
Corrective Action Plan for Scheduling Delays 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Corrective Action Plan for Project Scheduling Delays 

Introduction 

We acknowledge the scheduling delays encountered in the [Project Name] that have impacted 

our original timeline. This letter outlines the corrective action plan that will be implemented to 

address these issues. 

Identified Issues 

• Delayed procurement of materials 

• Resource allocation conflicts 

• Unforeseen weather conditions 

Corrective Actions 

1. Enhance communication with suppliers to ensure timely delivery of materials. 

2. Re-evaluate resource allocation to avoid conflicts and ensure availability. 

3. Develop a contingency plan for weather-related disruptions. 

Timeline for Implementation 

The corrective actions will be implemented as follows: 

• Action 1: [Insert Deadline] 

• Action 2: [Insert Deadline] 

• Action 3: [Insert Deadline] 

Monitoring and Evaluation 

We will monitor the effectiveness of these actions through regular progress reports and adjust 

our strategies as needed. 

Conclusion 



We are committed to resolving the scheduling delays and ensuring the successful completion of 

the [Project Name]. Thank you for your understanding and support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


