Guidelines for the Development of Corrective Actions

Corrective actions should be “SMART” as described in the table below. 

	Specific
	· Begin each action with an action verb 

· USE - Revise, Implement, Install, Develop 

· AVOID - Continue, Improve, Review, Enhance, and Evaluate 

· Keep the action statement short if possible 

· State what you are going to do - not necessarily all the details of how 

· One action per corrective action - do not group multiple tasks together 

	Measurable
	· Actions must have a verifiable end point or end product (closeable) 

· Consider how the completion of the action will be documented.

· Avoid use of terms such as “all”, “ongoing”, “continue”, or improve”. 

· Hard (or impossible) to measure 

· Completion of action left to interpretation 

	Accountable
	· Responsibility must be clearly understood and accepted 

· Resource allocations to support implementation must be clear 

· Ensure necessary qualifications and/or training needs to perform action are identified and understood.

	Reasonable
	· Ensure that the corrective action is practical. Discuss the proposed corrective action with those who will implement it 

· Avoid applying the “fix of the day” to ensure that each action is directly related to resolution of the condition 

· Evident path to cause(s) 

	Timely
	Avoid establishing target dates which are too optimistic or too far in the future.  Consider:

· Funding availability 

· Resource availability (bad times: end-of-year/holidays/vacations) 

· Dependent activities and actions 

· Priority with other existing or upcoming commitments 

· Documentation/verification requirements 


