
Safety Training Summary 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Safety Training Completion Summary 

Dear [Recipient's Name], 

I am pleased to inform you that I have successfully completed the safety training program on 

[Insert Training Topic] conducted on [Insert Training Date]. The training covered essential 

safety protocols and procedures including: 

• Introduction to Workplace Safety 

• Emergency Response Procedures 

• Personal Protective Equipment (PPE) Usage 

• Hazard Identification and Risk Assessment 

• Fire Safety and Evacuation Plans 

Attached to this letter is my certificate of completion for your records. I am committed to 

applying the knowledge gained in this training to ensure a safer work environment for all. 

Thank you for your support and guidance throughout this process. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


