " 
V.A. Function V.S. Procedure 

+Developing and Implementing a new method 
Sell - motivation - test - instdl - report, 
6 Inadequances 
1. Analysis of existine; procedures lacks depth, 
2. System or Product oriented - output - in?ut. 
3. No effort to determine essential function. 
4. Development of alternative superficial. 
5. Evaluation of alternative lacks organiwtion. 
6. Danger of simplifying t'ne unnecessary. 

Value Engineering 

Value discussed 
+Job Plan - 5 phases 
+Functional Approzch 
+Blast and Create 
+Iioadblocks 
iChallene Reqmts. 
+Other techniques 
Summary. 

Intenation of Techniques 
Blend Z.F. zr.d 7.5. for best ppplic-ti on 

Flexihil 3 ty - w i d e  1 e t i  titde 



Procedure Flow Chart - Cont,. 
Horizontal - See chapter 8. 
Can visualise the interaction 
Basic functions in red, 

Work Distribution Chart. P,51 

+ an activities list. ( R ~  WanaPers) 
+ individual task data lists. ( B ~  em?. ) 

Forms ) + Summary task list (By Nana~ers) 

Analysis - 
1 
I Activities (~unctj ons) Reviewed and Analysed, 

Do they reflect purpose of organisation. 
0rganisationa.l Does it belong 
view Can it be performed elsewhere 

Record any proposed chanfjes 
Tasks reviewed 

Departmental 
Does task support activity 
Are tasks du~licated 

view 

4. 

Should be doLe this wax - this time. 
Record proposed changes 

Personal view of tasks 
Make job interesting 
Adjust work load 

Prepare new wall chart 

Need for 6unctional approach to define basic and secondary fmctions 
of organisation. 

Organisation Value Analysis Chart (WAC) 
Organisation Value Analysis Chart P.57 

(modified Work Distribution chart) 

Purpose to descrfbe work. . .-. - - 
Define basic and seondary functions 

Depth and accuracy 
Not superficial 

Apply creativity 
Evaluate and select best alternatives 
Record on Task Analysis Sheet 
If drastic new method created - New WAC should be prepared. 

Selecting an organisation for study. 
Supervisors - cooperation - desire - something to gain 

Criteria for s8lection. 
1, A New Supervisor 
2. A Re-assigned Sppervisor 
3. Combined organisation 
4. Back log of work 
5. Reduction of Vanpower 

Useful to supervisor who has to 
6. Size of organisation 

Start small - ideal 10 people 
Work up to high level - rountine activity. 

7. Types of organisation 
Diversified - difficult - but good potential 
Repetitive and well defined - Easier. 

Team Approach. 
Objectivity - proportional to loss or gain 
Supvr. - leader + other supervisors 
Add fornality - ensure better objectivity 

Unsuitable Study Subjects. 
1. One to be reorganised in future 
2. One with unmeasurable output 

P.R., I.R., Programme, advert. 
3. Arpathetic Supervi sor 
4. Training 

Necessary 



5. CmAC Preparation 
& 

Collected datee must r e f l e c t  actual conditioos 
Motivation needed - Supvr. and employee. 

Security not jeopardized 
Job w i l l  be improved 
Advised of reasons and methods 

Forms needed - 
1. Activi t ies  L i s t  ~ . 7 1 / 2  

Output o r  services performed 
Judgen~ent a s  t o  l eve l  required 
Between 6 and 10 a c t i v i t i e s  

2. Task Data Sheet ~ . 7 2 / 3  
Select survey period - 1 wk.up. 
Ins t ruct  employees 
Tasks - vs  - a c t i v i t i e s  

I Degree of d e t a i l  appropriate 
One sheet/employee each day 
T r i a l  one day - Supvr. review - explain. 

3. Task L i s t  ~ .76/77 
By Supvr. from Task Data Sheets 

\ Adjust or iginal  a c t i v i t i e s  list. 

UJ 
OVAC - Prep&e from Dates 'oms 

By a c t i v i t y  - by employee 
W a l l  Chart 

6. WAC Analysis - Functional approach 
Define Functions - Verb - Noun 

appropriate l eve l  

Activity Analysis o r  Task Analysis 
High Cost a c t i v i t i e s  
Reduce t o  functional def in%fion 
Translate abst ract  terminology t o  more specif ic  

verb - nouns. 

