Check Sheet – In Brief
What it is: 
A check sheet is a means of gathering data to be used in other types of analysis. Generally, it allows you to mark the frequency or pattern with which events occur by denoting that occurrence with a “check mark” in the appropriate column on the check sheet. 
How to make it:

1. Identify the problem or issue that needs your attention

2. Brainstorm possible causes of that problem

3. Identify the scope of the observation: time (one week, one month, etc.), locations (factory wide, shipping dock, etc.)

4. Prepare a chart with the possible causes of the problem listed from top to bottom and the scope of observation from left to right. The following example tries to identify the most frequent cause of shipping delays.
	
	Mon
	Tues
	Wed
	Thu
	Fri
	Total

	Equipment Malfunction
	
	
	
	
	
	

	Shipping Service Late
	
	
	
	
	
	

	Documentation Error
	
	
	
	
	
	

	Total
	
	
	
	
	
	


How to use it:

1. For each occurrence of one of the possible causes of the problem, make a check mark (or tally mark) in the column that corresponds with the current scope of observation.
2. Calculate the totals for each column and each row.
3. It is a good idea to make a test run in order to verify that you are tracking the appropriate events and that the scope is neither too narrow nor too broad.

4. It may be necessary to repeat the process. For example, using the chart above, you may find that the most frequent cause of shipping delays is documentation errors on Monday. The next step is to figure out what it is on Monday that causes documentation errors – this calls for another check sheet.

Interpreting the data:

The data you gather in a check sheet should give you an indication of which problem source occurs most frequently and where or when that problem occurs (depending on how you’ve defined your scope). This data can then be exported into a graph, chart, histogram, or Pareto Diagram for further analysis or to make the data easier to interpret. 
