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Public Health Alert or Recall Email Template 
Subject Line A: Public Health Alert Issued for [Insert Product] Due to [Insert Outcome]
[bookmark: _4r143dvmi4m]Subject Line B: Food Recall Notice: [Insert Product] Linked to [Insert Outcome]

[Date of Email, Location of Recall]
Start with an introductory sentence that captures the most important information from the alert or recall. For example: A fictional company located in a large metropolitan area is recalling a specific flavor of ice cream because of potential contamination. Do not use this product. Return it at your place of purchase. [Link the alert or recall notice.] 
PRODUCT
Next, share specific details about the product brand, flavor, size, lot number, or any other identifying details from the alert or recall notice. Include a photo of the product, if available.
· For example: Delicious Ice Cream Root Beer Float Treat Bars, 6 pack quantity, batch number 38-421 printed on top of the carton. This is the only batch affected. 
[bookmark: _oedapmy7jc48]SYMPTOMS
If the recall or alert is linked to an outbreak, share information about the illness. 
For example: Signs and symptoms of Listeria vary, but the bacteria is most likely to harm pregnant women, newborns, older adults, and people with weakened immune systems. Other people can be infected with Listeria, but they rarely become seriously ill.

Symptoms for pregnant women typically include:
· Fever
· Flu-like symptoms, such as muscle aches and fatigue

Additional symptoms include:
· Headache
· Stiff neck
· Confusion
· Loss of balance
· Seizures
STORES
List where the items could be purchased. For example: Delicious Ice Cream Root Beer Float Treat Bars were available for sale online and in store at major retailers nationwide.
[bookmark: _5hxihgxc0xev]RECOMMENDATIONS
Pull recommendations and next steps directly from the public health alert or recall notice. This information may be dense and potentially confusing; consider rewriting portions of the content in plain language. Be sure to end with actionable language for people who have consumed or purchased the item. 
[bookmark: _p65yh3ni42jo]CONTACT
End with contact information for people who have questions. This could be pulled from the alert and recall, and supplemented with information for your public health department. 

For example: Delicious Ice Cream can be reached at 555-123-4567 from 9 a.m. to 5 p.m. (ET) Monday through Friday, as well as by email at contact@deliciousicecream. Fictional Public Health Department can be reached at 555-765-4321, as well as by email at contact@phcomms.
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