	IMPROVEMENT OPPORTUNITY NOTIFICATION
REPORT REF:-      
This is made up of Date DDMM Authors Two Initials/Sequence number issued by the author for all Improvement Opportunities raised that day. Improvement Opportunities as a result of an audit will reference audit No.


Part 1

	Raised By Name/Telephone

     
	Function/Location

     
	Audit Host 

(If applicable)

     

	Improvement Opportunity Description  (Where possible a recommended solution should be given)

     

	If System Audit identify Function & Document Reference 

     
	If Product IO,  Serial No/Asset No

     
	If Customer complaint identify customer.

     

	For Action By Name/Department

     
	Information copy to

     
	Date raised

     

	Originator to forward a copy to actionee and Line Manager


Part 2

	Actionee’s proposed corrective action

     

	Estimated date to implement corrective action:  
	     
	Date reply sent to originator:-
	     

	Response completed by:-

Name 
	     
	Signature or 

E-Mail address
	     

	A reply is to be forwarded to the originator within 7 days of the above report date and copy sent to Line Manager.


Part 3

	Originator/auditors comments for closure.  The corrective action has been confirmed as completed.
     

	Originators signature & completion date:      
Forward copy of completed form to Actionee and Line Manager closing action.
	Closed by name & dated:
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