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The purpose of this research was to study current situation or all procedures in an
office work to find waste or non-value added activities in order to analyze and find appropriate
solutions to eliminate those wastes and reduce processing time. This research started with
studying and applying concept and theories of lean management to study and improve current
state of the organization and increase capabilities to deal with any aspects of customer
requirements.

The study results showed major problem were long lead time of document approval
process from an authorized and there was complicated and uncontrollable flow of paperwork.
This research gathered data and improved all involving processes by applying lean concepts and
value stream mapping which is a powerful tool of lean manufacturing to reduce wastes and lead
time.

As a result after improvement, can reduce 45 activities from 160 activities or 28.13

percent, time 1,693 minutes 41 seconds decreased from 4,845 minutes 25 seconds or 37.02

percent.
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