
[Your Company/Organization Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position/Title]  

[Recipient Company/Organization Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: UV Light Safety Procedures  

We are committed to ensuring a safe working environment for all 

employees, particularly regarding the use of UV light equipment. This 

letter outlines our safety procedures regarding UV light exposure.  

1. **Personal Protective Equipment (PPE)**:  

 - All employees must wear UV-blocking goggles and appropriate protective 

clothing when working with UV light sources.  

 - Gloves should be worn to protect skin from exposure. 

2. **Work Area Demarcation**:  

 - Areas where UV light is in use must be clearly marked with warning 

signs.  

 - Access to these areas should be restricted to authorized personnel 

only. 

3. **Monitoring Exposure Levels**:  

 - Regular monitoring of UV light exposure levels will be conducted.  

 - Employees must report any malfunctioning equipment immediately. 

4. **Training**:  

 - All personnel will receive training on UV safety procedures before 

operating UV equipment.  

 - Refresher training will be conducted annually. 

5. **Emergency Procedures**:  

 - In case of accidental exposure, employees should seek immediate 

medical attention.  

 - An incident report must be filed within 24 hours. 

We appreciate your cooperation in adhering to these procedures to ensure 

a safe environment. Should you have any questions or require further 

clarification, please do not hesitate to contact us. 

Thank you for your attention to this important matter. 

Sincerely,  

[Your Name]  

[Your Position/Title]  

[Your Company/Organization Name] 


