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LETTER TO CONTRACTOR

[Site address]

[Date]

Contractor/Preferred Supplier, Name and Address

Occupational Health and Safety Requirements

It is a requirement of the BBC Safety Management System to ensure all services supplied to our organisation by contractors and suppliers meet both internal and external health, safety and environmental standards.

In order to assist us placing you on our list of approved/preferred contractors and suppliers, would you kindly forward copies of the following documentation in relation to your organisation where available or applicable:

· Certificate of Business registration

· Current Public Liability Insurance

· Current Workers Compensation Insurance

· Government License or permit where required, e.g. electrical/plumbing work etc.

· Safety Management System (or outline safe work practices, procedures and responsibilities relevant to the associated hazards of the goods or services your organisation may provide to [insert site name]. 

Please contact the writer if you have any queries regarding the above requirements.

Thank you for your assistance and co-operation.

Yours faithfully,

Branch/Site Manager
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