
INTERNATIONAL TRAINING SOLUTIONS 
INHOUSE OR ONLINE

REFA – INTERNATIONAL KNOW-HOW

REFA TRAINING  
PLANNING AND CONTROL

Your base of know-how in Lean & Digitalization

Customer oriented order processing requires planning strategies to prepare 
production data and manage information flow. To minimize lead-time and 
keep dead-lines, the methods and tools of work and process planning must 

be known and used effectively. 

Competitive production and service processes require the effective 
utilization of workforce, material and equipment. Planning, distribution and 
utilization of resources cannot be done without mastering efficient methods 

of materials and capacity management.

Training in English 
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YOUR TOPIC - TARGET GROUPS 

 Production planning and control as well as CIP team leaders and -moderators. 
 Professionals and managers from production and order management, planning and scheduling, 

industrial engineering, logistics and distribution. 
 Plant and operations managers, experts and managers from logistics, production planning and 

control, supply chain management and industrial engineering. 

YOUR BENEFIT - COMPETENCE 

 The participants are introduced to planning and controlling and learn which methods should be 
applied to optimize production processes. 

 The participants obtain an overview on the methodological tools to plan and to design material and 
capacity management as well as throughput times which contribute to cost savings, quality 
improvement and schedule reliability. 

 This knowledge enables the participants to judge the expenditure and organizational measures linked 
to the planning and controlling of production processes in rough outlines. 

Special emphasis is placed on getting-to-know selected tools and in particular their use in practical day-to-
day application. 

DURATION

The basic variant includes 7 modules which consist of 80 seminar lessons. (10 days full-time). 

REFA FURTHER EDUCATION & TRAINING - À LA CARTE AND TAILOR-MADE

REFA seminars have the same standard worldwide. The actual way of implementation depends on where 
and for whom the training takes place, as well as on the local social and economic conditions. 

Our offer to carry out in-house training measures has proven to be particularly successful for international 
companies. We come to you wherever you are located. Seminar contents and – schedules are adapted to 
your requirements. To complement our standard seminars, we also develop tailor-made training or seminar 
modules which are exclusively adapted to your needs. 

2



3

REFA Training Planning and Control www.refa-international.com 

REFA – INTERNATIONAL KNOW-HOW Training in English

COURSE MODULE 

no Module name Lessons 

1 Planning Strategies and Methods 6 

2 Numbering - Coding 2 

3 Planning Instruments – product structure, parts lists, usage reference 10 

4 Work Planning 10 

5 Processes- Planning, Throughput Time, Scheduling 16 

6 Capacity Management 18 

7 Material Management 18 

Total lessons 80 

1 lesson = 45 minutes 
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MODULE 1: PLANNING STRATEGIES AND METHODS 

CONTENT - 6 LESSONS 

Planning Principles 

REFA Standardprogram Planning and Control 

Selected Planning Strategies 

Special methods of production planning and control 

YOUR BENEFIT 

 The planning, design and control of business operations under different conditions, the planning of 
the necessary resources and their effective use, and the identification and preparation of the 
necessary data are important tasks of production management. 

 All these are essential processes of rational management in a labour devised environment. 

LEARNING GOALS

In this unit the participants: 

 learn the basic tasks of planning, design and control in order fulfilment process, 
 become familiar with the „REFA standard programming and control“ as a reference solution for order 

processing and 
 learn the principles of selected basic planning strategies and 
 will get an overview of specific methods of production planning and control. 
 allocate work systems systematically 
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MODULE 2: NUMBERING - CODING 

CONTENT - 2 LESSONS 

Numbering systems 

Coding systems 

YOUR BENEFIT

 The numbering system is a structure of identifying or classifying elements of numbers, letters and 
special characters. The goal of the numbering system is to create a unique way identifying any 
object or process with the smallest possible economic and organizational effort. 

 The fundamentals of numbering are first discussed here and the methods for creation of numbering 
systems are illustrated here. 

 Besides the use of numbering systems, using codes, such as color codes, bar codes and 
transponder systems, can ensure faster data transmission. Therefore, the error rate can be reduced 
by directly entering the data at source. Hence, a more accurate and easier controlling and thus 
faster  response to changes in the sequence is possible. 

 You will understand the Principles of Work Design and how they can be applied in practice. 

LEARNING GOALS

In this unit the participants: 

 will be familiarized with the basic classifications of the numbering of familiar products 
 learn the basic classifications possibilities of coding of products 
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MODULE 3: PLANNING INSTRUMENTS - PRODUCT STRUCTURE, PARTS LISTS, 
USAGE REFERENCES 

CONTENT - 10 LESSONS 

Product Structure 

Bill of Materials 

Usage List 

YOUR BENEFIT

 Products consist of raw materials, parts and components. They are ready-to-use sellable items, created 
by the manufacturing process. They can be structured according to their assembly or requirements 

assessment perspective. 
 Put into a tabular form, raw materials, parts and components become Bill of Materials in their various 

forms (analytical approach). The synthesis leads to the Usage List. Bill of Materials can be used for 
various tasks such as engineering-design, manufacturing, assembly and material deployment. 

LEARNING GOALS

In this unit the participants: 

 learn how products are structured under different aspects, 
 learn about different bills of material and their design for product structuring, 
 will receive an overview of the use of bills of materials and 
 will learn about the basic structure and different types of usage references. 
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MODULE 4: WORK PLANNING 

CONTENT - 10 LESSONS 

Deployment and use of work plans 

Structure, types of work plans 

Content and design of work plans 

REFA Standard Work Plan 

YOUR BENEFIT

 Work plans are important and vital documents for the planning and control of production processes. 
However, their use goes far beyond into e.g. material and capacity management, quality 

management or controlling. 
 Derivate documents based on work plans are used for job control and support the implementation of 

the work plan in various forms. 

