! 1. Sort your supplies to determine which ones to

! keep, which should be disposed of, and which

: you need more information about before making
a decision.

: 2. Create an opportunity for everyone in the
department to give input about how often different

: supplies get used, so you don’t eliminate something
: the department needs.

3. Organize the supplies by figuring where each item
belongs and then labeling supplies and shelves.
Also set “par” levels, figuring out the quantity the
department should always have on hand.

: 4. Remember safety when organizing the supplies.
Make sure people won’t have to bend too low,
reach too far or lift something that’s too heavy.

; 5. Establish a signal for when supplies need to be
re-ordered. For example, the signal might be
flipping the bin upside down, filling out a re-order
card or alerting whoever is in charge of ordering
supplies. And have a system for alerting people
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when an item is getting close to its expiration date.

10.

Routinize the new system by having a plan to
make sure supplies stay sorted, in order and
clean. For example, create a checklist to make
sure the new procedures are followed or assign
someone to sign off at the end of the day that the
supplies are ready for the next day’s work.

Check in regularly with other team members to
make sure the new system is working and to
tweak it if it needs adjustments.

Consider approaching departments similar to
yours that may order the same supplies. You may
be able to consolidate orders. For example, many
departments in the same medical facility order
sutures.

Calculate how much money you’ve saved.
Compare what you were spending before on
supplies to what you’re spending now.

Take before and after pictures to help you
communicate the story of how your department
reduced waste.
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