	SAMPLE
	5S Office Audit Form



Month of: ___           Assessor: __________________
Department/Area:________________________

For each “S”, Circle the block which comes closest to describing the area being assessed.

	
	5 Points 

World Class
	4 Points

Very Good
	3 Points

Minimum Acceptable
	2 Points

Marginal
	1 Point

Poor
	0 Points

Unacceptable

	Sort
	Every item in the area is needed and up-to-date. 

Consider:      - Supplies

- Tools          - Equipment

- Furniture    - Documents

- Bulletin board postings

- Walls and Partitions
	Minimal clutter, but a small amount of unneeded supplies, tools, equipment, furniture, documents or general items. 


	The area has some clutter and unneeded items.  Some items stored on top of cabinets.  Some needed items are not available or on order.
	More clutter and unnecessary equipment.  There is no unneeded furniture or equipment, but desks, shelves and cabinets have excess items.
	Generally cluttered.  Quite a few unnecessary items either on benches, desks, shelves, or cabinets.  Some unneeded furniture and equipment.  Items on floor or in aisles.
	Area is cluttered/unsafe.  Many unnecessary items everywhere.  Much unneeded furniture, & equipment.  Emergency equipment and/or exits blocked.

	Set
	Area very well organized.

Excellent visual controls are in place, where applicable.  There is a designated or labeled location for all items.  Locations are convenient and items are stored properly.  Aisles are neat & clear.   Emergency equipment and exits are easy to locate and access is unobstructed.
	Area well organized.  Most items have a designated location.  Although not perfect, most locations are good, and items are stored properly.  Equipment, tooling & related supplies are co-located & orderly.  Many visual controls are in place, where applicable.   Aisles are neat & clear. 
	Area well organized.  With the exception of a few problems, most items have a designated appropriate location, and most tools, documents & supplies are stored properly.  Many visual controls are in place, where applicable.
	Area moderately organized.  Many key items have a designated location, but some do not, and some items are improperly stored.  Although some visual controls are in place, many more could be added.
	Inadequate organization.

Many key items have no designated location.  Shelves and drawers are poorly labeled.  Very few visual controls or instructions are evident.  Safety equipment is not designated.
	Poor organization.

Little indication for a designated place for anything. Items improperly stored on the floor and benches.  Trip hazards.  Furniture and tools located far from where needed.  No current visual controls, signs or labels.

	Shine
	Everything in the area is in “like new” condition.  No dust, dirt, or stains on furniture, floors, ceilings, or posted documentation.


	Everything in the area is clean and functional.  Floors, walls, partitions, and posted documentation are clean. 
	Most items in the area are clean and functional.  Floors, walls, partitions, and posted documentation are pretty clean.
	There is some clutter.  Some items are not clean.  Floors, walls, partitions, and posted documentation are marginal. 
	Area needs to be picked up.  Items have not been cleaned in some time.  Floor, walls, partitions, and posted documentation is dirty. 
	Area is very dirty.  Furniture, equipment, shelves, fixtures, and tools area coated with dust.  Possible health and safety hazards exist, such as trip hazards, or obstructed emergency items or exits.

	Standardize
	A 5S schedule and checklist is posted in the area and it is clearly followed.  It is clear that follow-up actions to identified problems have been done.
	A 5S schedule and checklist is posted and seems to be followed.  It is clear that follow-up actions to identified problems have been done.
	Although neither a 5S schedule nor checklist is posted, they are available.  It is somewhat clear that follow-up actions to identified problems have been done.
	Although neither a 5S schedule nor checklist is posted, they are available.  It is unclear that follow-up actions to identified problems have been done.
	There is no evidence that either a 5S schedule or checklist exists for the area.  


	There is no evidence that either a 5S schedule or checklist exists for the area. 



	Sustain
	There is a clearly documented and followed system to maintain 5S.  It is evident that everyone in the area is committed to 5S.
	There is a system in the area and strong interest in maintaining 5S.  
	There is a system in the area and moderate interest in maintaining 5S. 
	There is a system in the area and spotty interest in maintaining 5S. 
	There is no system in the area and little interest in maintaining 5S. 
	There is no system or commitment within the organization to sustaining 5S.


# of 5’s circled:
____ X 5 = 
______
Opportunities for Improvement:
Who
When
# of 4’s circled:
____ X 4 = 
______
(
# of 3’s circled:
____ X 3 = 
______

# of 2’s circled:
____ X 2 = 
______
(
# of 1’s circled:

______
Total:

______    =
(
Total points coloring scheme: Less than or Equal to 10pts (Red); Greater than 10pts and Less than or Equal to 20pts (Yellow); Greater than 20pts (Green)

5S Rating
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