Corrective Action Plan (CAP)

This Corrective Action Plan (CAP) template is designed to assist organizations in identifying, addressing, and preventing the recurrence of problems through a structured approach. It includes all necessary elements to develop and track corrective actions effectively. 

1. Problem Identification
Describe the issue or non-conformity identified:
________________________________________________________________________________
Date Identified: ___________________     Department/Team: ___________________

2. Root Cause Analysis
Describe the underlying cause(s) of the problem:
________________________________________________________________________________
Method of Analysis Used (e.g., 5 Whys, Fishbone Diagram): _______________________

3. Corrective Actions
List the actions to be taken to correct the issue and prevent recurrence.
	Corrective Action
	Responsible Person(s)
	Start Date
	Due Date
	Status/Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


4. Risk-Reward Analysis
Describe any risks involved in the corrective actions and the expected benefits. Include analysis of why certain actions may have been excluded.
________________________________________________________________________________

5. Metrics and Evaluation
Define the metrics or baseline standards to determine success:
________________________________________________________________________________
Evaluation Date: ___________________     Evaluator: ___________________

6. Schedule and Deadlines
Outline the timeline of actions and consequences of delays. Ensure all parties are aware of their responsibilities.
Schedule:
	Date
	Activity
	Assigned To
	Notes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


7. Documentation and Monitoring
Describe how corrective actions will be documented and monitored over time:
________________________________________________________________________________

8. Post-Implementation Review
Assess the effectiveness of the corrective actions after implementation:
________________________________________________________________________________
Is further action needed? ☐ Yes  ☐ No     If yes, explain: ________________________

9. Optional: Self-Disclosure
If applicable, describe any self-disclosure to regulatory authorities and legal counsel involved:
________________________________________________________________________________
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