Sample CAPA Template

Header Section:

CAPA No. _ _ ___
Date Opened
Raised By _ _ _ _ _

Related to (Complaint / Audit [/ Deviation [ NCR)

D Problem Description

e Briefly describe the issue, source, and impact.

-
-

Immediate Correction
e Action(s) taken to control or mitigate the immediate
impact. )

Root Cause Analysis
e Use methods such as 5 Whys or Fishbone to identify
systemic causes. )

Corrective Actions
¢ List actions to eliminate the root cause; assign owners &

L
]
- due dat
]
)
]

Preventive Actions
e Steps to prevent recurrence: update SOPs & risk files and
conduct training )

Verification of Effectiveness
e Describe evidence confirming CAPA is effective and
sustainable. )

Closure Approval

e Name / Title [ Date of approver.
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