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(Insert name and address of sender/event organiser)


(Insert date letter being sent)

(Venue Name)
(Venue Address)



Dear (Contact Name at venue if known)

CIWM Event due to be held at your premises on (insert Date) 

Thank you for agreement to CIWM (enter name of CIWM Centre) hosting an event at your premises.  Your help and assistance with the arrangements is very much appreciated.

In order for us to go ahead with the event I am required by CIWM to ensure that your company has the following Health & Safety policies in place.  You will appreciate that we need to have your written assurances with regards to these Health & Safety policies to comply with our duty towards the attendees at events we organise on behalf of CIWM.

Please sign the declaration below and return to me as soon as possible.  If it is easier and you have the facility to scan the signed form and email it to me that will be satisfactory.  Alternatively you may post the signed form to me at the address above.

Many thanks again for your help with these arrangements.  The name of the CIWM contact on the day of the event will be (enter name).

Yours sincerely

(Insert name and signature)


I confirm that __________________________________________________(name of venue/company) have the following up to date documents in place:-

1. Management of Health and Safety matters complying with the requirements of current Health & Safety legislation.
1. A written Health and Safety policy.
1. Public Liability Insurance to the appropriate level of cover.
1. Relevant risk assessments.

I also confirm that attendees will be given a briefing on the day of the event with regards to evacuation procedures or matters of concern for their Health & Safety.  The name of the contact on the day for any matters regarding Health & Safety will be____________________________________(please enter name of person)

Signed_____________________________________________Date________________________


Full Name______________________________________________


Position held in Company________________________________
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