
Safety Recall Guidance for Customer Service 

Teams 

Date: [Insert Date] 

To: Customer Service Team 

Subject: Safety Recall Notification and Guidance 

Dear Team, 

We are writing to inform you about a critical safety recall concerning [Product Name/Model]. 

This recall has been initiated to ensure the safety and well-being of our customers. It is 

imperative that we handle customer inquiries with care and provide accurate information 

regarding this matter. 

Key Details of the Recall: 

• Recall Reason: [Brief explanation of the issue] 

• Products Affected: [List of affected products] 

• Action Required: [Details of what customers need to do] 

• Contact Information: [Customer service contact details] 

Guidance for Customer Interactions: 

1. Listen attentively to the customer's concerns. 

2. Provide the customer with the details of the recall. 

3. Reassure them of our commitment to their safety. 

4. Guide them on the steps they need to take regarding the recall. 

5. Document all interactions for future reference. 

For any additional information or support, please refer to the Recall Management Team or 

consult the recall documents attached to this letter. 

Thank you for your attention to this important matter and for your ongoing commitment to our 

customers' safety. 

Sincerely, 

[Your Name] 

[Your Title] 



[Company Name] 


