
RQA’s Crisis Plan Toolkit 
– Promo Guide

Single Incident Plan
- Product Recall



About this Guide

• This guide provides an overview of the Crisis Plan Toolkit.  It has 
been developed by experts who are experienced in managing 
product recall incidents.  

• The system is user friendly and all sections are easily edited. 
Example content is provided as well as further guidance and 
explanation.

• As you complete each page, you can monitor your progress.  Once 
you have completed 100% of the plan, you will issue it via email as 
a controlled document to all members of your distribution list.

• Further revisions of the plan will result in reissuing  it as a new 
controlled version.  

• Once complete, your customised plan will be an effective product
recall management tool at a standard that is above average for the 
food and consumer product sector.



Benefits
Features & Benefits
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Terms and conditions apply



Access via www.crisisplantoolkit.com
or www.rqa-europe.com



First step – please register

If you were given a 
promo code when you 
purchased the plan, 
insert it here.



3 major sections to complete: General 
Information, Product Recall & Appendices

Click here to start 
creating your plan with 
“General Information”



Completing a page

When you have 
completed each page, 
select “Page 
Completed” and then 
click “Save and Next”



Editing the text is simple

Example text and 
guidance notes are 
provided for you to 
edit on each page



An amendment record is 
generated automatically

This forms part of 
your document control



Progress through each section 
inserting your own details

In this section you 
would type your 
company’s crisis 
policy



The Crisis Team is a key section

This is where you 
enter your crisis team 
members – it is also 
very easy to make 
changes if contact 
details change



Crisis Team & Distribution List

All those on the 
distribution list will be 
emailed a pdf 
“controlled” version of 
the plan once you 
have finalised it.



Document Control

You decide what 
document control 
features are in the 
footer of each page of 
your plan



Product Recall Section

You can see the pages 
you will need to 
complete within this 
section



Appendices

The Appendices 
available to you are 
listed - select the one 
you want to edit and 
complete as usual



Distribution List

Distribution is done automatically by 
email once the document is approved

This is also auto-
generated.  These people 
will receive the plan via 
email once you finally 
approve it.



Definitions

It is important to include 
definitions of key terms.  
We have provided 
definitions here from BRC, 
IFS, and others to get you 
started.



Sign Off your Plan

Once you have completed your plan, 
you can sign it off and issue it



Issue Plan to Distribution List

You are reminded to do a final 
check of the plan before signing 
off – once you click this, it will be 
emailed as a controlled pdf 
document to your distribution list



Modifying Plan after Issue

Click here to modify the plan.  It 
will automatically generate 
“Version 2” and you will need to 
reissue.  You also have the 
opportunity to list what changes 
have been made in this new 
version.



Viewing your plan

At any stage you can 
view your plan as a 
PDF



Viewing and Printing your plan

Until you have officially 
issued the plan, it will 
have “DRAFT” in a 
watermark on every 
page



Now create your plan…

Register at:

www.crisisplantoolkit.com

and get started


