MAKE A COPY
MDB Operational Excellence Worksheet
April Focus: Streamlining workflows and optimizing efficiency for increased profit and business freedom.

[bookmark: _atd5ekpwya5r]Self-Assessment: How Operationally Excellent Are We?
Answer the following questions honestly and thoroughly. The goal is to uncover inefficiencies, bottlenecks, and areas where systems can be improved or implemented.

[bookmark: _xmifkj4xjt2i]1. Workflow & Job Management
· Do we have a documented workflow process that every team member follows from vehicle drop-off to pick-up? YES / NO
· If yes, is it followed consistently?
· If no, where do we experience the most inconsistency?
· Are we using a digital job management system effectively? (e.g., customer communication, job status tracking) YES / NO
· If yes, which features do we underutilize?
· Do jobs move through the workshop with minimal delays or rework? YES / NO
· If no, what causes the most delays (e.g., waiting on parts, unclear diagnosis, lack of communication)?
· How do we currently assign work to technicians? (e.g., based on skill, availability, random)
· What part of the daily workflow causes the most frustration for the team?
Improvement Ideas / Action Required:






[bookmark: _m8qhm6d6k5jy]
[bookmark: _2w9vi5c5sghp]
[bookmark: _vzcrz81a3dc2]2. Time Management & Daily Rhythm
· Do we have structured start-of-day and end-of-day routines? YES / NO
· If yes, do they include technician meetings, priority setting, and review?
· Are there set times for customer communication, quality checks, and job updates? YES / NO
· How often are we running behind schedule or rescheduling jobs? Why?
· Do we schedule upsell opportunities proactively into the day? YES / NO
· Are we regularly reviewing technician time clock data or job completion times? YES / NO
Improvement Ideas / Action Required:






[bookmark: _xzuvyf8eml1r]3. Workshop Layout & Efficiency
· Does our current workshop layout allow for fast and efficient movement of vehicles and parts? YES / NO
· Are technicians spending unnecessary time walking between bays, tools, or parts areas? YES / NO
· Is tool and equipment usage efficient and shared without conflict or delay? YES / NO
· Are safety and cleanliness maintained to a high standard daily? YES / NO
Improvement Ideas / Action Required:





[bookmark: _rac6zxaqu5t0]
[bookmark: _kqbtxm4uyy5c]
[bookmark: _uf9j5nyitdz]
[bookmark: _n81lpopht0gw]
[bookmark: _ybush3d5rnqm]4. Communication & Team Coordination
· Do we have a clear communication system between front office and workshop? YES / NO
· How often are jobs delayed due to lack of communication or miscommunication?
· Are there daily check-ins or stand-up meetings with the team? YES / NO
· Do our service advisors and technicians understand each other’s challenges and responsibilities? YES / NO
Improvement Ideas / Action Required:






[bookmark: _d4jdqll3t5mw]5. KPIs & Measurement
· Are we consistently tracking operational KPIs such as:
· Vehicles per day per tech
· Hours sold per RO
· Jobs completed on time
· Rework rate
· Technician efficiency & productivity
· Are these KPIs reviewed weekly or monthly with the team? YES / NO
· Do team members understand how their performance contributes to these numbers? YES / NO
· Do we use KPI data to drive performance incentives or coaching conversations? YES / NO
Improvement Ideas / Action Required:










[bookmark: _b6ids6sn5oeh]6. Systems & Documentation
· Are key workshop processes documented (e.g., job intake, quality check, upsell protocol)? YES / NO
· If a team member is away, can someone step in and follow the documented process? YES / NO
· What is one operational process that urgently needs to be systemised or improved?
Improvement Ideas / Action Required:





[bookmark: _ob9bywxp03uz]7. Customer Experience & Flow
· Are customers consistently informed throughout the repair process? YES / NO
· Do we have a process for customer drop-off, courtesy vehicles, pick-up, and follow-up? YES / NO
· How often do we receive complaints about timeliness, communication, or service quality?
· Are we delivering vehicles on time and in a condition that builds trust and loyalty? YES / NO
Improvement Ideas / Action Required:





[bookmark: _6l2gjnvtnufy]Action Plan: Priorities for Operational Improvement
1. 
2. 
3. 
4. 
5. 

Use this worksheet as a working document to guide your operations review this month. The insights you uncover here will form the basis for setting improvement goals, reallocating team responsibilities, and streamlining your business for growth and freedom.

