Detailed Corrective Action Documentation

Template

Basic Information

Report Number

Reported By

1. Problem / Nonconformance Description

2. Immediate Action Taken

3. Root Cause Analysis

4. Corrective Actions (List all planned steps)

Action Step Responsible

5. Verification of Effectiveness

6. Preventive Actions (if applicable)

7. Final Review & Closure

Reviewed By

Date

Department

Deadline

Date

Status

Not Starter ~|

Not Starter ~|



Important Notes

Document all findings and actions with accuracy and appropriate detail.
Assign responsibilities and clear deadlines for each corrective action step.
Ensure root cause analysis is thorough to prevent recurrence.

Verification of corrective actions is essential before closure.

Keep documentation up to date for auditing and future reference.
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