ROOT CAUSE ANALYSIS (RCA)

1. Incident / Problem Identification

RCA REPORT TITLE:

REPORT ID:

DATE OF OCCURRENCE:

TIME OF OCCURRENCE:

DATE REPORTED:

REPORTED BY:

Problem Statement:

A clear, concise title, e.g., "RCA: Production Line 3 {

Unique tracking number, e.g., RCA-2023-047

MM/DD/YYYY

HH:MM AM/PM

MM/DD/YYYY

Full Name & Department of person who reported the issue

A clear, factual, and concise description of WHAT happened, WHERE, and WHEN. Avoid ¢

2, Initial Impact Assessment

IMPACT CATEGORY DESCRIPTION OF IMPACT

SEVERITY
(Low/Med/High/Critical)

Safety Were there injuries, near misses, Or ¢ Choose Severity
Quality Did the problem result in defects, 1 Choose Severity
Delivery / Schedule Was there a delay in delivery, missed « Choose Severity

Cost / Financial Estimate of direct costs: labor, scrap, | Choose Severity



Customer / Reputation = Was a customer affected? s there risk Choose Severity
Environment Was there a spill, excessive waste, or « Choose Severity

3. Team & Timeline

RCA LEAD Full Name & Title
RCA TEAM MEMBERS: Names, Titles, and Departments of all involved in the ¢
ANALYSIS START DATE: MM/DD/YYYY

TARGET COMPLETION DATE: MM/DD/YYYY

4. Data Collection & Evidence

List all data, documents, and evidence gathered:

¢ People Interviewed: Names & roles of personnel interviewed
¢ Documents Reviewed: c.g., Maintenance logs, SOPs, training records, sensor data ¢

¢ Physical Evidence: c.g., Photos of the failed component, samples of defective 1

e Data Analysis: c.g., Trend charts from the last 6 months, error code history
¢ Other Evidence: Any other relevant information

5. Root Cause Analysis Method

Select the primary method used and complete the corresponding section below.
O 5 Whys Analysis
O Fishbone (Ishikawa) Diagram (Attach separate diagram)
O Failure Mode and Effects Analysis (FMEA) (Reference attached FMEA sheet)
O Cause and Effect Tree
O Other: Specify method

Method Application & Findings:

If using the S Whys:



Problem Statement: Repeat the problem statement from Section |

Why did it happen? Because...

Why did that happen? Because...
Why did that happen? Because...
Why did that happen? Because...
Why did that happen? Because...

M .

Root Cause(s) Identified:

1. e.g., "The preventive maintenance checklist does not include inspection of the §

2. e.g., "No formal procedure exists for escalating abnormal machine sounds reported by «

6. Root Cause(s) & Contributing Factors

IDENTIFIED IS THIS A ROOT EVIDENCE LINKING
CAUSE ELAUDELS ¢ CAUSE? CAUSE TO PROBLEM
e.g., Worn gearbox « Choose Is this a Root Photo evidence, maintenance 1
e.g., PM checklist ¢  Choose Is this a Root Comparison of checklist to 1
e.g., Lack of « Choose [s this a Root Interview with operator who |

e.g., High humidity i Choose Is this a Root Data log shows 85% humidity,



~. Corrective & Preventive Actions (CAPA)

Ne RECOMMENDED ACTION RESPONSIBLE DUE SUCCESS
- ACTION TYPE PERSON/DEPT DATE METRIC
1 Recommended . Choose Responsible | MM/DD/  e.g., "Updated ¢
2 Recommended . Choose Responsible | MM/DD/  e.g., "SOP
3 Recommended . Choose Responsible | MM/DD/  e.g.,'
4 Recommended . Choose Responsible | MM/DD/  e.g., "Proposal ¢

8. Effectiveness Verification & Closure

Verification Plan:

How will you confirm the actions worked? Example: "The Maintenance Supervisor will audit t

Verification Date: MM/DD/YYYY
Verified By: Full Name & Title

Verification Results & Evidence:



To be completed post-verification. Describe the results and attach evidence, e.g., "Audits for .

O Effectiveness Verified - Problem Resolved

O Effectiveness Not Verified - Further Action Required: Further Action Description

RCA Status:
O Open O Closed

9. Sign-Off & Distribution

RCA Approved By: Full Name & Title of person accountable for closure

Signature:

Date: MM/DD/YYYY

Distribution List:

List all departments/individuals who should receive this report, e.g., "Plant Manager, Quality .

Lessons Learned & Recommendations for Systemic
Improvement:

What can the broader organization learn? Example: "Recommend a review of all equipment 1

Document Version: 1.0

Last Updated: MM/DD/YYYY
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