Corrective Actions and Recommendations

1. Overview

This document outlines the identified issues, corresponding corrective actions, and recommended measures

to prevent recurrence and improve processes.

2. Details

Responsible Due

Issue Description Corrective Action
Person Date

Incorrect data entry in ~ Review and correct all impacted records. Inventory 2024-
inventory records Train staff on updated procedures. Supervisor 06-15
Missed deadlines for Implement new reminder system and set Reporting 2024-
monthly reporting earlier internal cutoff dates. Manager 06-12
Insufficient safety Procure and distribute required safety Safety 2024-
equipment available equipment to all sites. Officer 06-20

3. Recommendations

e Conduct regular staff training sessions on data management and safety protocols.
e Review and update SOPs on a quarterly basis to ensure alignment with best practices.

e Establish a periodic audit process to proactively identify and address non-conformances.

Important Notes

o All corrective actions should be tracked until completion and verified for effectiveness.
e Documentation must be clear, concise, and retained for future reference.
e Assign responsibilities and timelines to ensure accountability.

e Revise recommendations periodically to reflect changing processes and regulations.

Status

In
Progress

Completed

Pending
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