
[Your Organization's Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: UV Protection Guidelines  

We are pleased to share the following guidelines for effective UV 

protection to ensure safety and well-being in environments exposed to 

sunlight.  

1. **Wear Appropriate Clothing**  

 - Use long-sleeved shirts and long pants made from tightly woven fabric.  

2. **Use Sunscreen**  

 - Apply a broad-spectrum sunscreen with an SPF of 30 or higher, 20 

minutes before going outdoors.  

3. **Seek Shade**  

 - Avoid direct sun exposure, especially between 10 a.m. and 4 p.m.  

4. **Use Protective Accessories**  

 - Wear wide-brimmed hats, UV-blocking sunglasses, and seek out umbrellas 

when appropriate.  

5. **Regular Skin Checks**  

 - Conduct monthly skin self-exams and consult a healthcare provider for 

annual skin checks.  

We encourage you to share these guidelines with your team and promote UV 

safety awareness. For further information or assistance, please contact 

us at [Your Contact Information].  

Thank you for your commitment to protecting yourself and others from 

harmful UV exposure.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Contact Information] 


