
Project Corrective Action Plan 

Date: [Insert Date] 

To: [Stakeholder Name] 

From: [Your Name] 

Subject: Corrective Action Plan for [Project Name] 

Introduction 

We acknowledge your concerns regarding [briefly mention the concerns]. This letter outlines our 

corrective action plan to address these issues. 

Identified Issues 

• [Issue 1] 

• [Issue 2] 

• [Issue 3] 

Corrective Actions 

1. [Action for Issue 1] 

2. [Action for Issue 2] 

3. [Action for Issue 3] 

Timeline 

The following timeline outlines the proposed completion dates for each corrective action: 

• [Action 1]: [Completion Date] 

• [Action 2]: [Completion Date] 

• [Action 3]: [Completion Date] 

Follow-Up 

We will provide updates on our progress and welcome any further feedback. Please feel free to 

reach out at [Your Contact Information]. 

Conclusion 



Thank you for your continued support and understanding as we work to rectify these concerns. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


