
[Your Organization's Letterhead] 

[Date] 

[Recipient's Name]  

[Recipient's Title]  

[Organization/Company Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

Subject: UV Ray Safety Measures 

As part of our commitment to ensuring the safety and well-being of our 

staff, clients, and visitors, we would like to outline the following 

guidelines regarding UV ray exposure. It is essential to adopt protective 

measures to minimize health risks associated with UV radiation. 

1. **Awareness and Education**  

 - Educate employees about the risks associated with UV exposure and the 

importance of sun safety. 

2. **Protective Clothing**  

 - Encourage the use of long-sleeved shirts, wide-brimmed hats, and UV-

protective sunglasses when outdoors. 

3. **Sunscreen Application**  

 - Promote the use of broad-spectrum sunscreen (SPF 30 or higher) applied 

generously on all exposed skin at least 15 minutes before sun exposure. 

4. **Scheduled Breaks**  

 - Implement scheduled breaks in shaded areas during peak UV radiation 

hours (10 AM to 4 PM). 

5. **Monitoring UV Levels**  

 - Stay informed about the daily UV index in our area and adjust outdoor 

activities accordingly. 

6. **Indoor Provisions**  

 - For indoor workspaces with natural light exposure, consider installing 

UV-filtering window films or treatments. 

7. **Health Checks**  

 - Encourage regular skin checks and provide access to dermatological 

screenings for early detection of skin abnormalities. 

We urge all employees and stakeholders to adhere to these guidelines to 

foster a safe working environment. Together, we can effectively mitigate 

the risks posed by UV rays. 

For any questions or further clarification on these measures, please do 

not hesitate to contact [Your Contact Information]. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Organization]  

[Contact Information] 


