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SQF Gap Assessment Action Items

Define Project Scope and Objectives
e Action Item: Establish the goals and scope of the SQF gap assessment project.
o Deliverables:
o Project Scope Document: Outlines objectives, boundaries, and deliverables of the gap
assessment.
o Project Objectives Report: Details specific goals and expected outcomes.

Gather Initial Information
e Action Item: Collect relevant data and documentation from the client and stakeholders.
e Deliverables:
o Information Collection Report: Summarizes gathered data, including existing SQF
documentation and practices.
o Stakeholder Input Summary: Provides insights and feedback from key stakeholders.

Conduct Preliminary Gap Analysis
e Action Item: Perform a preliminary analysis to identify major compliance gaps and areas of concern.
e Deliverables:
o Preliminary Gap Analysis Report: Highlights initial findings and key areas requiring further
examination.
o Gap Ildentification Summary: Lists specific compliance gaps and risks identified.

Develop Detailed Assessment Plan
e Action Item: Create a comprehensive plan for conducting the SQF gap assessment.
e Deliverables:
o Assessment Plan Document: Details the assessment approach, methodology, and timelines.
o Assessment Checklist: A list of criteria and processes to be evaluated during the assessment.

Execute Detailed Gap Assessment
e Action Item: Conduct the full SQF gap assessment based on the developed plan.
e Deliverables:
o Full Gap Assessment Report: Provides a detailed analysis of compliance gaps, including
observations and evidence.
o Compliance Status Report: Outlines the current compliance status and areas needing
improvement.

Provide Actionable Recommendations
e Action Item: Develop and deliver recommendations to address identified gaps and improve compliance.
e Deliverables:
o Recommendations Report: Includes practical steps and solutions for closing gaps and
enhancing SQF compliance.
o Action Plan: A detailed plan with prioritized actions and timelines for implementation.

Review and Revise Policies and Procedures
o Action Item: Review existing policies and procedures and recommend revisions based on gap
assessment findings.
o Deliverables:
o Revised Policy Documents: Updated policies and procedures reflecting the recommended
changes.
o Procedures Enhancement Report: Summary of revisions made and rationale for changes.
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Develop Training Materials
e Action Item: Create training materials to educate staff on new policies and procedures.
o Deliverables:
o Training Materials Package: Includes manuals, presentations, and training guides.
o Training Schedule: Planned dates and formats for delivering training sessions.

Conduct Training and Workshops
e Action Item: Deliver training sessions and workshops to educate staff on new compliance requirements.
e Deliverables:
o Training Session Reports: Summarize the content covered, participant feedback, and training
outcomes.
o Workshop Feedback Summary: Collect and analyze participant feedback to gauge training
effectiveness.

Implement Gap Remediation Actions
e Action Item: Support the implementation of corrective actions to address identified gaps.
e Deliverables:
o Remediation Action Plan: Detailed plan for implementing corrective actions with timelines and
responsibilities.
o Progress Tracking Reports: Monitor and report on the status of remediation efforts.

Conduct Follow-Up Reviews
e Action Item: Perform follow-up reviews to ensure gaps have been effectively addressed and
improvements sustained.
e Deliverables:
o Follow-Up Review Report: Evaluates the effectiveness of implemented changes and ongoing
compliance.
o Final Improvement Summary: Documents final status, outstanding issues, and
recommendations for further action.

Finalize and Document Project
e Action Item: Complete project documentation and finalize deliverables.
e Deliverables:
o Project Closure Report: Comprehensive summary of the project, including outcomes and
lessons learned.
o Final Documentation Package: Complete set of project deliverables, including revised SOPs,
training materials, and assessment reports.

To avail of our professional services kindly contact hello@consultareinc.com or call 1-202-982-3002.



