	
	
	



Continuous Improvement Project Form
Only use this template if you’re unable to access the project report form. Email completed forms and associated files to DOASMP@wisconsin.gov.
Required fields are indicated with an asterisk (*).
Team lead information

	Team lead email *
	

	
Team lead name *
	

	
Additional team lead email
	

	
Additional team lead name
	

	Project Sponsor 
	

	Project Sponsor Email
	

	
Name of agency *
	

	
Name of division *
	

	
Name of bureau 
	




Project background
Is this a Yellow Belt Project? * Yes    No

Project Name – Use a brief identifier to reference project work. Keep project names under 12-15 words *

Background – What’s the problem? Provide some context to the problem. Describe the process or setting in which the problem occurs. * 

Value Proposition–  Describe what the project hopes to accomplish. What is the value in solving this problem? *



	When do you expect to complete the project?
	




Project charter 
If your project uses a project charter, please complete all required fields. 
Stakeholders – Who is affected by this process? Who is involved in this process?


Scope – What are you focusing on in this project? What related processes will you avoid changing?


Problem Magnitude – How many people are affected by this problem? How often does it occur?


Goals – What do you hope to accomplish in this project? What does success look like?


Project Metrics Section
Select the metric category that best represents the impact of your improvement.
You may report more than one success metric.

For each measurement, provide:
· What was measured
· The annualized value before the improvement
· The annualized value after the improvement

Project Metrics
(Copy and paste additional metric entries as needed.)

Measurement Entry #1
Metric Category: ☐ Outcome ☐ Efficiency ☐ Quality ☐ Stakeholder Experience ☐ Engagement ☐ Cost 
Metric Name: __________________________________________
(Example: Lead Time, Error Rate, Staff Hours, Satisfaction %)
Unit of Measure: __________________________________________
(Hours, Days, Dollars, %, Steps, Transactions, Score, forms etc.)
	Before (Baseline) Improvement
	__________________________

	After Improvement
	__________________________


Annualize data before and after data when reporting to enterprise.
Notes / Calculation Method (optional):





One-time cost metrics
How much did this solution cost to implement? If the implementation cost was factored into one-time cost savings, or there was none, report 0. *


Metrics Explanation

	[image: Wisconsin State Coat of Arms
The Wisconsin state coat of arms featuring two human figures flanking a central shield. On the left stands a sailor in a dark navy uniform, and on the right stands a miner in a red shirt and work attire. The central shield displays a quartered design with a plow, a pick and shovel, an arm holding a hammer, and an anchor, with a small circular emblem at the center containing a ship. Below the shield is a cornucopia and a pyramid of lead ore. Above the shield is a badger atop a quartered crest. A banner above reads "FORWARD," the Wisconsin state motto. The image is rendered in gold, navy, and red tones on a white background.]
	STATE OF WISCONSIN
DEPARTMENT OF ADMINISTRATION
Strategic Management and Planning (SMP) Team
Wisconsin’s Enterprise Continuous Improvement Program





	
	
	



	
	
	



Metrics explanation – Describe the solution you implemented and its outcomes*



Email any files that help explain the numbers you entered above to DOASMP@wisconsin.gov

Metric Categories Reference
Use the guide below to help select the most appropriate category.
	Metric Category 
	When to Use 
	Example Metric Names 

	Cost
	To quantify savings or cost avoidance 
	Cost saved, cost avoided, ROI, one-time cost saved

	Efficiency 
	To show better use of time or resources 
	Hours repurposed, lead time, process steps reduced, throughput increase 

	Engagement 
	To track use or acceptance of new processes/tools 
	% of staff following new process, system login rates, participation rate 

	Outcome 
	To demonstrate the problem is solved or performance improved 
	Error rate reduction, cycle time reduction, defect rate 

	Quality 
	To track accuracy, compliance, or standardization 
	Audit scores, defect-free transactions, standardized processes 

	Stakeholder Experience 
	To measure satisfaction or perceived value 
	Stakeholder satisfaction, employee satisfaction, Net Promoter Score
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