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FIGURE 1
MODEL CUSTOMER NOTIFICATION LETTER

Following is a sample customer notification letter announcing a
recall from distributors, retailers, and consumers of an imported
children's product. This notification letter is intended to be mailed
to each of the importer's distributors and retailers.

HAPPY CHILDREN'S PRODUCTS COMPANY
96 PLAY STREET
ANYWHERE, USA 12345
123-456-7890

SAFETY RECALL NOTICE
[Addressee]

Dear

According to our records, Happy Children's Products shipped to
you 28,550 children's brooms on April 1, 1992. The brooms are 28
inches long. They have natural straw bristles and painted wooden
handles with HAPPY BROOM, MODEL L25, stamped in gold
letters on the handle.

The U.S. Consumer Product Safety Commission has tested these
brooms and found that they violate two federal regulations.

The brooms are banned. If you sell them you will be in violation of
federal law. Happy Children's Products has stopped distribution of
these brooms and is recalling them from our customers and from
consumers.

First, the Consumer Product Safety Commission found that the
plastic cap on the top of the broom's handle becomes detached
during testing, and presents a choking hazard to children. Second,
paint on these broom handles containing 146 times the amount of
lead permitted by federal regulations designed to prevent lead
poisoning, especially of children.
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You should immediately remove from retail shelves any remaining
brooms. Please mail the enclosed postcard indicating the number of
brooms you have in inventory and the number of retail stores in
which the brooms were sold. Ship all brooms you have in stock to
Happy Children's Products Company, 96 Play Street, Anywhere,
USA.

[Insert further instructions about mailing and credit arrangements;
give name and telephone number of the Company personnel

handling the recall.]

Within two weeks Happy Children's Products will mail you two
consumer recall posters for each of your retail stores where the
brooms were sold advising consumers to return them for a refund.
The posters should be displayed in prominent locations for 120
days. Refund customers the retail price of the broom, up to $2.50.
Once you mail the brooms to Happy Children's Products at the
above address and send the shipping document to show us the
shipping costs, Happy Children's Products will refund the retail
price of the brooms and shipping costs. [Insert further instructions.].

If you further questions, please telephone me at 123-456-7890.
Sincerely,
Matthew J.
Sweeper

Director of
Recalls

FIGURE 1A

Following is a sample Return Reply Postcard to be included with
the Recall Notification Letter to Distributors and Retailers:

RETURN REPLY POSTCARD

NAME:

ADDRESS:
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TELEPHONE

NO:

HAPPY CHILDREN'S PRODUCTS COMPANY - HAPPY

BROOM, MODEL L25
QUANTITY IN
STOCK:
NUMBER OF
STORES SOLD
TO:
FIGURE 2

RECALL NOTICE CHECKLIST

Use the following checklist to ensure that all required information
is included in the recall notification letter to customers or
CONSUmers:

Flag the envelope: "SAFETY RECALL NOTICE
INSIDE!" or "IMPORTANT SAFETY NOTICE INSIDE!"

Put the recall notice on firm's letterhead, with firm's
complete address and telephone number.

Place the heading "SAFETY RECALL NOTICE" or
"IMPORTANT SAFETY NOTICE" as appropriate for the
corrective action being taken at the top of the notice.

Have recall notice signed by officer of firm.

Address a named, responsible person.

Identify recalled product specifically, by brand names and
model numbers.

Explain that the product does not meet U.S. Consumer
Product Safety Commission standards.
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——— Warn that it is a violation of federal law to sell the product.

Describe the hazard as explained in the letter from the
9. Commission.

Advise dealers what to do about products already sold to
10. consumers and products returned by consumers.

Provide for reimbursement or credit for the cost of the
——— goods and, if recalling firm will not pick up the products,

11. . . .
for the cost of either return shipment or destruction.
Include either a postcard or form for return within one
12. week for customer to give:

1. number of products in inventory;

2. exact address, name and telephone number of person
responsible for recall at distributor or retail level.

