Cycle Time

Definition/Purpose: Provides the total amount of time it takes for each step in the process to be completed.  Includes value and non-value added steps.  Provides a better understanding of the process.  Identifies bottlenecks in the process.  Reducing cycle time increases the predictability in the process, helps reduce waste and rework, which reduces costs.  Useful in Measure phase.

Instructions: To use as a template, please save a copy by clicking on the save icon.
· Decide whether you will measure cycle time on the entire process or on a subset of steps.

· Review operational definitions in Data Collection Plan for the starting and ending points of each step as well as for the units of time you will use for measurement (i.e. days, hours, minutes).

· Develop consensus among the group about what is value added vs. non-value-added time.

· Develop and complete a collection form.  

Data Collection Form for Cycle Time

	Process Step
	Cumulative Time
	Value-added Time
	Non-value added Time
	Notes
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