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Notice Details 

Notice Title*: ________________________________________________________ 

Reference Number*: ________________________________________________________ 

Date Issued*: ________________________________________________________ 

Method of Distribution*: ___________________________ > Options: Email, Noticeboard, Toolbox Talk, 

Meeting, Other 

Specify Other Method*: (Fill only if applicable) 

________________________________________________________ 

Issued By*: ________________________________________________________ 

Recipient Log 

Recipients: 

Recipient Name Department/Company Acknowledged Date Acknowledged 

                                            

                                            

                                            

Confirmation 

Issuer Signature*:  ________________________________________________________ (Sign above) 
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