FIGURE 3
SAMPLE RECALL POSTER

Following is a sample Recall Poster which may be provided to
retailers for display in the store where the recalled product was sold.
Poster may be printed in 11 x 17 inch for poster size or 8-1/2 x 11
inch for counter card size:

(POSTER NOT AVAILABLE IN THIS FORMAT -- Call
(301)504-7913 to obtain a hard copy version of the poster)

FIGURE 4
POINT OF PURCHASE RECALL POSTER CHECKLIST

Use the following checklist to ensure that all required information
is included in the point of purchase poster or counter card:

RECOMMENDED SIZE: Posters should be a minimum
1. of 11 x 17 inches (folded once, becomes 8 1/2 x 11 inches
and will fit in standard size mailing envelopes or boxes for
guantity mailing). Counter cards should be 2 minimum of 8
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2.

1/2 x 11 inches.

COLOR: Heading should be in red. Also consider using
red for key information for consumer response, such as 800
numbers or, in case of severe hazard, phrases such as
"WARNING, STOP USING AT ONCE, TAKE AWAY
FROM CHILDREN IMMEDIATELY." Red might also be
used in part of graphic to illustrate product and potential
hazard.

USE OF GRAPHIC/PHOTOGRAPH: Wherever
possible, the poster should contain a graphic illustration or
photograph of the product to aid consumers in identifying
the product. A graphic illustration is preferable because it
usually shows up better. However, photographs may be
used if they provide a good, clear picture of the product. For
graphics, if possible pull out key information -- location of
model number, date code, or other information essential to
identifying the affected product. Use arrows or some other
means to highlight hazardous part or area of product.

WORDING:

3. HEADING: Use "Safety Recall Notice," or
"Important Safety Notice," as appropriate for the
corrective action being taken.

4. FORMAT: The information included should
indicate Who (recalling firm), What (the product),
and Why (reason for recall) and should tell
consumers what to do. Outline format is preferable to
paragraphs. Use "word cluster" to keep key words
together rather than sentences. Do not break up word
clusters between two lines. Keep it brief!

5. 800 NUMBER: If using an 800 number,
highlight it somehow -- red color; large, bold print.
Use a separate line for the number so that it really
stands out.

6. FIRM IDENTIFICATION:
Manufacturer/Importer/Retailer name should also and
out. It helps get the consumer's attention.

If product is to be mailed to the manufacturer or the
consumer can write to the manufacturer for
information about the recall, place the firm name and
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address at bottom of poster.

TIME FOR DISPLAYING POSTERS: Posters should be
5. up for approximately 120 days in several conspicuous
locations in the store (shelf where product was sold,
check-out counter, service desk, at entrance or exit). Put a

date on the bottom of the poster: Post until August 1, 1992."

FIGURE 5
SAMPLE NEWS RELEASE

Following is a sample News Release which may be issued by the
recalling company in conjunction with the Consumer Product
Safety Commission to notify the public of the product recall:

FOR RELEASE: MONDAY, JANUARY 31, 1994
RELEASE #94-035
DILLON IMPORTING COMPANY

RECALLS TOY JEWELRY

PRODUCT: Toy charm necklaces and bracelet, imported by Dillon
Importing Company from China. The necklaces and bracelet are
plastic colored figures or plastic square pieces with "charms"
attached, strung on a piece of thin elastic. The jewelry was sold in
retail chains, discount stores, catalog outlets, toy stores, and other
outlets in 24 states from August 1992 through July 1993. The
jewelry was sold without packaging, usually hanging from a store
display rod or placed in open bins or baskets. The jewelry sold for
about $1.00 each.

PROBLEM: When tested, CPSC found that small parts separated
when the elastic band broke, presenting a potential choking hazard
to young children.

WHAT TO DO: Consumers are urged to take the toy jewelry away
from young children immediately and return the jewelry to the
place were purchased for a full refund. Consumers with questions
may contact Dillon Importing Company at 1- 800-654-3696.

