


Module 6: Corrective Action Plan (CAP) Template

	A Corrective Action Plan (CAP) is a structured tool used to address identified non-conformances, risks, or performance gaps uncovered through supplier assessments, audits, or due diligence activities. The purpose of a CAP is to document the root cause of the issue, outline specific actions that will be taken to address it, and set clear timelines and responsibilities for resolution. CAPs should be developed in collaboration with the supplier and monitored over time to ensure completion and effectiveness. For SMEs, a simplified approach can still be effective, focusing on prioritising risks and ensuring follow-through. The goal is to foster transparency, accountability, and continuous improvement rather than impose punitive measures.



	Field
	Description
	CAP Data

	CAP Reference ID
	Unique ID or tracking number for internal record-keeping
	

	Date Opened
	Date the CAP was initiated
	

	Supplier Name
	Name of the supplier involved
	

	Supplier Contact Person
	Contact person responsible for the CAP at the supplier company
	

	Issue / Risk Identified
	Brief summary of the risk or non-conformance
	

	Source of Issue
	Method or source by which the issue was identified
	

	Root Cause Analysis
	Summary of why the issue occurred (as provided by supplier)
	

	Corrective Actions Required
	Specific actions required to address the issue
	

	Timeline for Completion
	Deadline for completion of each action
	

	Status
	Status of the CAP
	

	Notes / Comments
	Additional comments or observations
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