Project Corrective Action Plan

Date: [Insert Date]
To: [Recipient Name]

From: [Your Name]

Subject: Corrective Action Plan for Quality Issues in [Project Name]

1. Overview

This document outlines the corrective actions to address the quality issues identified in the
[Project Name]. The purpose of this plan is to ensure that we meet the required standards and

prevent recurrence of similar issues.

2. ldentified Quality Issues

e [lIssue 1 Description]
e [lIssue 2 Description]
e [lIssue 3 Description]

3. Root Cause Analysis

[Briefly describe the root causes of the identified quality issues.]
4. Corrective Actions

Action Item Responsibility Deadline
[Action Item 1] |[Responsible Person/Team] |[Deadline Date]
[Action Item 2] |[Responsible Person/Team] |[Deadline Date]

5. Monitoring and Review

Post-implementation, we will monitor the effectiveness of the corrective actions and review the

outcomes on a [Monthly/Quarterly] basis.

6. Conclusion



We are committed to resolving these quality issues promptly and ensuring the successful

completion of [Project Name]. Please feel free to reach out with any questions or further
clarifications.

Regards,
[Your Name]

[Your Title]
[Your Contact Information]



