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BACKGROUND 
In this step, you make the business case for selecting a particular problem for resolution. Upon your selection, clearly state how the problem affects the strategic business objectives around customers, process, financials, new products, etc.

PROBLEM STATEMENT/CURRENT CONDITIONS 
Detail the specifics of the problem. These may include the magnitude of the problem, where and when the problem occurred, and the problem’s impact on the business. By defining these specifics on a quantitative scale, you help to bring the problem to life for your organization.
· Provide a visual overview of the current state process (Use charts, process maps, graphs, tables, photos, etc…)
· Highlight key factors in the current state

· Provide evidence of the problem (data). Avoid qualitative opinions, suggesting solutions or judging


GOAL 
· In this step, state what you are trying to accomplish by initiating the A3 problem-solving project. Map out what goals you are trying to achieve and set a timeframe for completing these goals.

ANALYSIS
Having fully defined the problem, carry out a root cause analysis to determine the most basic reasons of your problem. Be as thorough as possible. Fishbone, 5 Whys, 5W2H  and Pareto are good Root Cause Analysis tools

	PROPOSAL 
· With the root causes in place, come up with the countermeasures that you will use to reach your objective in solving the problem. Draw up a detailed plan that outlines who will deploy the proposal and when this deployment will be completed. Following the 5W2H, structure helps in this step.
PLAN 
· Now that you have defined your target state, you can develop a plan for how to achieve it. Implementation plans should include:

· A task list to get the proposal in place

· Who is responsible for what

· Due dates for any time-sensitive work items
FOLLOW UP 
· A follow-up plan allows teams to check their work; it allows them to verify whether they actually understood the current condition well enough to improve it. A follow-up plan is a critical step in process improvement because it can help teams make sure:

· The implementation plan was executed

· The target condition was realized

· The expected results were achieved
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