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Kanban is a visual project management method that helps teams manage workflow efficiently by
breaking down tasks into manageable stages. Originating from lean manufacturing, it uses a board with
columns representing different phases of work, allowing teams to see the status of tasks at a glance.
By limiting work in progress and focusing on continuous improvement, Kanban helps teams maintain a
steady flow of work, identify bottlenecks, and adapt to changes quickly. It’s a flexible and
straightforward approach, suitable for various industries and teams, promoting transparency,
collaboration, and productivity.
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Here are a few strategies to get started and be successful with a Kanban board:
1. Start Simple
* Visualize the Workflow: Begin by mapping out your current workflow.

* Limit Work in Progress (WIP): Set WIP limits to
prevent overloading any stage of the process,
helping maintain focus and efficiency.

2. Prioritize and Focus

*  Prioritize Tasks: Use labels or colors to organize
tasks based on their importance and urgency.

* Daily Stand-ups: Implement short daily meetings
to discuss progress, obstacles, and next steps,
keeping the team aligned.

3. Continuously Improve
* Review and Adapt: Regularly review your board and workflow, and make adjustments.

* Reflect on Progress: At the end of each cycle, meet to discuss what worked well and what can
be improved.

4. Engage the Team

* Collaborate: Involve team members in updating the board, ensuring everyone is engaged and
aligned with the project’s goals.

* Celebrate Successes: Acknowledge when tasks are completed to boost morale and maintain
momentum.

5. Use Tools Effectively

* Leverage Digital Tools: Consider using digital Kanban tools like Trello or Jira for better
collaboration, especially in remote teams.

*  Customize the Board: Tailor your Kanban board to fit the specific needs of your project.

These strategies will help you effectively implement and use a Kanban board to manage projects and
tasks efficiently.
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Start Now

« Think about existing projects or to do list.

« If possible use post its for each item so you can easily transfer.
- Organize items in appropriate columns.

The columns below should be self-explanatory except for "The Pen." In Kanban, "The Pen" is a
metaphorical concept highlighting that responsibility for the task has been passed on to someone else.
Tasks in "The Pen" should be assigned and delegated to other team members.

Ready Doing The Pen Done
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