Activity EtaaJ.ua.tion - o r  Task Evaluation 
Requires judgement 
If majority of costs associated with basic 

function m a y  be good value, 

Proposed Organisation 
Develop new OVAC - Lis t  a c t i v i t i e s  
Enter best  ideas f o r  tasks 
Ident i fy  c lass  of personnel required 
L i s t  e s t .  times 
Final review. 

Final  review. 
1st - each ac t iv i ty  done by proper organisation 
2nd Task done i n  best  sequence. 

Employee best  suited 
Frequency of timing 
Dome simpliest V I ~  

3rd - Ensure m a ,  use of skills 
AQoid monotony 
Good morale 

70 Benefits of W A I f w j r ~ ~ .  
Staff ing methods 
1. Clairvoyance 
2. Equating output with people 
3. Cornpaxison method. 
A l l  these methods defective 

Organisational V.A. - diminishes, chan&s of over s taff ing,  
1. Determine essen t i a l  functi-on 
2. Establ ish  ac t iv i ty  functions that  support i t  
3. Establish individual taks - contribute t o  ac t iv i ty  
4. Objectivity by steady team. 



~ o t  by edic t  1q0 but by WAC 
Management by oh j ec t ive  

WAC more specif ic  - measurable 
provides value r a t i n g  p r io r i ty  

Pro@;rm Plan 
WAC contributeslto its development 

Human Relations 
WAC helps - objective job analysis 

Work measurement 
Establish standard of performance - s e t  of c r i t e r i a  
job loading ass is ted by WAC 

Training 
Assists employee t o  know job. 
Speeds orientation 
Asst. supvr. - t ra ining - job ins ight  
Team study - helps Supvr develop - organisation 

Improve morale 
Team s p i r i t  - improves cooperation - communication 
Helps employee t o  understand and enjoy job, 

F lex ib i l i ty  
St$& a t  any l eve l  progress up o r  down 

Constructive discontent developed - long term benefits.  

8, Procedure Value Analysis 
Procedures hard t o  change 
Procedures - beneficial  but can cause loss  

6 Benefits OLosses 
-insure policy compliances Over control - unnecessary p a ~ e r , f i l e s  

The 

Guides f o r  consistant action More copies and paper t h m  npcesspry 
Reduce errors  Temporary becomes pennment 
Tralning aLds .. s t i f l e  c rea t iv i ty  ,- blind f 0x1 ovring 
Continuity of action 4.-. erea t e s  unnecessap orgarlisation 
Eliminate snap judgement Scapegoat - justi-fy action 
Record of standard practice Make simpler complex, usele?s data 

Procedure Flow Chart 
Provides v j  ~ i ~ a l i z a t i o n  
Use Std. symbols 
Lef t  t o  r i g h t  flow br ief  descriptions 
Collecting data - c r i t i c a l  
Workers interviewed - va l id i ty  
Divide tasks mong teams 
Provide chronological l i s t i n s  of operati on? 
Assign symbol t o  each step 
Produce flovr c h m t  
Chart 4 m l y ~ i s  
Information Phase 

Infom2tion Phase 
Select basic function 
Develop ladder of obstruction 

Creative Phame 
Develop alternat-lves 

Evzluation Phase 
Judge al ternat ives  

Investigation Phase 
Refine ideas - develop s e c o n d a ~ ~ ~  functions 

Reporting Phase 
Wall s i ze  prccedure charts old - new 
Cost estimates - old and new 
Functions ident i f ied 
Advantages 
Implementation cost  an4 proFame,  



9. Benefits of Procedure V.A. 
More opportunities f o r  Procedure V.A, 
Select ins  a Procedure 

~ i &  r a t i o  - savings/study time 
Minimum resistances t o  change 
1. Bottleneck Bobs 
2, Time consuming jobs. 
3. Nultiple operations - levels  of organisation 
4. Heavy organisational involvement 
5 ,  Long l ived procedures 

6. Temporary conditions 
7. Hi& cost  personnel - doing routine tasks 
8. Chronic i r r i t a n t s  - annoying 

I 9. Few "do" operating 
10, Standard forms - hi@ cost  low value. 

a. Idany copies 
be Many form organisation 
c. Voluminous data  forns 
d. Used extensively f o m s  

