LOGO

(Insert Business Address)

20 August 2016

Dear Sir/Madam

………………….has a strong commitment to Work Health and Safely and is currently updating it’s records.

Please could you provide the following documentation within 14 days

· Current ABN

· Certificate of Currency for Public Liability Insurance

· Certificate of Currency for Worker Compensation Insurance

· Safe Work Method Statements/Job Safety Analysis with regards to the work activity you are providing at our workplace

· Specific Safe Operational Procedure as outline

· Permits

If you have any queries in relation to this matter, please do not hesitate to contact us.

Kindest Regards

………………….

The Manager

