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Executive Summary:

This section is to summarize the main report with the below information. 

· Brief description of the problem/situation/incident
· Problem/situation/incident date 
· Problem/situation/incident type
· Level or severity of the problem/situation/incident
· Brief about the investigation methods 
· Brief about the root causes
· Brief about the recommendations
Problem/situation/Incident Description:

This section covers the detailed explanation of the problem identified along with the following information.

· Problem statement
· Aim, objective of the analysis and the expected outcomes
· How was the problem/situation/incident came into limelight?
· Who found the problem/situation/incident?
· Background and context to the problem/situation/incident
· Problem/situation/incident date 
· Problem/situation/incident type
· Level or severity of the problem/situation/incident
· The effect on the organization
Project Team:

This section covers the information about the team involved in the root cause analysis of the problem. This includes those who participated in the assessment, report preparation and the management.

· No of people in each team
· Name
· Role/Designation 
· Qualification
· Functional departments
· Responsibility
Scope of Investigation/Assessment:

This section covers the scope and criticality level of the investigation or assessment done on the problem identified. 

Type of Investigation/Assessment:

This section covers the type of investigation / assessment, data / evidence collection methods and the problem mapping models.

Data/Evidence Collection:

This section gives the detailed information on data or evidences collected in quantitative or qualitative modes. This area also covers the following.

· How the data was collected?
· Mapping the data with the method it was collected.(For example, using a questionnaire to collect information on how many employees are dissatisfied because of the problem. Here, questionnaire is the data collection method, the number of employees is the data collected)
· Who collected the data?
· How the data / evidences are validated?
· Date on which the data was collected?
· Date on which the data was validated?
Chronology of Incidents:

If the problem is responsible for the order of incidences or situations in the organization, using a table for giving chronological data will be very helpful. 

Sample Table:

	Date with Time (Use a single format here)
	Incident/Situation

	
	

	
	

	
	

	
	

	
	

	
	


Data Analysis Method:


This section covers the information about data analysis methods. 

· What are all the analysis methods used to analyse data?
· Why these methods are chosen?
· Why not some other method not suitable for this analysis?
· What are the results?
Please provide references here with appropriate statistical evidences.

Root Causes:

This section covers the information on the root causes identified.

· What are all the root causes identified?
· How these causes are derived?
· How the root causes are validated?
The link between the root cause and the effect should be clearly defined. Using any simple management jargon will not give strength to the document or to the analysis. The root cause should be defined and explained clearly.

Lessons Learnt:

This section covers the lesson learnt from the root causes identified.

· What could have stopped the problem/situation/incident from occurring?
· What was the lesson learnt from the analysis?
Recommendations:

This section covers the action plan that needs to be taken to handle the problem.

· What needs to be done in order to manage the effects occurred due to the root causes identified?
Corrective Action Plan:

This section covers the action items to implement the recommendations made. A detailed plan covering below sections is necessary to add value to the document.

· What action plans can solve the problem?
· How to implement the action items?
· How to track and monitor the action items?
Conclusion:

This section covers the following.

· Brief summary of the problem, root causes identified and the solution found.
· How to avoid such problems in the future?
· How and to whom the information will be shared?
Appendices:

Include supporting documents. Few examples given below.

A detailed corrective action plan

A chart explaining the cause and effect

A project team flowchart
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