1 e. Similar da ta  f o m s  
Sources of help i n  se lect ing procedure 

' 1. Procedure Iflanud 
2. Record controls - or  records management 
3. Contractual repor ts  
4. Central forms control - N I H  problems 
5. Computer - Systems 0 & M 

The approach - - 
Team - preferred - _objectivity 

Implementation b e t t e r  
Individual - mw avoid e m b a r r a s s m e n t m n e  by originator 
Human re la t ions  - ant ic ipate  roadblocks 
1, Authorship 

- 
2, Job Security 
3. Resistance t o  

Study subject complexity 
Not tm complex t o  begin 

Benefits of PVB 
1. Promotes cost  sens i t iv i ty  
2. Promotes cost  v i s i b i l i t y  of procedures 
3. Mana,~ment communica.tions 
4 .  Ivlanagerial morale 
9. Training device. 

TRAINING 
Lecture and Conference - Orientation 
Workshop 
Objectives 
Management support 
Seminar organisation - Times important 

6 time 2 weeks 
3 - 8 teams 

Project selection 
one organisation, one procedure 
6 - 10 employees simple 

re la ted 
Student se lect ion 
Team captain from organisa. tion management 
Others re la ted t o  procedure 
F a c i l i t i e s  and curriculum. 



10. Cont,.. 

Training %teria.ls 
Training Staff 
Guest Speaker 
Follow-up 
Master Schedule 
T r d n i n g  Ekduat ion 

11. VAMP in  Schools/Hospitals and Government. 

Generali t ies 

12. Designing a VAMP Progcam 

Planning and Tailoring 

0. Program purpose 
Prof it Improvement 

\ Morale Improvement 
1 C o ~ c a t i o n  Improvement 

b. ' Program Objectives - Methods 

1, VAKP Specia l is ts  
2. Company wide recoenition 

\ 3. Establish Study Selection Gr i t e r i a  
4.  Establish and d i rec t  t ra ining program 
5. Provide Consulting Service 

C. Program Schedule 

Time and targets *'.- .- 
d. Programme Administration 

YE, VE, CR, O & IiI (systems and procedures) 

e. VAT@ Director 
Full  time 

f .  VAMP Staff 

g* Method of Implementation 

h. Program funding 

Budget Bank 

i. Savings Validation. 







FUNCTIONS: 

B  AS1 C: 

( V E R B  - N O U N )  

C H A R T E D  B Y  I A P P R O V E D  B Y  

SECClNDARY: 
.- 

(VEQE3 - N O U N )  

A C T l V i T Y  

(VERB - NOUN) WEEK WEEK 

I B 
-2 - 

?OE T I T L E  PB T I T L E  

I 

T A S  

( I N D I V I D U A L )  ( I N D I V I D U A L )  ( ' N  D i V i  

-P-"-- 
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PbCTE?&F[ Lf;$'F 
-- - --- -- ----- -a 

DEPARTMENT SECT l OH DEPT NO. SUPERVISOR 

ACTIV ITY  
NO. ACTIVITY (VERB-NOUN) 



, kTE TASK DATA SHEET 71 FOR TACK LIST 
JOB TITLE 

-- - -- - - --- ----- 
T O  G A T H E R  D A T A  F O R  P R E P A R A T I O N  O F  Y O U R  T A ? K  L I S T .  Y O U  M A Y  WISH T O  K E E P  T R A C K  O F  T H I N G S  Y O U  DO,  I N  T H E  C O L U M N S  

B E L O W .  W R I T E  T H E  D E S C R I P T I O N  O F  Y O U R  F I R S T  T A S K  I N  T H E  h L O R N l N S  U N D E R  T A S K  fl. T H E N  M A R K  f f l  O P P O S I T E  A L L  T I M E S  

Y O U  W O R K  O N  T A S K  R l .  D O  T H E  S A M E  F O R  f2 .  FS. E T C .  A S  Y O U  G O  T H R O U G H  T H E  D A Y .  I N T E R R U P T I O N S  M A R K  A .  5. E T C .  I N  

T H A T  C O L U M N .  A N D  D E S C R I B E  U N D E R  " D E S C R I P T I O N . "  P H O N E  I N T E R R U P T I O N S .  S H O W  T 4 L L Y  M A R K S  F O R  E A C H  O N E .  O P P O S l T E  

T H E  T l M E  T H E Y  O C C U R .  I N  T H I S  W A Y  Y O U  C A N  S U M M A R I Z E  T H E  C A T A  A T  T H E  E N D  O F  E A C H  D A Y .  A N D  U S E  A S  A G U I D E  F O R  Y O U R  

T A S K  L I S T .  

