

		Lab Safety Letter
____________________________ (Company Name) 
____________________________ (Company Address)
____________________________

_____________________________ (Today’s Date)
[bookmark: _GoBack]
______________________________ (Greeting)

(Introduction: Describe who you are and why you are writing this letter) 
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
(Body: Give facts, ideas or examples to support your purpose----do not list) 
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
(Conclusion: Give a reason why the reader should follow your request or reason for writing this letter)
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

(Last Sentence: Thank the reader for taking the time to read your letter and leave them with a final thought)
___________________________________________________________________________________________________________________________________________________________________

_________________________________ (Closing)

_________________________________ (Signature)
__________________________________ (Print your name) 
___________________________________ (Your title) 



		Kohnke
