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Statutory Reminders for November 2024: 

1. Statutory Bonus (if not paid so far), the due date is 30th November 2024 for the Financial year 
2023-24 

 
 

 

In this issue: 

1. Lead Time / Cycle Time – explained with examples 

2. Time Management – Priority Matrix explained 
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1. Process Simplification 

- Identify unnecessary steps 
- Eliminate redundant tasks 
- Streamline workflows 

Example: Reduce paperwork by digitizing forms 
(50% reduction in cycle time) 

 
2. Standardized Work 

- Document best practices 

- Create standard operating procedures (SOPs) 
- Train employees 

Example: Implement standardized assembly 
procedures (20% reduction in cycle time) 

 
3. Batch Size Reduction 

- Reduce batch sizes 
- Increase production frequency 
- Decrease inventory levels 

Example: Reduce batch size from 100 to 10 
units (30% reduction in cycle time) 

 
4. Continuous Flow 

- Arrange processes sequentially 
- Eliminate bottlenecks 
- Implement pull systems 

Example: Implement continuous flow production 
(40% reduction in cycle time) 

 
5. Automation 

- Identify repetitive tasks 
- Implement automation technologies (e.g., 
robotics, software) 
- Monitor and adjust 

Example: Automate data entry tasks (60% 
reduction in cycle time) 

 
6. Cross-Training 

- Train employees on multiple tasks 
- Increase flexibility 
- Reduce dependencies 

Example: Cross-train assembly line workers 
(25% reduction in cycle time) 

 
7. Quality at Source 

- Inspect quality at each process step 
- Address defects immediately 
- Reduce rework 

Example: Implement quality checks at each 
assembly stage (15% reduction in cycle time) 

 
8. Visual Management 

- Use visual cues (eg.Kanban boards/color-coding) 
- Monitor production status 
- Identify bottlenecks 
 

Example: Implement visual management system 
(20% reduction in cycle time) 

Specific Cycle Time reduction strategies, implementation steps & examples: 
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9. Right-Sizing Equipment 

- Assess equipment capacity 
- Adjust equipment usage 
- Optimize production 

Example: Right-size equipment to match 
production demand (30% reduction in cycle 
time) 

 
10. Total Productive Maintenance (TPM) 

- Regularly maintain equipment 
- Reduce downtime 
- Increase overall equipment effectiveness (OEE) 

Example: Implement TPM program (25% 
reduction in cycle time) 

 
Implementation Steps: 
 
1. Identify areas for improvement 
2. Analyze current processes 
3. Develop implementation plan 
4. Train employees 
5. Monitor and adjust 
6. Continuously evaluate and improve 

 
------------------------------------------------------------------------------------------------------------------------------------ 

TIME MANAGEMENT 
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Quadrant – I 
(Immediate 

Attention Required) 

Quadrant – 2 
(Requires Attention 

But not critical) 

Quadrant – 3 (Nice 
to do) 

Quadrant – 4 (These 
activities are Time 

eaters 


