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20 February 2019 
Dear all staff,
There have been 5 accidents in the last year, resulting from use of faulty soldering equipment
Accidents have resulted in minor injuries to three staff members
As a result, all soldering tasks have been suspended
New soldering equipment has been ordered
Extensive training on how to safely use the equipment will be given before soldering tasks resume.
The management would like to thank staff for their patience and apologise for the delay on projects.





Management Office 




Dear all staff, 
	Workers are required to attend a group tutorial that will occur on the 18th of December 2018 at 15.00 pm. The tutorial will demonstrate all workers to use new soldering equipment safely. The tutorial will be followed by two weeks of close supervision in order to ensure soldering equipment is being used safely. 



Than you, 
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