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With a gun to their heads (literally), 
the TWI founders had to find 
solid principles of human nature 
that:
• Work every time
• Inspire dedication
• Create performance results
• Build leadership
• Strengthen teamwork

TWI HELPED WIN WWII

We Can Do It!



If the worker hasn’t learned the 
instructor hasn’t taught!



Job Instruction Card

How to Get Ready 
to Instruct

Have a Timetable -
how much skill you expect him to 
have, by what date.

Break Down the Job -
list important steps.
pick out the key points. (Safety is 
always a key point)

Have Everything Ready -
the right equipment, materials, and 
supplies.

Have the Workplace Properly 
Arranged -

Just as the worker will be expected 
to keep it.

Job Instruction Training
TRAINING WITHIN INDUSTRY

Bureau of Training
War Manpower Commission
KEEP THIS CARD HANDY

GPO     16-35140-1









Simulation

video



TRAINING WITHIN INDUSTRY Knowledge base 

 
 
 
 
 
Tools needed: T shirt 
Description of the Training: LEI way to fold a t shirt 
 

Step Review Process Step Key Point 
 

Reasons  
 

  

A logical segment 
of the operation 
when something 

happens to 
advance the 

work.  

Anything in a step that might- 
1. Make or break the job 
2. Injure the worker 
3. Make the work easier to do. I.e.  

“Knack” “Trick”. Special timing, bit of 
special information 

Reasons for the key points 

0 ☐ 
-O- 

Anything that 
repeats or safety  

1. N/A 1. N/A 

1 ☐ Lay Flat 1. Facing up with the top to the 
right 

1. Consistent starting point 
 

2 ☐ Pinch top 

1. Half way between the collar 
and the sleeve 

2. Thought both layers 
3. Left hand make a vertical 

crease 

1. Proper alinement  
2. Hold the shrit togetht  
3. Visual aid 

3 ☐ Pinch middle 1. Left hand half way down 
vertical crease 1. Proper alignment 

4 ☐ Pinch 
bottom 

1. Right hand over left hand along 
vertical crease 1. Proper alinement 

5 ☐ Uncross 
arms 1. Holding pinches and shake out  1. Remove wrinkles  

6 ☐ Flop and fold  1. Facing down  
2. Fold over the exposed sleeve  

1. Expose the final fold 
2. Completes the fold 

 
REFERENCE MATERIALS   

  LEI https://www.youtube.com/watch?v=dNV4mOK5gW4 

 

Folding a T-shirt 

I/N    0001                    Customer Name Gary            Date 2-13-2020 



Your turn to make a
TWI 

break down



1. W need to train the people that will be doing the training  
2. Train people that have worked at your company for several 

years, get their buy in and have them involved with making the 
job breakdowns

3. Train new employees 
4. If there is Standard Work, WI’s or SOP’s, read them prior to 

making TWI documents - TWI should align with your policies
5. When you have a customer return, the first thing you should do 

is review your training
6. If you make a change to your job breakdown, only train the 

changes, don’t re-train the entire break down
7. Breakdown the work into 15 to 30-minute segments or 6 to 8 

steps

How to use TWI 




