Recall Template for Industry

1) Recall Prevention

a. Use HACCP, GMP or total quality control principles to prevent recalls

b. Code date finished products so that they can be identified (by your company personnel) in commerce to a particular day of production

c. If your finished product is formulated, maintain records that tie lot numbers or code dates of your ingredients to your finished product code dating.  This facilitates tracing affected product when a recall is initiated by one of your suppliers.

2) Advance Planning/Decision Making

a. Each food producing company should have a designated person/group that makes decisions on recalls.  This group should decide before the time arises what the company policy will be in the face of possible Class I, II or III recall.  Part of the planning process should focus on a setting up a 24/7 company contact that can meet with regulators, make this decision and alert company personnel that a recall is in effect or imminent.  
b. The recall process should be written as a standard operating procedure so that it can be implemented by others rapidly and when key personnel are not available.  

c. Look at your shipping and receiving record keeping system to ensure that you will be able to quickly track shipments of your products.  Ensure that you have quick, up to date contact info for the companies that you do business with so that you can quickly implement a recall if needed.  Talk with your customers that might further distribute your products to see if they have a system in place to track and potentially retrieve recalled products.  
d. If you do not have adequate storage facilities to handle a recall, make advance plans to lease/rent storage locations to store recalled product until disposition is decided.  

e. Have a company Public Relations person designated before the need arises to speak to the media about the recall if needed.  This person can also facilitate written communication to the necessary media outlets to ensure the message is accurate and timely.  
f. Look at possible outlets for reworking recalled product (if that is an option).  It would be prudent to set up those possible contacts before the need ever arose.

g. Have a record keeping system set up to track and log recalled products.

h. Consider a table top exercise or “mock recall” to expose flaws in your recall plan before the actual event.  

3) Implementation of Recall / Assessment
a. Have adequate company drivers, shipping and receiving personnel, administrative clerks, etc available on short notice to carry out the physical recall. 
b. Ensure that your company provides quick, accurate recall instructions to everyone in the product distribution channel.   

c. Do a final review of your recall process noting deficiencies, etc for advance planning

