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INTEROFFICE - MEMO
To:		Head of Union, Toyota Group
From:		(Name), The New Union Representative.
Date:		…
SUBJECT:      REQUEST FOR HEALTH & SAFETY STUDIES, ACCIDENT RECORDS, INSURANCE POLICIES, INSPECTION RECORDS, WORK RULES, AND TRAINING MANUALS.
Championing for the highest level of physical, mental, and social wellbeing of members through the protection of their safety, health, and welfare in the workplace remains our Union key commitment to our members. As you are aware, the life of our members is full of risks and hazards. Every year, we don’t miss a case of employee(s) injury in our company factory and/or offices leading to acute ailments or even permanent handicaps. It is, therefore, important for this company to put in place more or improve existing health and safety measures to protect the safety, health, and welfare of people engaged in work.
[bookmark: _GoBack]In my position as a new union representative, I am committed to bringing to an end these avoidable injuries to employees. With your support, I intend to collaborate with the management of our company to put in place additional health and safety measures aimed at protecting the employees.
To accomplish this role effectively and efficiently, I would like to review how we at Toyota Group handle issues related to the safety, health, and welfare of employees. In my review, I will need your honorable support in providing me with the subject documents, policies, and procedures that reflect our organization’s efforts in championing the promotion and maintenance of our members’ health and safety at work.
Study of the documents, policies, and procedures with give me a chance to identify deficiencies to the health and safety measures already in place and come up with recommendations that I will present to the leadership of Toyota Group. It will take me about two weeks to thoroughly study the documents, thereafter, I intend to hold a meeting with the company’s leadership to discuss my findings, recommendations, and agree on corrective actions.
I wish to sincerely thank your office for continued support and cooperation. In my new position, engagements with your office will be more frequent and I desire to continue enjoying good working relations as it has been in the past. I look forward to hearing from you or receiving these documents by email at (email.address)

(sign)
(name)
The New Union Representative
