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Instructions: Record only the information needed to define the issue, identify the root cause, assign actions and verify effectiveness.
	A. REQUEST IDENTIFICATION

	CAR No.
	[Enter CAR number]
	Date Raised
	[dd-mmm-yyyy]

	Raised By
	[Name / role]
	Department / Process
	[Department / process]

	Source
	[ ] Audit   [ ] Customer   [ ] Incident   [ ] Other

	Classification
	[ ] Minor   [ ] Major   [ ] Other
	Status
	[ ] Open   [ ] In Progress   [ ] Closed



	B. ISSUE / NONCONFORMITY

	Requirement / Reference
	[Procedure, specification, audit criterion, customer requirement, etc.]

	Issue Description
	Describe what happened, where and when.



	Objective Evidence
	Record evidence or document / record references.


	Immediate Correction / Containment
	Action taken to control the immediate issue.




	C. ROOT CAUSE

	Analysis Method
	[ ] 5 Whys   [ ] Fishbone   [ ] Data Review   [ ] Other: __________

	Root Cause
	State the verified root cause, not only the symptom.





	D. CORRECTIVE ACTION PLAN

	No.
	Corrective Action
	Owner
	Due Date
	Status / Evidence

	1
	

	
	
	

	2
	

	
	
	

	3
	

	
	
	




	E. VERIFICATION & EFFECTIVENESS

	Implementation Verified
	[ ] Yes   [ ] No      Date: __________      Verified by: ____________________

	Evidence Reviewed
	[Records / observations / data reviewed]


	Effectiveness Result
	[ ] Effective   [ ] Partially Effective   [ ] Ineffective

	Verification Notes / Further Action
	[Record result and any additional action required]





	F. CLOSURE

	Process Owner Review
	[Name / signature]
	Review Date
	[dd-mmm-yyyy]

	Closed By
	[Name / role]
	Closure Date
	[dd-mmm-yyyy]

	Final Status
	[ ] Closed   [ ] Re-opened
	Related CAR / Reference
	[If applicable]



	RECORD CONTROL

	Retention Period
	As defined by the organization's record retention requirements.

	Record Location / Reference
	[System, folder, register or reference]
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