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Product Recall Checklist
	Product Recall Details

	Company:
	Recall Event ID:

	Date:
	Time Initiated:

	Affected Products:


	Recall Team Members

	Full Name
	Email
	Phone #

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Step 1: Hazard Analysis

	Create a comprehensive list of all the products affected by the recall.
	☐

	Perform a detailed hazard analysis for each affected product.
	☐

	Send any products that need to be tested by a third-party out for review.
	☐

	Step 2: Classification and Notification

	Classify the product recall:
	☐ Class I   ☐ Class II   ☐ Class III

	Send out a recall notification to the required regulatory agency.
	☐

	Step 3: Production Stop

	Inform any facilities who manufacture affected product(s) to stop production immediately.
	☐

	Separate affected inventory onsite so it doesn’t accidentally leave the facility.
	☐

	Check trailers to make sure there are no affected lots sitting idle in the trailer yard.
	☐

	Step 4: Customer Notification

	Determine how you will notify customers of the recall (phone, letter, etc.).
	☐

	Prepare a recall notification letter to send to customers.
	☐

	Send out the official recall notification to all customers who may be affected by the recall.
	☐

	Document the recipients of the recall notification.
	☐

	Step 5: Product Collection

	Create a log of all incoming products, including the source and quantity received.
	☐

	Record all products returned by your distributors.
	☐

	Track retracted product batches/lot codes to ensure everything is accounted for.
	☐

	Check with your quality control team to determine what to do with the recalled product(s).
	☐

	Calculate the total amount of product received and either reprocessed or destroyed.
	☐

	Step 6: Investigation and Corrective Action

	Complete a detailed root cause analysis and define the root cause(s) of the recall.
	☐

	Create a list of the corrective actions your team will take once the recall is complete.
	☐

	Delegate corrective actions to leaders within the facility.
	☐

	Implement a system to track the completion of all corrective actions.
	☐

	In cases of sabotage, meet with legal counsel to determine any legal actions to take.
	☐

	Prepare a Detailed Recall Report

	Once you’ve completed the recall steps, it’s important to compile a detailed report on the causes and outcomes of the product recall. Make sure to include the following information in your report:

	Product details: name, qty., manufacturer
	☐
	Label and packaging information
	☐

	Lot or batch numbers affected
	☐
	Root cause of the recall
	☐

	Timeline of events (date issue discovered, notification date, etc.)
	☐
	Information regarding the amount of product recalled, reprocessed, and destroyed
	☐

	Copies of all communications sent out to customers, distributors, and regulators
	☐
	Contact information for the recall team leader(s)
	☐
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This document is provided by Frontline Data Solutions as a general template to support compliance efforts but does not guarantee regulatory adherence. Users are responsible for ensuring all applicable legal and safety requirements are met.
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