- A S K  
NO. 

1 

2 

(EXCLUDING LUNCH. ETC.) 

DESCRIPTION DESCRIPT13N T O T A L  
T iME 

TOTALI 
TIME 

T A S K  
NO. 

1 1  

12 





ORGANIZATION 
- 

C 

F J N C T ! O N S  - 
S E C O N D A R Y  

( V E R B  - ' IOUNI ( V E R B  - N O U N )  

JOB T I T L E  



LUE ANALYSIS CHART 
D A T E  

O R G A N I Z A T I O N A L  U N I T  C H A R T E D  - 

PRESENT O R G A N I Z A T I O N  

-- I 
JOB T I T L E  

S 
HRS HRS 

T A S K S  

U A L I  
P E R  

( I N D I V I D U A L  
P E R  

WEEK WEEK 

- - PROPOSED O R G A N I Z A T I O N  

NAME 

1 
I 

- - 

-- 
- - 

NAME 

JOB T ITLE 

NAME 

JOB T ITLE 

SKS 
HRS I PER 

T A S K S  

( I N O I V I D U A L I  



A C T I V I T Y  NO.  COST P E R  WEEK S 

T A S K  

A L T E R N A T E S  

S E L E C T I O N  EST. COST 



ORGANIZATION VALUE ANALYSIS CHART 
ACTIVITY/TASM ANALYSIS SHEET 

COST PER WEEK 5 A C T I V I T Y  NO 

- A S K  

A L T E R N A T E S  



ORGANIZATION VALUE ANALYSIS CHART 
TASK LIST 

5172 (10 -65)  T O T A L  I 

NAME 

DEPARTMENT 

JOB T ITLE  DATE 

SECTION 

/ 

a 
W 

Y m 
cn T 
4 3 
t- z 

DEPT NO. SUPERVISOR 

DESCRIPTION 

0 

0 0 
a < 



ORGANIZATION VALUE ANALYSIS CHART 
ACTIVITY LIST 

D E P A R T M E N T  

A C T I V I T Y  
NO. ACTIVITY (VERB-NOUN) 

DATE S U P E R V I S O R  S E C T I O N  OEPT NO. 



DEPT NO.  ORGANIZATION VALUE ANALYSIS CHARTI NAME I 
- TASK DATA SHEET 

FOR TASK LIST 
DATE JOB T I T L E  

T O  G A T H E R  D A T A  F O R  P R E P A R A T I O N  O F  Y O U R  T A S K  L I S T ,  Y O U  M A Y  WISH T O  K E E P  T R A C K  O F  T H I N G S  Y O U  DO. I N  T H E  C O L U M N S  

B E L O W .  W R I T E  T H E  D E S C R I P T I O N  O F  Y O U R  F I R S T  T A S K  I N  T H E  M O R N I N G  U N D E R  T A S K  S l .  T H E N  M A R K  # 1  O P P O S I T E  A L L  T I M E S  

Y O U  WORK O N  T A S K  C l .  D O  T H E  S A M E  F O R  CZ. 113. E T C .  AS Y O U  GO T H R O U G H  T H E  D A Y .  I N T E R R U P T I O N S  M A R K  A ,  B .  E T C .  I N  

T H A T  C O L U M N .  A N D  D E S C R I B E  U N D E R  " D E S C R I P T I O N . "  P H O N E  I N T E R R U P T I O N S ,  SHOW T A L L Y  M A R K S  F O R  E A C H  O N E .  O P P O S I T E  

T H E  T I M E  T H E Y  O C C U R .  I N  T H I S  WAY Y O U  C A N  S U M M A R I Z E  T H E  D A T A  A T  T H E  E N D  O F  E A C H  D A Y .  A N D  U S E  AS A  G U I D E  F O R  Y O U R  

T A S K  L I S T  

NO. I D E S C R I P T I O N  T O T A L  
T I M E  NO. I D E S C R I P T I O N  T O T A L  I TIME 

TOTAL TASK TIMES ( 1  TO 1 5 )  
(EXCLUDING LUNCH, ETC.) 

