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Disclaimer: This document provides general guidelines for the development of a corrective action procedure.  Use of this template does not guarantee conformance to APHIS BQMS Audit Standard requirements.  Auditors will seek to verify the activities described in the procedure created from this template.

1.0	PURPOSE

1.1	The purpose of this procedure is to establish the methods for taking corrective action to eliminate the causes of BQMS non-conformance, which could lead to regulatory non-compliance and to prevent their recurrence. 

2.0	DEFINITIONS 
 
2.1	Please put any terms, acronyms or reference to a glossary here that may apply to this procedure.  

2.2	Corrective action -Action to eliminate the cause of a detected non-conformity or other undesirable situation

NOTE 1 There can be more than one cause for a nonconformity.
NOTE 2 Corrective action is taken to prevent recurrence whereas preventive action  is taken to prevent occurrence.

3.0	RESPONSIBILITY

3.1	[Your organization] personnel are familiar with this corrective action procedure. The [insert the person or job title, such as a manger or the QMR] is responsible for ensuring that corrective actions are taken. [Insert the names or positions] are responsible for reporting possible nonconformance or noncompliance.  

4.0	CORRECTIVE ACTION PROCEDURE

4.1	[Your organization or the person responsible] reviews nonconformities coming from internal or external audits, customer comments, internal personal, field coordinators, field auditors or inspectors, outside consultants or a management concern.  
	
	[Your organization or the person responsible] addresses non-compliance issues of regulatory requirements communicated by APHIS or other regulatory agencies.
		
	Form [name] is assigned a number for each nonconformance or noncompliance identified.  [Insert the method of document numbering such as:  two digits for mm/dd/yy) of the nonconformance or non-compliance. If more than one happens in a day the number will be followed by a dash and letter.  Example 01/01/09-a.] 

	An owner is assigned to the nonconformance or non-compliance. 

4.2	[Your organization or the person responsible] determines root cause(s) of nonconformance or noncompliance associated with the BQMS. (See form [name]) 

4.3	[Your organization or the person responsible] evaluates the need for action to ensure that nonconformance or noncompliance with the BQMS does not reoccur.(See form [name]) 	

4.4	[Your organization or the person responsible] determines and implements action to be taken to correct the nonconformance or noncompliance. 

4.5	[Your organization or the person responsible] creates records of the results and determines how long to keep and where to keep the records. [Any forms generate her  would be a record once completed.]

4.6	[Your organization or the person responsible] reviews corrective action to make sure it was effective. 

[Suggestion: This review for effectiveness may take place shortly after the corrective action or can be done at a later date. (Example such as corrective action during  planting may not be able to review for effectiveness until next planting season). Some review could be done by or during an internal audit.]	

4.7 	Records will be kept on all the above activities.


5.0	REFERENCES
5.1 Put here any references that apply to this procedure. 
	Examples would be: 
		4.2.3 Document control
		4.2.4 Record control
		6.3 Infrastructure 

5.2   Put here any records or forms that apply to this procedure. 
  Examples would be: 
		Document status form 
		Training record(s)
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