
Corrective Action Plan for Resource 

Shortages 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Corrective Action Plan for Resource Shortages in [Project Name] 

Introduction 

This letter serves to outline the corrective action plan addressing the resource shortages 

encountered in the [Project Name]. The purpose of this plan is to identify the root causes, 

necessary actions, timelines, and responsible parties to ensure project success. 

Identified Issues 

• Insufficient manpower leading to project delays 

• Inadequate equipment and materials impacting productivity 

• Budget constraints affecting resource allocation 

Corrective Actions 

1. Recruit Additional Staff: Initiate recruitment for two additional team members by 

[Insert Date]. 

2. Procure Necessary Equipment: Allocate budget and place orders for required 

equipment by [Insert Date]. 

3. Review Budget Allocation: Conduct a budget review meeting on [Insert Date] to assess 

and adjust resource allocation. 

Timeline 

The following timeline will guide the execution of the corrective actions: 

• Recruitment Completion: [Insert Date] 

• Equipment Procurement: [Insert Date] 

• Budget Review: [Insert Date] 

Responsible Parties 



The following individuals will be responsible for implementing the corrective actions: 

• [Name] - Recruitment 

• [Name] - Procurement 

• [Name] - Budget Review 

Conclusion 

We are committed to resolving these resource shortages effectively and promptly. Your 

cooperation and support in implementing this corrective action plan are greatly appreciated. 

Please feel free to reach out for any questions or further clarifications. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


