
[Your Name]  

[Your Position]  

[Your Organization]  

[Street Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Organization]  

[Street Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: UV Exposure Procedures  

I hope this letter finds you well. I am writing to formally address the 

established procedures regarding UV exposure within our facility.  

As you are aware, effective management of UV exposure is critical for 

ensuring the safety and well-being of all personnel involved in [specific 

activities or processes]. To this end, I would like to outline the 

necessary procedures that must be followed to mitigate associated risks.  

1. **Assessment of UV Sources**: Regular evaluations of all UV emitting 

devices must be conducted to ensure compliance with safety standards.  

2. **Protective Equipment**: It is mandatory for all personnel working 

with UV sources to wear appropriate protective gear, including [list 

protective equipment].  

3. **Training and Education**: All employees involved must undergo 

comprehensive training on the risks of UV exposure as well as safety 

practices.  

4. **Monitoring UV Levels**: Continuous monitoring of UV intensity levels 

in work areas should be performed to ensure they remain within acceptable 

limits.  

5. **Incident Reporting**: Any exposure incidents should be reported 

immediately in accordance with our incident management procedures.  

We appreciate your cooperation and diligence in adhering to these 

protocols to uphold a safe working environment. Should you have any 

questions or require further clarification on these procedures, please do 

not hesitate to contact me.  

Thank you for your attention to this important matter.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Name]  

[Your Position]  

[Your Organization] 


