
	Project / Title
	Area / Line
	Owner
	Team
	Linked KPIs (SQDCP)
	Sponsor
	Version
	Date

	
	
	
	
	
	
	
	



	Background / Business case (why this matters)
	Goal / Target condition (what good looks like)

	
	



	Current condition (facts, photo/diagram, data)
	Gap & Scope (where/when/how big; in/out)
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Root‑cause analysis (5‑Why with evidence)
	Why #
	Observation / Evidence

	Why 1
	

	Why 2
	

	Why 3
	

	Why 4
	

	Why 5
	

	Methods
	Machines
	Materials
	People
	Measurement
	Environment



	KPI/OPI (SQDCP)
	Baseline
	Target
	Actual (post)
	Measured on (date)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Actions
	#
	Countermeasure / Experiment
	Root cause addressed
	Expected effect
	Owner
	Due

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	Risk / Side‑effect
	Mitigation
	Comms needed (who/when)
	Owner

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




	Follow‑up checks (what/when/who)
	
	Standardize (SOP/OPL updates; training)
	
	Lessons learned / next opportunities
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	Proposal / Title
	Area / Function
	Owner
	Stakeholders
	Sponsor
	Version
	Date

	
	
	
	
	
	
	



	Problem / Opportunity (context & evidence)
	Objective (what success looks like)

	
	



	Options considered (with pros/cons & rough cost/effort)
	Recommendation (what/why)

	
	



	Expected benefits (Safety/Quality/Delivery/Cost/People; include amounts where relevant)
	Risks & mitigations

	
	



	Task / Milestone
	Owner
	Start
	Due
	Dependencies
	Status

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	KPI/OPI (SQDCP)
	Baseline
	Target
	Data source

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Stakeholder / Audience
	Message / Decision needed
	Channel
	When
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