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System

– 12 Key Fundamentals



Introduction

WHAT

– Ricoh Way Production System (RWPS) guidebook is a 
pocket-size booklet that explains Ricoh’s approach to 
ensuring excellence in manufacturing and is unique to Ricoh 
Family Group (RFG).

– This guidebook focuses on the 12 Key Fundamentals of the 
RWPS, which are explained in a simple way to understand 
and give you some examples of tools, systems and methods 
we use to work according to the RICOH Way.

WHY

– The purpose of RWPS is to ensure all RFG production 
employees work as one, applying the same key fundamentals 
and demonstrating the same behaviors regardless of role or 
location.

– To transform RFG’s productions facilities as “One Global 
Company”.



Introduction

HOW

• Ricoh Way Production (RWP) System guidebook can be used as a 

reference for all employees as they perform their work

• The “How” section of each Key Fundamental contains tools that we use on 

a daily basis.



12 Key Fundamentals



6

12 Key Fundamentals

Safety (S)

Environmental (E)

Delivery (D)

Cost (C)

Quality (Q)

1. Think Safety; Act ______________

2. Embrace 5S 

3. Foster ______________ Development 

4. Be Environmentally Responsible 

5. Model Corporate Social Responsibility 

6. Deliver Quality 

7. Breathe Fact-Based ____________ Making 

8. Use Visual Management

9. Deploy Standardization 

10.Live ___________________ 

11.Pursue Super Low Cost

12. Implement Synchronization

Safely

Employee

Decision

KAIZEN
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Getting Familiar with the Guidebook

▪ It’s the organized approach we take to ensure 

excellence in manufacturing.  The methods we use are 

unique to RICOH.

▪ The following pages of this guidebook focus on the 12 

Key Fundamentals of RICOH Way Production System. 

Each is explained in a simple way to help you 

understand what it is and why it’s important, and to give 

you some examples of tools, systems, and methods we 

use to work according to RICOH Way.

What is RICOH Way Production System?

Introduction

▪ The 12 Key Fundamentals are the foundation of RICOH

Way Production System. You must have a good 

understanding of these fundamentals, and apply them 

on a daily basis.

▪ All employees, regardless of organizational or functional 

role, must demonstrate behaviors and improve their 

skills consistent with the Key Fundamentals.

Why do we need this guidebook?
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Ricoh Way Values



Ricoh’s Commitment to the SDGs

Ricoh has always been committed to protecting the planet. Today, Ricoh is 

focused on achieving the Sustainable Development Goals (SDGs). 

What are the SDGs?

• The SDGs were adopted by world leaders in September 2015 at a historic UN 

Summit in New York.

• The 17 SDGs were agreed 

based on the principle “No one 

is left behind.”  Efforts are 

focused on ending all forms of 

poverty, fighting inequality and 

tackling climate change, with the 

aim to realize a sustainable 

society by 2030. 



Structure of Ricoh Way Production System

• In 1946, Kiyoshi Ichimura defined the 

Ricoh Group’s founding principles, which 

instruct us how to do business.

• Ricoh Way Production Statement is the 

ultimate goal in our production operations. 

We reach that goal by focusing on 

Essential Principles (SEQCD):

– Safety

– Environmental

– Quality

– Cost

– Delivery

• We use 12 Key Fundamentals

to improve performance in the

areas of SEQCD



Key Fundamental #1: Think Safety; Act Safely

Think Safety; 

Act Safely
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KF #1 Think Safety; Act Safely

KEY POINTS

• Safety is our first priority!

• We want everyone to go home safely at the end of the day

• Report any safety hazards to your supervisor immediately!

• Use of designated personal protective equipment (PPE) is 

mandatory

• Do not use broken or defective PPE



Key Fundamental #2: Embrace 5S



KF # 2 Embrace 5S

KEY POINTS

• 5S is the cornerstone of all Ricoh operations

• The purpose of 5S is to foster a culture where workplace 

organization standards are maintained and continuously 

improved.

• Cleanliness and organization ensure that we can spot 

abnormal conditions

• Follow the five steps in order

– Sort: Get rid of anything not needed in your work area

– Set in order: Organize everything that is left

– Shine: Make sure the condition of everything you use is good

– Standardize: Make the first three steps your standard way of working

– Sustain: Maintain the cleanliness and organization



Key Fundamental #3: Foster Employee Development



KF # 3 Foster Employee Development

KEY POINTS

• A company is only as good as its people.

• Self-motivated employees embody the Ricoh Way, 

they love their work which has a positive effect on 

their engagement and well-being.

