
Project Corrective Action Plan 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Corrective Action Plan for Communication Breakdowns 

Introduction 

This document outlines the corrective action plan addressing the communication breakdowns 

that have impacted the progress of [Project Name]. 

Identified Issues 

• Delayed responses to emails and messages 

• Lack of clarity in project updates 

• Missed deadlines due to poor communication 

Corrective Actions 

1. Implement regular status meetings (weekly). 

2. Establish clear protocols for email communication. 

3. Create a shared project dashboard for real-time updates. 

Responsible Parties 

The following individuals are responsible for implementing these corrective actions: 

• [Name, Role] 

• [Name, Role] 

Timeline 

All corrective actions should be implemented by [Insert Deadline]. Progress will be reviewed bi-

weekly. 

Conclusion 



We are committed to improving communication within the project team to ensure success. Please 

feel free to reach out for any questions or further discussions. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


