
Recall Process Overview 

Dear [Vendor Name], 

We hope this message finds you well. We are reaching out to provide you with an overview of 

the recall process that we will implement for any of our products that may require a recall. 

1. Identification of the Issue 

The process begins with identifying any potential issues that may warrant a recall. This could be 

through customer feedback, internal audits, or regulatory notifications. 

2. Initial Notification 

Upon confirmation of a recall situation, we will promptly notify you via email or phone to 

discuss the nature of the issue and necessary actions. 

3. Investigation 

A thorough investigation will be conducted to assess the extent of the issue, including contacting 

affected customers and assessing the impact on inventory. 

4. Action Plan Development 

We will work together to develop an action plan that includes the recall strategy, timelines, and 

responsibilities for both parties. 

5. Implementation of the Recall 

Once the plan is finalized, we will begin the recall process, ensuring all agreed steps are followed 

to effectively manage the situation. 

6. Communication 

Clear and consistent communication is crucial during the recall. We will keep you updated with 

all developments throughout the process. 

7. Review and Follow-Up 

After the recall, we will conduct a review to analyze the process, draw lessons, and implement 

improvements to prevent future occurrences. 



We appreciate your cooperation and commitment to maintaining product safety and quality. 

Should you have any questions regarding this process, please do not hesitate to reach out. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Contact Information] 


