
[Your Company Name] 
[Address] | Licence No. [####]
Phone: [          ]  | Fax: [          ] |  Email: [          ]
Date: ________________	
IMPORTANT RECALL NOTICE

RECALL OF: [Name of the Product] 
Attention: [Name of Customer Contact]
[Your Company Name] _______________ is recalling the products listed below because they may contain [Name the problem, e.g. harmful bacteria, foreign pieces of material, an undeclared allergen, improper labelling] ____________________________________________________________________________________
	Product Name
	Brand
	Size
	Lot Code
	UPC
	Best Before Date

	 
	 
	 
	
	
	 

	 
	 
	 
	
	
	 


Please discontinue selling these products IMMEDIATELY by removing them from display. Count the amount in your inventory and store the removed products in a secure place.
Please contact all accounts that you sell this product to immediately and inform them of this recall.
[Your Company Name] ________________ will credit you for the recalled product. Please segregate the product in your warehouse and label as ‘RECALLED.’ Our company will call you to arrange pick-up.
IMPORTANT
Please record the time and date you received this Recall Notice and acknowledge receipt by signing and fax/email back this document to [Your Company Name] __________________at [Your Company Email] ______________or [Your Company Fax Number] _______________.
Date / Time Received: __________________________________ Signature: ______________________
Name of Store / Distributor: _____________________________________________________________
Amount of Inventory on Hand: ___________________________________________________________
Amount of Inventory Sold: ______________________________________________________________
Thank you for your cooperation.
Sincerely,
[Signature]
[Your Company’s Contact, Person’s Position, Company Name] ____________________________________________________________________
