
Corrective Action Plan for Team Conflicts 

Date: [Insert Date] 

To: [Team Name/Member Names] 

From: [Your Name/Position] 

Subject: Project Corrective Action Plan for Addressing Team Conflicts 

Dear Team, 

In light of recent conflicts that have arisen within our project team, I am proposing a corrective 

action plan aimed at resolving these issues and ensuring a cohesive working environment. The 

following steps outline our approach: 

1. Identification of Issues 

• Summary of conflicts faced (e.g., communication breakdown, role clarity, etc.) 

• Impact of conflicts on project progress 

2. Root Cause Analysis 

• Identify underlying causes of the conflicts 

• Gather feedback from team members 

3. Action Steps 

• Schedule a team meeting to discuss conflicts openly 

• Implement regular check-ins to monitor team dynamics 

• Provide conflict resolution training for team members 

4. Timeline 

The proposed timeline for the action plan is as follows: 

• Initial meeting: [Insert Date] 

• Feedback collection: [Insert Date] 

• Training sessions: [Insert Date] 

5. Follow-Up 



We will review the effectiveness of these actions in [Insert Time Frame], and make necessary 

adjustments based on team feedback. 

Your cooperation and commitment to resolving these issues is crucial for the success of our 

project. Please feel free to reach out if you have any additional concerns or suggestions. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


