Root cause analysis
	Problem
	One line, e.g. wrong items shipped on 14 orders

	Reference
	

	Date it happened
	

	Date it was found
	

	Lead
	

	Team
	People who do the work, plus someone independent

	Sponsor
	Approves the actions



1. Problem statement
Facts and numbers only: no causes yet, and no names.
	Question
	Answer

	What went wrong, and where?
	

	When did it start, and when was it noticed?
	

	How big is it (orders, money, people, hours)?
	

	What should have happened instead?
	



2. Containment
	Immediate action to protect customers, staff or money
	By
	Date

	
	
	

	
	
	



3. Timeline
	Date and time
	What happened
	Evidence (record, log, witness)

	
	
	

	
	
	

	
	
	

	
	
	



4. Possible causes
Generate them with a 5 whys chain or a fishbone diagram, then test each one against the evidence.
	Possible cause
	Evidence for
	Evidence against
	Verdict

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



5. Root cause
	Level
	Cause
	How we know

	Immediate
	
	

	Underlying
	
	

	Root
	
	



☐  Removing it would stop the problem recurring
☐  It's within our control to change
☐  It explains every confirmed fact in the timeline
6. Corrective and preventive actions
	Action
	Corrective or preventive
	Owner
	Due

	
	
	
	

	
	
	
	

	
	
	
	



7. Effectiveness check
	Measure
	Target
	Check on
	Result

	
	
	
	

	
	
	
	



8. Close-out
	Documents to update
	SOPs, risk register, training records

	Approved by
	

	Date closed
	



Free template from runbooked.co. Delete this line if you like.




