Annex I
Quality and Productivity Improvement for Enterprise Competitiveness (Basic Kaizen)(A)
Job Report 
Name:

Country:

Organization and present post:

E-mail:

Remarks 1:
The Report should be typewritten in English (12-point font, A4 size paper), and total pages of the report should be limited to 3 pages. 

Remarks 2:
Each participant is required to have presentation in 10 minutes based on this Job Report and IAS at the early stage of the training for the purpose of making the training more effective and fruitful by comprehending the situations and problems of the participants each other.

1. The current situation of manufacturing industries in your country or region

1 GDP composition by industry

2 Composition of the manufacturing industry by type of business

2. The national or local government policies

1 Development policies for the manufacturing industry

2 Supporting policies for the small and medium-sized manufacturing industry

3. What is/are the overall problem(s) of the manufacturing industry you belong to or you exercise jurisdiction over?
4. What is your image of Japanese manufacturing industry and at what points do you feel differences between your country’s manufacturing and that of Japan?
5. Do you already know and implement the items mentioned below?

Please place a check mark next to the each item accordingly.
	
	I know
	being carried out

	5S
	
	

	KAIZEN
	
	

	Autonomous maintenance
	
	

	TQC
	
	

	Muda Zero Activity 
(waste elimination activity)
	
	

	Condition diagnosis technology
	
	


Annex-II
Issue Analysis Sheet (IAS) 

Country:
Name:

	No.
	【A】* Issues that you confront.
	【B】　Actions that you are taking.

	1
	
	

	
	【Ⅰ】Task or The information that I need.
	【Ⅱ】Useful information that I obtained /found.
	【Ⅲ】 Lecturer

	
	
	
	

	

	No.
	【A】* Issues that you confront.
	【B】　Actions that you are taking.

	2
	
	

	
	【Ⅰ】Task or The information that I need.
	【Ⅱ】Useful information that I obtained /found.
	【Ⅲ】 Lecturer

	
	
	
	

	

	No.
	【A】* Issues that you confront.
	【B】　Actions that you are taking.

	3
	
	

	
	【Ⅰ】Task or The information that I need.
	【Ⅱ】Useful information that I obtained /found.
	【Ⅲ】 Lecturer

	
	
	
	


【Ⅰ】,【Ⅱ】,【Ⅲ】　These columns will be filled during the training course.  

Annex-III
Issue Analysis Sheet (IAS) Guidelines

1. What is IAS?

(1) IAS is a tool to logically organize relationships between issues and contents　of the training program in Japan.

(2) IAS will help the nominee to clarify his/her challenges to be covered in each expected module output and to formulate solutions to them.

(3) The sheet is to be utilized as a logical process control sheet to draw up improvement plans for the issues by filling out the sheet in phases from prior to the nominee's arrival through to the end of the training.

(4) In addition, it is used for the course leader and lecturers to understand the issues that each participant is confronting, and provide him/her with technical advice, useful references and solutions through the training program in Japan.

2. How to fill out IAS?

(1) Please describe the issues you confront in column ”A: Issues that you confront”.
You shall describe challenges you are facing in your section also in the Job Report. Among them, in column A, please describe only those issues you expect to solve utilizing information and knowledge being delivered in this training course.Prepare the separate rows for each problem; if necessary, please add new rows.

(2) In column “B: Actions that you are taking”, please describe actions that you  are taking to solve the issues shown in “Column A”.
This information is very important to carry out the training course and also to make Action Plan as a fruit of the training.

(3) It’s not necessary to fill in column “Ⅰ: Task or the information that I need“, column “Ⅱ: Useful information that I obtained/found” and column “Ⅲ: Lecturer”. These columns shall be filled out during the training.
(4) “ColumnⅠ” shall be clarified and filled out in the subject “Task extraction using IAS” implemented at the earlier time in the training.
(5) “ColumnⅡ” and “ColumnⅢ” shall be filled out during the training and you are required to present completed IAS in the subject “Action Plan　Presentation”.
The course leader explains IAS as follows:

You must have already made an annual business plan and are working on it every day. The business plan has goals and target numbers. There is a gap between goals and what you have achieved. This gap means “issues”. 
*You shall describe challenges you are facing in your section also in the Job Report. Among them, in column A, please describe only those issues you expect to solve utilizing information and knowledge being delivered in this training course.
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