Safety Briefing Notification

Date: [Insert Date]

To: All Employees

From: [Your Name or Department]
Subject: Mandatory Safety Briefing
Dear Team,

This letter serves as a notification for a mandatory safety briefing that will take place on [Insert
Date] at [Insert Time]. The briefing will be held at [Insert Location].

The purpose of this safety briefing is to ensure that all employees are aware of the necessary
safety protocols and procedures to maintain a safe working environment. Topics that will be
covered include:

Emergency evacuation procedures

Personal protective equipment (PPE) usage

Reporting safety hazards
First aid protocols

Your participation is crucial for your safety and the safety of your coworkers. Please make
arrangements to attend, and do not hesitate to reach out if you have any questions or cannot
attend.

Thank you for your attention to this important matter.

Best regards,

[Your Name]

[Your Position]

[Contact Information]