MIN.  

INTERRUPTIONS ( D E T A I L  IN PHONE AND OTHERS HERE) QUANTIT) 



I7 PRESENT METHOD FLOW PROCESS CHART 



ORGANIZATION \; 

JOB T I T L E  

SECONDARY 

( V E R B  - NOUN) 
( V E R B  - UOL'NI  

ACT IV ITY  



LUE ANALYSIS CHART 
DATE 

I O R G A N I Z A T I O N A L  U N I T  CHARTED f 

U A L l  ( I N D I V I D U A L  1INL) IVIDUALI  I I N D I V I D U A L )  

L 



FUNCTIONS: 

B A S I  C: SECONDARY:  

( V E R B  - N O U N )  ( V E R B  - N O U N )  

SAME 

JOB T I T L E  

T A S K S  

( I N D I V I D U A L  



D A T E  

PRESENT ORGAN1 Z A T I O N  

T A S K S  

I N D I V I D U A L )  







COSTS # SAV/NGS 
/WML. COSTS # SCHPD. 
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Some Results of V ,A.  Procedures  

P le s sev  Coo 

Draft  Works Order  and Enquiry 

Reduced cycle t ime fro-m 2 - 3 weeks to 1 - 7 days 

Change Note Procedure - Production end 

Saved 2,500 hours  /yea r  

Change Note Procedure  

Reduced cycle t ime 29% 
Reduced number of s teps by 50% 
Savings / y e a r  f 5,120 

Small  Orders  Procedure 

Reduced ~ u r n b e r  of s teps f rom 74 to 15 
Cost Reduced f 6,590 / y e a r  
Elapsed t ime 10 - 20 days to 1 to 3 days 

Drawing Change Request Procedure  

Reduced cycle t ime 180 hours  to 24 hours 
Reduced cost  5 28,000 / y e a r  
Reduced no of s teps 33 to 21  

Computerised P a r t s  Lis t  

Reduced cost  of 56 ,800 / y e a r  - 55 to fi 
Reduced s teps 28 to 12 
Reduced cycle t ime 4$ to 3 days 

Production of Machine Code Tapes 

Savings f 8,200 / y e a r  
Improved sys tem - l e s s  e r r o r s  
Reduced s teps and cycle 

Other Studies 

Engineering Planned Layout - f 1000 
Purchase  Requisition 
Departmental Returns 



Some Results of V.A.  of Procedures  

Other Companies 

Engineering Drawing Releas e to Production 

Reduced 18 s teps to 4 
Reduced 45 days to 15 

Engineering Drawing Release System 

Reduced elapsed t ime by 3070 
Reduced inventory by $90, 000 / y e a r  

Engineering Change Note Procedure  

Reduced t ime span by 7570 
Saved $31, 000 in man hours / y e a r  
Scrap  loss  - due to delay - reduced $10, 000 

A Wage Payment System 

Saved 4270 o r  $21, 000 

A Production Control Procedure  - Provisioning List  

Saved $49, 000 /yea r  

Other Studies 

Defective Mater ial  Rejection Procedure  
Purchasing Procedure  
Invoice Procedure  
Standard and Calibration Lab - T e s t  gear  calibration 
Trave l  order  and expense r epor t  

6 .  Vendor (Supplier) Information Request System 

Reduce process  t ime 
Saved $45,000 / y e a r  

7.  Employee Suggestion System 

Reduced s teps f rom 94 to 44 
Suggestions processed m o r e  quickly - grea ter  savings 
Reduced people f rom 9 to 3$ c le rk  





-9 
.s.oLoI#d .<,.-I,,, - - - - - - - -  - - -  - - -  

k?, y7; b3.d C O W  

i 
ESTIMATION 

DATA CORRECTION INSTRUCTION 
I 





n PRESENT METHOD FLOW PROCESS @%4ART PAGE OF - 
C] P R O D O S E D  M E T H O D  

M A N  M A T E R I A L  
C 

- 
( - 
I 
1 

- 
- 

PROCESS BEGINS DATE 

N O T E S  D E T A I L S  O F  M E T H O D  

1 VERB - NC'JN 





T R A N S P O R T  

DELAY 

I N S P E C T  

DECIDE 

STORE 

f ron one pl-ce 
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