Paperwork Reduction Project 

Agency Name: ______________________________________

Project Aim:
Reduce the time required for intake/admission 
Measures:

· Number of pieces of paper in the process

· Number of hours/minutes to complete the intake process
Tools for tracking your improvement:

Instructions:

1. Count the number of pieces of paper in intake/assessment process before you make any reductions in paperwork.  

2. Measure how many hours/minutes it takes to complete intake/assessment process on at least ten clients before you make any reductions in paperwork.  Then measure the hours/minutes it takes once you have reduced your paperwork.  Try and use the same sample size before and after.  
Client #1:    _____________

Client #11:    ______________
Client #2:    _____________

Client #12:    ______________
Client #3:    _____________ 

Client #13:    ______________
Client #4:    _____________

Client #14:    ______________
Client #5:    _____________

Client #15:    ______________
Client #6:    _____________

Client #16:    ______________
Client #7:    _____________

Client #17:    ______________
Client #8:    _____________

Client #18:    ______________
Client #9:    _____________

Client #19:    ______________
Client #10:  _____________

Client #20:    ______________

3.  Calculate the total hours/minutes for all clients:

____________________
4. Divide the total hours/minutes by total # of clients to get the average length of time for intake process.  







Average intake process time =    Total hours/minutes







 
 Total # of clients
