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5 tips for a complete Effective Corrective Action Plan

1.

State the problem or weakness - what is the root cause?

2. Who is accountable for results

3. Break the solution into manageable portions; measurable actions that address non compliance
4.

5. Monitor progress

Set achievable deadlines

Ask the following questions to help define the problem /issue:

Condition — What is the reason behind the non-compliance
Criteria — What is the correct way?

Cause — Why is there a non-compliance

Impact - What is the effect?

Resolution — How does the non-compliance get fixed?

What is expected in Corrective Action Plans?

Evaluation of the extent of the problem
Assessment of the root cause
Any corrective actions

Plan to correct

Implementation details

Training

Assessment of the correction
Supporting documentation
Preventive actions to prevent recurrence

General Helpful Hints to be prepared for audits

Keep files organized at all times
Keep ALL correspondence —

Letters, faxes, e-mails, memos, phone contacts
Know each staff member’s roles and responsibilities
Keep all source documentation

Shipping receipts, PO's, Invoices, etc.

Employment contracts, timesheets, etc.

Have written procedures:
Training procedures, job descriptions
Have a corrective and preventative action plan
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