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IMPORTANT

PRODUCT RECALL NOTICE
DATE:

<<Date>>
TO:

<<Distribution List>>
FROM:
<<Materials Management, Purchasing, Safety Officer, and Facility Representative>>
RE:

PRODUCT RECALL
A product recall notice has been received for the following product:  

<<Multi-Function Printer, Model Numbers 17491, 17492 & 17494>>
We have received notice of this recall on <<Date>>.  This notice is to alert the department to check if we have any product on hand and to return them to <<Materials Management>>.  Please check your areas for this product and notify <<Materials Management>>.  If you do not have the product in your area, notify Purchasing that is the case.  If you have any questions, please contact me at <<Contact Number>>.

Thank you for your cooperation.

Please review
	
	I do not have any of the product(s) in my department.


	
	I previously used and stocked the following but no longer do:

	

	

	


	
	I have pulled the following products from my current stock and returned them to Purchasing for credit and replacement.

	

	

	


Signature: ________________________________  Date: _____________________

Department: Engineering

This letter should be signed and returned to the Safety Officer within 2 business days of the date on this letter.
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