[COMPANY NAME]
[ADDRESS]
[CITY, STATE, ZIP CODE]
[DATE]

Subject: Important Notification: Product Recall for [PRODUCT NAME]
Dear [Customer’s Name/Valued Customers],
We are writing to inform you of an important recall affecting [PRODUCT NAME], which was sold between [START DATE] and [END DATE].
Reason for the Recall
This recall is being initiated due to [specific reason, e.g., “a manufacturing defect,” “potential safety concern,” “non-compliance with safety standards”]. Your safety and satisfaction are our top priorities, and we are taking this action to ensure the highest quality standards are met.
Details of the Recall
· Product Name: [PRODUCT NAME]
· Affected Lot Numbers/Batch Codes: [List affected codes, if applicable]
· Purchase Dates: [START DATE] to [END DATE]
Next Steps
If you have purchased the affected product:
1. Stop using the product immediately.
2. Return the product to the place of purchase for a full refund or exchange.
3. Contact our customer service team for additional assistance at [Email Address/Phone Number].
Support and Contact Information
For more details about this recall or to check if your product is affected, please visit [website link] or call our dedicated recall hotline at [PHONE NUMBER].
We sincerely apologize for the inconvenience this may cause and thank you for your understanding and prompt attention to this matter.
Yours sincerely,
……………………………………………………….

[NAME]
[TITLE/POSITION]
[COMPANY NAME]