• Employee development is critical to the company’s 

success and your career.

• Talk with your supervisor about ways to always be 

improving your knowledge and skills

• Take ownership of your development



Key Fundamental #4: Be Environmentally Responsible
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KF # 4 Be Environmentally Responsible

KEY POINTS

• RFG believes that a sustainable society is one that pursues a 

balance of the 3Ps - Prosperity, People and Planet.

• RFG endeavors to resolve social issues and positively 

contribute to the Sustainable Development Goals (SDGs).

• Zero Waste to Landfill

– Learn how to sort resources correctly



Key Fundamental #5:
Model Corporate Social Responsibility



KF # 5 Model Corporate Social Responsibility

KEY POINTS

• RFG is committed to its responsibility as a corporate 

citizen, respecting the cultures and customs of all 

countries and regions.

• We demonstrate leadership in compliance with 

national and international laws.

• We inspire employees and business partners to 

positively contribute to SDGs to address social 

challenges.

• We support employees in having a healthy work-life 

balance and provide a safe and pleasant workplace.



Key Fundamental #6: Deliver Quality
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KF # 6 Deliver Quality

KEY POINTS

• RFG provides customer value by “consistently delighting and 

inspiring our customers”.

• We will always remain trustworthy and attractive for 

customers. 

• Not only do we measure quality of our products, we measure 

the quality of our processes and procedures

• Because customer satisfaction is a given in the marketplace 

today, it is critical that we exceed the expectations of our 

customers and delight them so they continue to use RFG 

products and services. 

• Knowing what the customer values helps ensure that our hard 

work is directed toward what the customer really wants. 



Key Fundamental #7: 

Breathe Fact-Based Decision-Making
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KF #7 Breathe Fact-Based Decision-Making

KEY POINTS

• At RFG, fact-based decision-making is how we approach all 

decisions. It’s how we think.

• “Go, see, and investigate” is a fact-based approach. 

• By knowing the facts we can do the right thing, we can:

– Make quicker decisions.

– Avoid making mistakes.

– Put reliable counter-measures in place.

• Fact-based decision making supports the setting of clear 

targets and goals, for the achievement of SEQCD results.



Key Fundamental #8: Use Visual Management



KF # 8 Use Visual Management

KEY POINTS

• Used to create a work environment where “normal” 

and “abnormal” conditions can be easily recognized 

by all employees.

• Visual management should be clear and easy to 

understand, and trigger action.

• Be aware of examples in your work area:

– Red lights to indicate a problem

– The needle on a temperature gauge to signal a problem

– Overhead signs that show where work areas are located

– Lines on the floor to indicate where an item should be 

located 



Key Fundamental #9: Deploy Standardization
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KF # 9 Deploy Standardization

KEY POINTS

• We standardize our processes and procedures to ensure that 
our work is stable and repeatable, minimize variations, and 
ensure the one best way to complete tasks

• Examples of standardization: 
– Process manuals

– Standard operating procedures

• If you are not fully familiar with all the tasks you need to 
complete, ask your supervisor to learn if a documented 
procedure exists



Key Fundamental #10: Live KAIZEN



KF # 10 Live KAIZEN

KEY POINTS

• Kaizen means to continually improve the work process in 

order to get a good work output (result).

• RFG continuous improvement philosophy requires employees 

to:

– Continually improve our business.

– Continually improve ourselves.

– Continually improve the customer experience.

• The world and the way we do business is constantly changing, 

at increasingly rapid speeds. To stay competitive we must 

continually improve SEQCD and exceed our customers’ 

expectations.



Key Fundamental #11: Pursue Super Low Cost



KF # 11 Pursue Super Low Cost

KEY POINTS

• Super Low Cost means to surpass competitors’ cost 

structures. If competitors’ costs are unknown, the goal is to 

reduce our costs by a minimum of 50% without sacrificing 

SEQCD performance.

• Implementing super-low cost enables RFG to: 

– Optimize the cost of operation to remain competitive

– Continually improve the customer experience.

• Super Low Cosot allows Ricoh to remain competitive and 

improve the customer’s experience 



Key Fundamental #12: Implement Synchronization



KF # 12 Implement Synchronization

KEY POINTS

• Definition: The systematic movement of information, materials 

or other resources through all stages in the chain of 

operations

• Synchronization optimizes processes across the organization. 

It eliminates waste and creates value by reducing cycle time 

and improving SEQCD results.

• Consider how you pass your work on to the next person in 

your process chain – is there a bottleneck that prevents things 

from moving smoothly through the chain? 



Questions and Answers


