
Letter Template for Eye Safety Guidelines 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Guidelines for Maintaining Optimal Eye Safety 

 

Dear [Recipient Name], 

As part of our commitment to ensuring a safe and healthy work environment, I would like to 

provide you with essential guidelines for maintaining optimal eye safety. Please review the 

following recommendations: 

• Always wear appropriate safety eyewear when working in hazardous conditions. 

• Ensure workstations are ergonomically designed to reduce eye strain. 

• Take regular breaks using the 20-20-20 rule: every 20 minutes, look at something 20 feet 

away for 20 seconds. 

• Regularly clean screens and equipment to minimize glare and reflections. 

• Incorporate adequate lighting in work areas to reduce eye fatigue. 

By following these guidelines, we can promote a safer work environment and protect our vision. 

If you have any questions or require further clarification, please do not hesitate to reach out. 

Thank you for your attention to this important matter. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


