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CORRECTIVE ACTION REPORT 

File Name: File Name Inspection Date: Inspection Date 
Corrective Action: 

Action Required  
(5 Step RCCA) Description of Action(s) Taken – Include Objective Evidence Completion 

Date 

1) Identify the Problem: What is the 
non-conformance? Clearly state the 
finding.  

 

 

2) Contain the Problem 
(Containment): Clearly define the 
immediate action(s) taken to prevent 
the problem from continuing?   

  

 

 

3) Root Cause Analysis (RCA): 
Clearly define the root cause(s) that 
caused the finding (see: step 1).  
Use an appropriate RCA tool(s) to 
determine the Root Cause as 
examples: 5-Whys, Cause and 
Effect Diagram, Pareto Chart, Six 
Sigma problem solving tools 

 

 

► Identify RCA Tool used:  

4) Corrective Action: Clearly define 
who, what, & when corrective 
action(s) taken that will eliminate 
the root cause(s). 

 

 

 

5) Follow-up: Clearly define the 
follow-up plan(s) that will ensure 
corrective action(s) were effective at 
eliminating future occurrences. 

 

 

 

Signature:                                                 Select Date Signature:                                              Select Date 
Submitted by: Person Responsible  Approved by Management: Management Name 

 

 


