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 [This template contains limited instructions for properly completing this document. The following table contains the template style conventions and should be deleted during development.]
	Style
	Convention

	Normal text
	Indicates placeholder text that can be used for any project.

	[Instructional text in brackets]
	Indicates text that is be replaced/edited/deleted by the user]



Project Sample Library:
The CA-PMF has a Project Sample Library that contains real-world project artifacts from approved projects that you can reference to help you complete CA-PMF templates. Visit the CA-PMF website to access the Project Sample Library.
[bookmark: _Toc448929956][bookmark: _Toc448933968][bookmark: _Toc449600235]Introduction
[bookmark: _Toc448929957][bookmark: _Toc448933969][Describe the purpose of the Corrective Action Plan, including the following:
· State the problem in specific and concrete terms and determine root causes to reduce recurrence
· Determine and convey the desired outcome, or what will be accomplished]
[bookmark: _Toc449600236]Roles and Responsibilities
[bookmark: _Toc448929958][bookmark: _Toc448933970][Describe which roles are going to be responsible for performing the various activities described in the Corrective Action Plan and the relationship of all involved]
	Name
	Role
	Responsibility

	
	
	

	
	
	

	
	
	


[bookmark: _Toc449600237]Corrective Action Plan Attributes
[bookmark: _Toc448929959][bookmark: _Toc448933971][The Corrective Action Plan template provided in the next section contains the following attributes. Attribute descriptions are provided to help understand usage.
· Corrective Action Plan ID – A unique ID number used to identify and track each corrective action.
· Associated Issue and/or Risk ID – List any associated Issue Log or Risk Register ID numbers.
· Action Plan Title: This cell should contain a brief title describing the action plan.
· Corrective Action Plan Owner – List the person responsible for the action plan activities. This may be the person who will manage the action plan activities or a lead person on a team responsible for implementing the action plan. 
· Priority – List whether the action plan should be implemented as a critical, high, medium, or low priority. This tells the project team where the action plan should be on the list of priorities.
· Project Change Request Necessary (Yes/No) – This cell answers the question: Does this action plan require a project change request?
· Expected Action Plan Implementation Date–   List the estimated date for implementing the action plan.
· Actual Date Implemented – Once the action plan is implemented and complete, list the date of actual completion to document any delay or acceleration of the implementation. 
· Issue or Problem Definition–   Provide a specific and comprehensive description of the issue or problem that requires an action plan. The description should focus on what the issue or problem is, but not on what the solution might be.
· Root Cause Evaluation –   List the specific root cause information resulting from investigation and analysis of the issue or problem.
· Action Steps – List the corrective actions and activities taken to eliminate the issue or problem and prevent recurrence. 
· Alternative Considered–   If applicable, list the options considered during action planning activities. 
· Improvement Metric and Timeframe – Describe the expected metrics for improvement once the action plan is implemented and the expected timeframe for measuring the improvement. 
· Implementation Verification – Describe how implementation of the action plan will be monitored and then verified as complete. Also, list who will perform the monitoring and verification.]









[bookmark: _Toc449600238]Corrective Action Plan
[Complete the following table to identify the Corrective Action Plan. Change the plan template to suit project needs.]
	General  Information

	Corrective Action Plan ID: 
	

	Associated Issue or Risk ID: 
	

	Action Plan Title: 
	

	Corrective Action Plan Owner: 
	

	Priority (Critical, High, Medium, Low): 
	

	Project Change request Necessary (Yes / No): 
	

	Expected Action Plan Implementation Date:
	

	Actual Date Implemented: 
	



	Corrective Action Information

	Issue or Problem Definition (be specific and quantify if possible):


	Root Cause Evaluation:


	Action Steps:


	Alternatives Considered (if applicable):


	Improvement Metric and Timeframe:


	Implementation Verification (Monitoring and Evaluation):




