Corrective Action Recommendations Outline

1.

Introduction

Brief overview outlining the context and purpose of the corrective action recommendations.

2.

Background

Summary of the event, issue, or findings that led to the need for corrective actions.

3.

Problem Description

e Clearly define the problem or non-conformity.
e Cite evidence or data supporting the identified issue.
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. Root Cause Analysis

Identify the root cause(s) of the problem.
Summarize analysis methods utilized (e.g., 5 Whys, Fishbone diagram).

. Corrective Actions Proposed

. List each corrective action recommended.

. Briefly describe the rationale and intended outcome.
. Assign responsible party/personnel.

. Specify timeline for implementation.

. Follow-up and Monitoring

e Qutline plan for monitoring effectiveness of actions taken.
e |dentify review dates or checkpoints.
e Detail metrics or indicators to track progress.

7.

Conclusion

Summarize key actions, expectations, and emphasize the importance of continuous improvement.

Important Notes

All recommendations should be specific, actionable, and measurable.

Responsible persons must be clearly identified for each action item.

Maintain clear documentation and communication throughout the process.

Ensure periodic review and follow-up to verify effectiveness of implemented actions.
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