304



WASHINGTON, DC -- In cooperation with the U.S. Consumer
Product Safety Commission (CPSC), Dillon Importing Company
(Division of M G Novelty Co., Inc.), Oklahoma City, OK is
voluntarily recalling two charm necklaces and one stretch bracelet.
CPSC tested the jewelry and found that small parts separated when
the elastic band broke, presenting a potential choking hazard to
young children.

The 18-inch plastic necklaces (#16-791 and #16-1135) consist of
small figures (bear, duck, butterfly, fish, cross, child, rabbit, dog,
star, clown, flower) in assorted colors separated by white beads
strung on a piece of thin elastic. The necklaces were sold without
packaging, usually hanging from store display rods, or placed in
open bins or buckets.

The 6-inch plastic stretch bracelet (#16-1133) consists of six square
assorted pieces separated by two white beads with one colored
charm attached to each square. The charms include a heart, cross,
rabbit, and fish. The bracelet was also sold without packaging,
usually hanging from store display rods or placed in open bins or
buckets. Only the bracelets carries a label that reads, "MGNOV
MADE IN CHINA."

The toy jewelry was imported by Dillon Importing Company from
China and distributed in 24 states (Ohio, California, Nevada,
Oregon, Utah, New Jersey, Massachusetts, New York,
Pennsylvania, Florida, Tennessee, Oklahoma, Texas, Minnesota,
Illinois, Colorado, Louisiana, Wisconsin, Washington, Indiana,
Towa, North Carolina, Virginia and Maryland) through retatl chains,
discount stores, catalog outlets, party stores, toy stores, flea
markets, fund raisers, and premium offers.

Approximately 32,000 pieces of toy jewelry were distributed from
August 1992 through July 1993 for approximately $1.00 each.

Consumers are urged to take the toy jewelry away from young
children immediately and return the jewelry to the place where
purchased for a full refund. Consumers who have questions about
this recall may contact Dillon Importing Company toll-free at
1-800-654-3696.

Neither CPSC nor Dillon Importing Company is aware of any
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injuries involving these toys. This voluntary recall is being
conducted to prevent the possibility of injury.

CPSC is announcing this recall as part of its mission to protect the
public from unreasonable risks of injury and death associated with
consumer products. The Commission's objective is to reduce the
estimated 28.6 million injuries and 21,700 deaths associated each
year with the 15,000 different types of consumer products under
CPSC's jurisdiction.

NOTE: To report an unsafe consumer product or a product-related
injury, consumers may call the U.S. Consumer Product Safety
Commission's toll-free hotline at 1-800-638- 2772. A teletypewriter
for the hearing impaired is available at 1-800-638-8270.

FIGURE 6
SAMPLE CPSC FORM #332
APPLICATION FOR AUTHORIZATION TO
RECONDITION
Date:
To: Director, Regional Center

Consumer Product Safety Commission

Application is hereby made for authorization to bring the
merchandise below into compliance with the applicable regulation.

Product: Model/Item:
Entry Number: Entry Date:
Invoice Number: Invoice Date;

Importer IRS Number: Port of Entry:

Redelivery bond has been posted by the applicant. The merchandise will be kept
apart from all other merchandise and will be available for inspection at all
reasonable times. The operation. if authorized. will be carried out at and will require
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about days to complete. A detailed description of the method by
which the merchandise will be brought into compliance is given in the space below.
We agree to pay all supervisory costs in accordance with current regulations.

Firm Name and Address

Applicant's Signature

Do Not Write Below This Line

To:

Date:

Your Application has been |__| denied because

|| approved with the following conditions

Time limit within which to complete authorized operation

When the authorized operation is completed, fill in the enclosed CPSC Form #333,
Importer's Certificate, and return a copy of this notice along with the signed
Importer's Certificate to this office.

Signature

Director
Regional Center

CPSC Form #332 (9/89)
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