
Subject: Planned Safety Evaluation 

Communication 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Department: [Your Department] 

Dear [Recipient's Name], 

This letter is to inform you of the upcoming safety evaluation scheduled for [insert date]. The 

purpose of this evaluation is to ensure compliance with safety regulations and to identify any 

potential hazards within our operations. 

Please find the details of the planned evaluation below: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location] 

• Participants: [List Participants] 

We encourage your participation and feedback during this process, as your insights are crucial 

for enhancing our safety measures. 

If you have any questions or require further information, please do not hesitate to contact me 

directly. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


