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Background

Stakeholders

Under the provisions outlined in Ohio Revised Code 117.49, ODOT is 

responsible for the retention of all right of way acquisition records. Paper 

records are compiled from the districts and sent to Central Office. These 

records have historically been housed in Central Office Real Estate, Records 

Section. This information is critical in providing customers accurate right of way 

documents in the preparation of ODOT and Local Governmental Agency project 

plans. The current record retention media is paper and microfilm, which is 

archaic and somewhat unreliable. The process has several layers of duplication 

and accessibility is cumbersome. Hard copy and microfilmed documents make 

retrieval of records labor intensive and inefficient for staff and customers. 

Central Office Real Estate

District Real Estate Offices

Division of Information Technology

Attorney Generals Office

Local Governmental Agencies ( LPA’s)

Right of Way Design Consultants

Surveyors

General Public
4



SIPOC
Suppliers Inputs CustomersOutputsProcess



Jackie & Donna
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Scope of Event

Scope: 

The records retention process begins when the acquisition files 

are prepared by the districts and submitted to Central Office, 

Office of Real Estate. The process ends when the records have 

been stored for record retention.

Overarching Theme(s):

Process the real estate acquisition records in a manner to reduce 

duplication, backlog and enhance retrieval.
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Out of Scope

Areas that will not change as a result of the 

Kaizen event are:

• No one loses their job because of the Kaizen event, but 
duties may be modified.

• Need for additional staff is not dependent on 
improvement process

• Need for additional monies is not dependent on 
improvement  of process

• No legislative changes or changes related to collective 
bargaining.

• No IT solutions until it is determined that an IT solution 
is needed.8



Goals & Objectives

• Eliminate the entire backlog within six to 
nine months. 

• Convert all paper files to electronic files

• Reduce or eliminate file duplication 

• Reduce customer wait time by 50%

• Increase staff and customer satisfaction
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Stephanie



1 month   3 months   6 months 18 months        24 months 36 months

200
boxes

50 
boxes

150 
boxes

100 
boxes

350 Boxes

42 months of work

Current Backlog

300
boxes



Baseline Data

D1 D2 D3 D4 D5 D6 D7 D8 D9 D10 D11 D12

Projects 61 73 104 171 70 56 74 118 36 127 134 29

Parcels 678 767 1009 2688 769 712 553 1697 683 1027 562 672
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Walk-Through
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Daveen



The Kaizen Approach

Team-based energy and creativity drives immediate 
process improvement

DAY 1 DAY 2 DAY 3 DAY 4 DAY 5

Day of 
Learning

Day of 
Discovery & 
Developing 
Improvement 
Ideas

Day of 
Improvement & 
Creating the 
New process

Day of Design 
Implementation 
& 
Documentation

Day of 
Celebration & 
Results

Schedule 30-60-
90-day follow-
ups

At the end of the week, each Kaizen team has designed 
dramatic operational improvements
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To Break for the Better

• Clear objectives

• Team process

• Tight focus on time (one 
week)

• Quick and simple, action 
first

• Necessary resources 
available right away

• Immediate results (new 
process functioning by 
end of week)
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Wasted Time and Activity

Core Process Value  Added

Excessive Motion
Defects & Loop 

Backs

Hand-offs Waiting
Over 

Production

Backlog

Over processing

Lead time Reduction
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Kim



Current-State Process Map

Blue “Post-its” are points of waste!



The original processes had:

• Too many steps

• Too many handoffs

• Too much paper

• Too much transportation
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Intense work identifying Value 

and Waste



Lori - Shell



The team brainstormed and evaluated multiple 
improvement ideas



Clean Sheet Redesign

1

2

3
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The New, Improved Process
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Old Process

New Process

61 steps   22 handoffs

11 steps   8 handoffs
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Michael & Cheryl 



The Results
Measure Before Projected After Difference

Steps 61 11 50 less steps
82%

Handoffs 22 8 14 fewer handoffs
64%

Lead Time

Delays

10 – 31months

2 delays

6- 19 months

0 delays

40%-31%

100%

Boxes waiting to 
be processed

Central Office – 146 boxes

Districts - 207

Warehouse – 4100 boxes

0

0

0

100%

100%

100%

Records 
Processes

13 1 90%



More Results

• Elimination of paper

• Faster retention

• Reduced duplication

• Easier access to records

• Reduced shredding

• No more microfilm
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Error/Delay Avoidance

3

0

700,800 sheets of paper are handed off more 

than 25 times……..

17,520,000 fewer touches and 

fewer potential errors or delays



Dwight & Cheryl 



Projected Cost Savings Analysis
Cost Savings and Cost Avoidance
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Cost Savings

Paper 700,800 sheets @ .006 = $4,402

Printing 700,800  @ .015 =  $10,512

Actual Cost savings = $14,716 per year 

Cost Avoidance

Cost to process 1 box

Old method =  $705 Total Cost Avoidance

New method =  $1 $190,404 
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Current Key 

Issues

Kaizen 

Improvements
Paper records Electronic storage

Multiple district drives One shared statewide drive

Outdated/inefficient 
process

Streamlined/efficient process –
reduce duplication & enhance 
retrieval
Pushed decision-making to 
earlier in the process

Microfilm and movement 
of boxes of records

Scanned documents/reduce 
boxes

Process generates backlog Eliminate backlog

Labor intensive and costly Cost savings in 
labor/time/materials & increase 
employee production
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Denae



Implementation Plans

• Policy, Process and Forms Plan

• IT enhancement plan

• Backlog plan

• Communication and Training plan
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Policy, Procedures, 
Retention Plan
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Jayne



IT 
Enhancement 

Points
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John & Stephanie



Backlog 
Plan
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Katie & Michele 



Communication 

and Training 

Plan
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Kaizen Benefits
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Open Communication

Bringing everyone involved 

together

Kept us on track and 

focused

We used compromise

Users involved

We really learned the 

process

Group decision making

Ownership

The right people in the 

room



Standard Process

Everybody 

doing the same 

process the 

same way!44



Robin



What changes Monday?

• Communication

• Training Plans

• District Backlog

• C.O. Backlog

• Policies and Procedures

• Pilot drive work
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Marna & Claudia



Personal Lessons Learned
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We are part of the solution

Many District changes

Session overcame my sleep apnea

Groups made many changes

We made great progress

We had full leadership support



Shell & Lori 



Life as a member of a Kaizen 
event Team...
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Special THANKS to…

Senior Leadership: 

James Young, Deputy Director, Division of Engineering

Sponsor: 

John Maynard, Administrator, Office of Real Estate

Team Leader: Donna Stewart, Records

Subject Matter Experts: Laura Philabaum, District 
Real Estate Administrator, District Five, Matt Kouskouris, 
Reality Specialist Supervisor, Real Estate, Heather Sullivan, 
Chief Legal
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Governor’s Visit
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Governor’s Visit
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Governor’s Visit
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Governor’s Visit
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Governor’s Visit
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What Questions/Comments
do you have?
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