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Tips for Effective Self-Reports 
 

  Ident i fy  the  correct  Standard vers ion ,  requirement ,  and part   

o  Vers ion i s  d etermined by  the v io lat ion s tart  date  

 

  Prov ide  accurate  v io lat ion start  and end dates  

o  Not  a lways d ic tated by  the d iscovery  or  report ing  dates  

o  Start  date =  when the v io lat ion began  

  Example :  the  date  the  tests  should  have  been completed  

o  End date  =  when the  v io lat ion ended  

  Example :  the  date  the  te sts  were actua l ly  completed  

 

  Prov ide  comprehens ive  descr ipt ion o f  the  i ssue  ( te l l  a  story )  

o  Facts  –  descr ibe what  happened  

o  Relevant  interna l  contro ls  (preventat ive ,  detect ive ,  correct ive)  

o  P re l iminary  root  cause  determinat ion –  l ink  back  to  interna l  

contro ls  by  descr ib ing  where they  fa i led  and where  they 

succeeded 

 

  Probabi l i ty  and Impact  for  R isk  Assessment  

o  Focus  on potent ia l  r i sk  

o  Actua l  r i sk  i s  s t i l l  re levant  and should  be inc luded,  but  

potent ia l  r i sk  dr ives  the  r i sk  determinat ion  

o  Ident i fy  w here  interna l  con tro ls  work ed wel l  to  mit igate the  

potent ia l  r i sk  

 

  Mit igat ion 

o  I f  you p lan  on submitt ing  a  formal  mit igat ion p lan,  you can note 

that  in  the Se l f -Report ,  but  s t i l l  ident i fy  s teps  taken to  

immediate ly  address  the  noncompl iance   

o  I f  you p lan  on ut i l i z ing  mit igat ing  act iv it ies ,  th e  Mit igat ion 

sect ion becomes  even more  important  

  L is t  a l l  act ions  in  deta i l  w i th  accurate complet ion  dates  
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Tips for Effective Mitigation Plans 
 

  Effect ive  Mit igat ion P lans accompl ish t wo object ives :  

o  They f ix  the d iscrete  issue  

  Examples :  

  Complete  the overdue test  

  Revoke the employee’s  unauthor ized access  

o  They prevent  recurrence  

  Address  the root cause (s)  

  Enhance preventat ive,  detect ive,  and correct ive  controls  

  Add resources,  tools ,  and internal  checks  that  st rengthen 

the compl iance program  

 

  What  do Case Managers  look for?  

o  Addit ional  facts  ident i f ied subsequent  to  the se lf - report  

  Durat ion,  locat ion,  type of  equipment involved, q uant i ty  of  

af fected devices,  etc.  

o  Detai led  Root Cause Analys is   

o  Descr ipt ive  Milestones  

  Vague descr ipt ions can make approval/ver i f icat ion d i f f icu lt  

  Accurate  start  and end dates  

o  Mit igat ion strategy  

  Thorough and comprehensive  

  Enhances overal l  re l iab i l i ty ,  secur i ty,  and res i l ience  

  Reasonable,  but  aggress ive  t imel ines  
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Tips for Effective Evidence Submittals 
 

  Organizat ion is  key  

o  Point  the reviewer  to  the re levant  port ions of  the evidence 

(h igh l ights ,  text  boxes)  

o  Bookmark your  evidence submiss ions  

  Tie  these bookmarks  to  the r e levant  milestone  

 

  Provide narrat ive descr ipt ions  

o  Expla in  how each part icu lar p iece of  evidence submitted 

demonstrates  that  the corresponding mi lestone was completed 

on t ime 

 

  Clar i ty  

o  Each p iece of  evidence should be readable  

o  Avoid  gener ic  p ieces  of  evidenc e that  lack suf f ic ient  detai ls  such 

as  dates,  locat ions,  names,  etc.  

 


