Memorandum
To: All employees
[bookmark: _GoBack]Cc: Kelvin Clain
From: James Jason, Facility Manager
Date: May 7, 2019
Subject: Ensuring Safety at Workplace
There is no word that could express our heartfelt condolences to the team members for having lost one of you, Cesar Augusto Valenzuela. He was a hard working worker whom we all respected. The company has come up with a new set of safety policies that will prevent the occurrence of a similar case.  
As of June 1, 2019, the Menzies Aviation USA Inc. will be implementing new policies regarding safety within its facility and its surrounding environs. All employees will be required by the company to follow the net set of safety policies. 
As a leader of the team, I will ensure that all employees are taken through training once again so that we can minimize the risk that is associated with the kind of job being done here. I will also provide written instructions and safe work procedures so that workers can check for themselves if they are unsure of a task or have forgotten part of their training. As a team leader, I will provide the OSHA team with the necessary information and assistance in and around the company to ensure that the whole process gets successful at the end of the day. 
The company, Menzies Aviation USA Inc., will make sure safety is a key part of its business. Safety should not be an after-thought. Safety should be treated with the same importance as customer service and financial planning. The company has requested OSHA organization to assist the company in coming up with the best safety measures that will minimize the occurrence of injury in its premises and the surrounding. The company will ensure that all the relevant information is provided in order to make the process successful.
Thank you for your cooperation.





