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How to Create a New Recall 

 
1. From the dashboard, select the product type you need to recall and click the “Go” button.  

*Note* If you need to recall vehicles that you modified before customer delivery, select “Vehicle 
Alterer” from this list. 
 

 
 
 

2. The recall report must be filled-out with the following information (at a minimum) before it can 
be saved or submitted to NHTSA: 

a. Product information (Model year, make, model, production dates, descriptive 
information) 

b. A description of the safety defect (or noncompliance) 
c. A description of the safety risk 

 
 Much of the remaining fields must be filled-out and submitted within 5 working days of 

confirming the information (if not available at the first submission).   See 49 CFR 573.6  for a 
listing of the required information. 

 
 

3. If you need to recall multiple models, you will need to first save the form before adding the 
additional models.  Enter the information for the 1st model, and ensure text is entered into the 
required fields under the next section titled “Defect / Noncompliance Description.”   And then 
click the button at the bottom of the page labeled “Save Draft.”  

http://www.ecfr.gov/cgi-bin/text-idx?rgn=div5&node=49:7.1.1.1.2#se49.7.573_16


4. Once you have succesfully saved a draft copy of the report, a transaction number (shown at the 
top of the report) is assigned.  Also, a new “Add Product” button is now available for adding 
extra models.  
 

 
 
 Tip:  If your production dates are years in the past, select any date on the calendar and then 

correct the date by using the number pad on your keyboard. 
 
 Tip:  For vehicle recalls only, if your recalled vehicles have a shared, continuous VIN range, 

please enter the applicable VIN ranges.  HOWEVER, if the VIN range does not help the owner 
identify their vehicle, it does not have to be included on this form.  This is optional information. 

 
 
5. Enter the number of products you are recalling.  Also, enter the % of that number thought to 

potentially contain the defect or noncompliance. 
 

 
 



6. Describe the defect (or noncompliance) including the risk to safety.  Also, identify the 
manufacturer of the defective or noncompliant equipment below.  If you don’t know who 
manufactured the actual component, identify the company that supplied it to you (by selecting 
the 2nd radio button) 

 
 Tip:  Click and drag the bottom corners to expand the text boxes.  If you have more text that 

supported in the form, please add the information to a separate document and upload it 
separately.  This feature is not available when using Microsoft IE versions 8 or 9. 

 

 
 
 
 
 
 
 



7. Enter the chronology information including key dates for determining the defect.  Include a 
summary of warranty claims, field/service reports, and other important information. 

 
 If you are filing a noncompliance report, the chronology should contain test dates, test results, 

and other important information. 
 
 Tip:  If your chronology is longer than 2,000 characters, simply enter “The chronology will be 

uploaded separately.” into this field.  After you submit the recall report to NHTSA you can access 
the Document Uploads area for the recall.  Please select the document type of “Other Recall 
Related Documents” when you upload the chronology document. 

 
 

8. Describe your remedy program. 
 
 Note:  If you do not have a general reimbursement plan on file with NHTSA, that information 

must be entered into this form.  Details for customer reimbursement for pre-notification 
remedies can be found here:  49 CFR 573.13 

 

 
 
 

http://www.ecfr.gov/cgi-bin/text-idx?rgn=div5&node=49:7.1.1.1.2#se49.7.573_113


9. Provide the dates you intend to notify owners and dealers.  Also, provide any recall 
number/code you will assign to this recall. 

 
 Note:  Owners and purchasers must be notified within 60 days about the safety defect or 

noncompliance with FMVSS.  If you have any indication you will not be ready to launch the free 
remedy campaign within 60 days, you will need to issue an interim notice.  As with traditional 
notifications, this notice must meet all of the requirements for recall notifications AND must be 
submitted to NHTSA for review at least five days before issuance.  The requirements for recall 
notices can be found in 49 CFR 577.5. 

 

 
 
 Note:  Any information typed into the “Manufacturer Comments to NHTSA Staff” box will not 

appear on the recall report.  These comments are used only to send a message to the staff in 
better handling the report.  Please do not put chronologies or content about recall execution 
that are required to be reported in this area.  However, it is helpful to add your company’s 1-
800# customer service number in this field.  NHTSA publishes this phone number in its recall 
summary. 

 
10. When the report is ready, click the “Save Draft” button and then the “Submit” button.  Your 

recall report will then be sent to NHTSA for review & processing.  You will be notified when 
NHTSA has reviewed your report.  Processing times vary depending on volume, but staff strive 
to review and process new recalls within a matter of days.   

 
Once processing is complete, you will be e-mailed a recall acknowledgement letter which 
summarizes the information.  We aim to give manufacturers an opportunity to review this 
information, but it is not always possible.  You are strongly encouraged to review this 
information quickly and inform the analyst identified in the letter immediately of any errors.  
New recall summaries, together with the submission you made, are posted to the website 

http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=1&SID=7378a8ce05a399133aecb8340cf1d5df&ty=HTML&h=L&n=pt49.7.577&r=PART#se49.7.577_15


www.safercar.gov early the next business morning, and sometimes sooner if a matter is 
particularly urgent or time sensitive.  

 
 Tip:  It greatly helps to upload your draft owner letter right after submitting a recall report.  At a 

minimum, these letters must be uploaded to NHTSA within 5 days of planned mailing.  If NHTSA 
is not provided a draft to review and/or the draft is not compliant to 49 CFR 577, the 
manufacturer risks having to issue another notification which is time consuming and frustrating 
to all.  
 
The Documents Upload area for any recall can be accessed from the main dashboard.  Your 
newly submitted report will now be found under the “Report History” section.  You might need 
to click “Detail View” in order to see the “Manage Documents” button.  

 

http://www.safercar.gov/
http://www.ecfr.gov/cgi-bin/text-idx?SID=1cccb300d7feaf18a252de677da25b64&node=pt49.7.577&rgn=div5

