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Date

RE: Subject

Dear <<Title>> <<Last Name>> 

The main body text of your one page letter should be on a topic relevant to your job role.

You might choose an aspect of Health and Safety, security or a training programme such as the ITQ.

Include some information in a small table such as a timetable or key security or Health and Safety points. For example:

	Hazard
	Risk
	Solution

	Trailing cables
	Tripping
	Use cable tidy

	VDU
	Eye Strain
	Take regular breaks and use screen filter

	
	
	


Try to have at least two paragraphs and make the language formal.

Yours sincerely,

Your Name

Job Title  