LEARNING GOALS

In this unit the participants 

 learn about the deployment and use of work plans, 
 will receive an overview of the structure, forms and design of work plans, 
 will learn about the standard REFA work plan, 
 will use the REFA standard program „work plan preparation“ to develop and maintain a work plan and 
 will receive an overview on follow-up and linked additional documents. 
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MODULE 5: PROCESSES - PLANNING THROUGHPUT TIME, SCHEDULING 

CONTENT - 16 LESSONS 

Process Indicators and Elements 

Throughput Time 

Scheduling 

Process Design - Approach 

YOUR BENEFIT 

 Time schedules and scheduling serve to establish the instants and terms of partial tasks and the 
chronological sequence of tasks to execute the work task. 

 Similarly to the work plan, the time schedule belongs to order-independent work papers, which 
arise in the course of planning. Scheduling is just one of the tasks in controlling. It is performed, as 
a rule, for orders or for dead-line related offers. 

 Methods, which are applied to the scheduling and time scheduling, make a common basis for the 
determination of the throughput times. 

 With the time data of the throughput time and in consideration of calendar and other dates, the 
times and terms can be determined. 

LEARNING GOALS

In this unit we will presented the various types of lead-time and how process-throughput-times is 
calculated. The participants: 

 will learn the definitions of terms, 
 learn how to characterize processes using typical indicators and elements, 
 learn the different types and methods of order scheduling and 
 will learn about a systematic approach - the REFA standard program Process Design. 
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MODULE 6: CAPACITY MANAGEMENT 

CONTENT - 18 LESSONS 

From Sales Plan to Production Order 

Work System Capacity 

Workforce Planning and Control 

Equipment Planning and Control 

YOUR BENEFIT

 Company assets, allocated to the generation of products and services are grouped under the term 
resources. The optimal use of resources within the value-adding process determines the company‘s 

competitiveness on the market. 
 For companies with emphasis on the technical processes the capacity management (facilities, 

equipment and staff) is primarily relevant to the planning and control of production or service 
processes. 

LEARNING GOALS

In this unit the importance of capacity determination for order processing is presented and the 
participants will learn: 

 about the importance of capacity inventory and requirement as a planning factor for order 
processing, 

 the basics of staff level and requirements determination and 
 the basics of equipment inventory and requirements determination. 
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MODULE 7: MATERIAL MANAGEMENT 

CONTENT - 18 LESSONS 

Materials Management and Resource Planning 

Material Requirement Planning and Control 

Materials Inventory Planning and Control 

Materials Procurement Planning and Control 

Material Distribution 

YOUR BENEFIT 

 Planning and control of resource material or materials management is a vital part of company 
resource planning. Today reliable on-time and on-quantity supply of customers and sales markets 
with products and spare-parts in the right quantity and quality is a top priority. In this context  
materials are the biggest cost block in the manufacturing industry. 

 This results in one of the most important task of materials management – to ensure the most efficient 
execution of materials planning and control effectively utilizing the interrelation of company, 
customers and suppliers. 

LEARNING GOALS

In this unit the participants will learn about: 

 targets and tasks of Material Management within Resource Planning, 
 different Methods of Materials Requirement Planning and Control, 
 different Methods of Material Inventory Planning and Control, 
 different Methods of Material Procurement Planning and Control and 
 different Methods of Material Disposition. 
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GLOBAL CONSULTING WITH REFA DIRECT 
 

Do you want to internationally align work design, industrial organisation and company development of 
your organisation according to the proven REFA standards? Certified REFA Consultants are ready for an 
international mission. 

The key specialities of REFA in consulting and coaching range for example  

 Process analysis and process optimization,  
 Time studies and evaluation and  
 Activity sampling for a transparent operation. 
 

REFA Consulting optimizes processes using the REFA methodology. Throughput times are minimized, 
quality standards are secured and cost is reduced. As a result, the competitiveness of a company is 
strengthened and its operative result will improved. 

 
 

PRODUCTION- AND PROCESS SOFTWARE  
Time Tools® Data capturing software 

REFA, as the founder of time management, has been the leading provider of time recording, activity-
sampling and process analysis in Germany and internationally for many years. What could be more obvious 
than to provide the corresponding software? By now we offer our customers an entire product family for 
conducting time recordings and activity sampling. 

For every task in Industrial Engineering, such as process studies and time recordings we have the right 
software for data capturing. 

REFA TIME® 

This software was especially developed for the performance of time studies on Windows based tablets and 
is intuitive in its application. The logic used corresponds to the REFA methodology. 
This software allows you, due to its theoretically unlimited number of clocks, to carry out time recordings 
even for multi-position work and group work. 

REFA MULTI® 

It is time for the perfect activity sampling. 
During the further development of REFA-Time Tools®, the innovative software REFA Multi® was 
developed. This provides another rational data capturing software from REFA®. 
This software enables you to get a real picture of the utilization of people and machines as well as to 
identify waste. 

With the results of the activity sampling, you can then make the right decisions to improve your work 
processes. 

 

 

https://refa.de/en/international-global-consulting/process-analysis
https://refa.de/en/international-global-consulting/time-studies
https://refa.de/en/international-global-consulting/activity-sampling
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YOUR CONTACT 
 
Bettina Dirks | Rita Leininger  
refa@refa.com 
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