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MEMORANDUM
To:

From:

Date: November 13, 2020

Subject: A Proposal to Implement the 5S for the BoomX Aviation Corporation

I cannot thank you enough for granting me the opportunity to design and implement the 5s in the corporation’s Central B-side machining area where the wings of the C47 models are fabricated. I am convinced that we can both agree that the establishment is facing a negative impact on efficiency due to the inadequate management of the materials, tools, and equipment. While the teams and individuals focus on the realization of the set goals, I strongly feel that improved performance can be attained if the 5S can be implemented. This is the time to restructure the establishment and not only attain efficiency, but also a safe working environment for all the teams and individuals that work in this area. 

Kindly contact [……] for any queries or clarifications. I look forward to meeting and hearing from you. 

PROPOSAL
To

Design and Implement the FS for BoomX Aviation Corporation

The following proposal captures the specific activities and actions that need to be undertaken to ensure that the Central B-side machining area is adequately managed to promote efficiency and lower the likelihood of workplace accidents. The proposal has been developed based on the observed layout issues in the establishment and the existing literature that informs the necessary steps that could be taken. It identifies the timeline, the steps, and the costs needed to undertake the transition. I believe the information provided here meets best and recommended standards, as learned during my tenure at Boeing Portland and from the lean manufacturing approaches learned at Portland Community College. I feel I have the requisite knowledge required to implement the 5S, and create a working environment with a high efficiency level. I am hoping the report will go directly to the assigned manager in a bid to prompt an immediate response. 
Why Central B-side Machining Area needs 5S
BoomX is one of the industry leaders, and is known for its efficient production system that provide quality outputs. Since the company was founded, it has greatly expanded, and has added new divisions, as part of its overall strategy intended to dominate the North American markets. Initially, the top and middle-level managers were following and monitoring the performance processes to guarantee quality and safe performance, but due to the expanding roles, the managers no longer allocate adequate time for the activities. This has led to the laxity that has resulted in poor organization and management of tasks. The Central B-side machining area is one of the critical areas that need to be managed adequately to avoid issues, such as accidents and wastage of materials. On 8th March 2019, the machining area saw an accident where one worker sustained injuries that kept him out of work for seven months. The company was forced to pay $120,000 in compensation. Such undesirable outcomes will continue to be experienced if 5S are not implemented to create an efficient production line and a safe working environment. 

Following the incident, the workers were asked to be more cautious. They were also asked to ensure the environment is safe for work. However, several months later, the establishment appears problematic, which means there is an imminent danger. On the other hand, an observation of the establishment indicates that there is wastage of resources. The welding and assembly sections have more workers than necessary, mainly because the installed machines usually do most of the work. It means that the human resources can be reorganized to avoid redundancy and lack of adequate management of the available resources. 
The Benefits of Implementing 5S

BoomX will realize a host of benefits if the 5S can be implemented as follows. First, the establishment will create a safe working environment enabling the business to avoid unnecessary compensation costs. Additionally, the organization will avoid redundancy, and ensure that an optimal number of employees meets the targeted goals. The establishment of an optimal number of workers is vital, as it helps reduce the likelihood of accidents because the workers fully understand their roles. More so, the 5S will undertake the restructuring of roles to avoid person-job mismatches, which are believed to contribute to workplace accidents. The optimal number that will be realized will include skilled individuals that understand the processes and activities in the establishment. 

How the 5S will be implemented

To implement the 5S competitively, I will visit the establishment and make critical observations in real-time. I will learn about how the workers interact among themselves and with the tools, equipment, and the entire line assembly. After the keen observation, I will make sketches about the changes that need to be made to improve the process and the working environment. The sketches will make me identify and learn about the outcomes that will be realized if a new system can be put in place. On the other hand, the workers in the establishment will be involved in preliminary interviews to learn about their specific roles and activities they need to meet on a daily basis. These activities will precede the actual implementation stage where the desired processes will be implemented. The specific steps are as follows. 
Step One
i. Make observations in the Central B-side machining area
ii. Interview the workers to learn about their specific roles and activities

iii. Observe the interactions between the workers and machines

iv. Assess the line production to identify primary issues.

Step Two

i. Make sketches based on the data collected and observed
ii. Evaluate how the interactions improve the likelihood of accidents and wastage of materials.

iii. Assess the production line to identify resource wastage problems.

iv. Quantify the identified issues to prioritize them.

v. Summarize the changes and predict the likely outcomes. 

Step Three
i. Partner with the line manager, and inform him about the needed changes.

ii. Assign new roles which matches the skills of the workers.

iii. Reassign duties of workers that create redundancy. 

iv. Restructure the production line to minimize the wastage of materials. 

v. Rearrange the space to ensure no workers are vulnerable to workplace accidents. 

The Final Product
After the implementation of the new system, the establishment will have new roles and an environment that minimizes the wastage of resources. The remaining workers will have specific roles and activities that promote the efficiency of the overall system. All the tools, machines, and equipment will be placed in areas that not only improves the efficiency of the line, but also reduces the chances of workplace accidents. Also, after the implementation, a document that identifies how the people interact among themselves and machines will be printed and presented to the team. The document will include additional important information, such as safety protocols. The document is critical to ensure that any workers that join the team understand the guideline that need to be followed. 
Project Schedule
The schedule for implementing the project is as follows.

November 13th Visit the establishment

November 13th -16th Make important observations

November 17th- 18th Carry out preliminary interviews

November 19th Design sketches about the needed solution

November 20th -24th Design the new system that needs to be installed
November 25th Communicate the new system with the line manager and recommend the changes.

November 26th –30th Implement the new design
December 1st -4th Make observations and predict outcomes

My Credentials
· I have worked at Boeing Portland where I implemented the 5S in a manufacturing section.

· I learned in-depth knowledge about lean-thinking and manufacturing at Portland Community College.

· I have years of experience in manufacturing

Costs
The implementation of the 5S is not associated with huge costs because it is mainly about preliminary restructuring. I estimate the project will take about 170 hours. An hourly compensation of $40 means the total cost is $6,800. Additionally, the organization will need to outsource new tools and materials that may be broken or unsuitable; thus, an additional $5,000 may be required. Any excess funds will be refunded. 

Closing
I am thankful for your time in considering my proposal. I am confident that you can easily grasp the entire benefits that this project will bring to your corporation. This can be a start that will result in changes in the entire organization, which will cumulatively create much value for the organization. I am looking forward to your positive feedbacks, which could be a start of a long-term and fruitful cooperation. 
Thank you. 
