A Dirty Business

Floor Maintenance

123 ANYWHERE ST.

Surrey, B.C. H0H 0H0

TEL: 604-555-1234 FAX: 604-555-5678

January 22, 2015
Filthy Flooring

101- 2014 Main St.

Delta, BC H0H 0H0

Dear Sir or Madam:

I am taking this opportunity to remind you that year 2014 is upon us and the MSDS (Material Safety Data Sheet) for the chemicals used in cleaning cannot be older than two years old, as required by law. I am sending a note to Kleenco Inc. (Our chemical provider) to send you two sets. One is to be placed with the chemicals and one in your office.

We already informed our employees about safety standards and they are equipped with earmuffs, safety glasses and gloves. They also know where the eye station and the MSDS’s are. Please help us to make sure that the workers are following these regulations.

We thank you for your business for the past few years, and again thank you for your cooperation.

Sincerely,

Your Name Here
