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User Guide: Recall Notification

The below process is the be followed as part of the overall QA12 Recall Process.
Contact customers and bring products back:

· Sector Lead or delegated representative generates a verbal or written script before customer contact begins;

· Obtain officer approval for script;
· If the customer does not respond to two communications (telephone, emails or fax) the RMA may be closed;
· Attach the recall RMA to the original contract.
Notification will consist of:
· a clear description of the nonconformity;
· all affected parts;
· customer part numbers, if applicable;
· PCB model number and serial numbers;
· quantity;
· delivery dates.
If product is to be repaired or replaced perform following steps:

· Determine recall prefix RMA Number that is provided to customer.

· Generate an RMA for each customer and their product(s) to be returned;

· Notify Logistics and Repair’s Department on RMA code;
· Train Sales on the RMA and other details that need to be communicated to customers regarding recall.
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