safety bulletin template

safety bulletin template is an essential tool for organizations aiming to communicate safety
information effectively and consistently. A well-designed safety bulletin template helps streamline
the process of sharing critical safety updates, alerts, and instructions across various departments or
teams. It ensures that key safety messages are clear, concise, and accessible to all employees,
reducing the risk of accidents and promoting a safer workplace. This article explores the importance
of using a safety bulletin template, key components to include, and best practices for designing and
distributing these bulletins. Additionally, it covers how to customize templates for different
industries and compliance requirements. By understanding these aspects, organizations can
enhance their safety communication strategy and foster a culture of awareness and prevention.
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Importance of a Safety Bulletin Template

A safety bulletin template serves as a standardized framework for communicating important safety
information within an organization. By using a consistent format, companies ensure that safety
messages are delivered clearly and efficiently, minimizing misunderstandings and omissions. This
consistency is particularly critical in environments where safety protocols must be rigorously
followed to prevent incidents and injuries.

Moreover, a safety bulletin template facilitates timely dissemination of updates, including new
hazard alerts, procedural changes, or incident reports. It also supports compliance with occupational
safety regulations by documenting safety communications systematically. Ultimately, the use of a
template enhances organizational safety culture by fostering regular awareness and proactive risk
management.

Enhancing Communication Clarity

Clear communication is vital in safety management. A safety bulletin template provides a structured
layout that highlights key information such as hazard descriptions, safety tips, and corrective
actions. This reduces ambiguity and ensures employees understand the message quickly and
accurately, which is crucial during emergency situations.



Supporting Regulatory Compliance

Many regulatory bodies require documented evidence of safety communications. A standardized
template helps maintain records of all safety bulletins issued, which can be useful during audits and
inspections. This documentation demonstrates the organization’s commitment to safety and
adherence to legal requirements.

Key Components of an Effective Safety Bulletin
Template

An effective safety bulletin template contains several critical elements that ensure the
communication is comprehensive and actionable. Each component plays a role in delivering the
safety message effectively to the intended audience.

Headline or Title

The headline clearly states the subject of the bulletin, capturing attention immediately. It should be
concise yet descriptive, such as “Chemical Spill Response Procedures” or “Preventing Slips and
Falls.”

Date and Reference Number

Including the date and a unique reference number helps track bulletins and establishes a
chronological record for future reference. This is important for version control and historical
analysis.

Summary or Introduction

A brief summary outlines the purpose of the bulletin and the safety issue being addressed. This
section sets the context and encourages readers to review the details carefully.

Detailed Safety Information

This section provides all necessary information about the hazard, risk factors, and recommended
safety measures. It may include step-by-step instructions, diagrams, or examples to clarify
procedures.

Actions Required

Clearly listing the actions employees or supervisors need to take ensures accountability and
promotes compliance with safety protocols. This may include reporting procedures, protective
equipment usage, or emergency contacts.



Contact Information

Providing contact details for safety officers or supervisors allows employees to seek clarification or
report concerns related to the bulletin's content.

Approval and Distribution Details

Indicating who approved the bulletin and how it was distributed ensures that the communication
process is transparent and controlled.

Designing a Safety Bulletin Template

Design plays a crucial role in the effectiveness of a safety bulletin template. A visually clear and
organized layout enhances readability and engagement, ensuring the message is not overlooked.

Use of Clear Headings and Subheadings

Organizing content with descriptive headings and subheadings helps readers quickly find and
understand different sections of the bulletin. This structure supports efficient information retrieval,
especially in urgent situations.

Incorporation of Bullet Points and Lists

Bullet points and numbered lists break down complex information into manageable parts. For
example, listing safety steps or required actions makes the content easier to follow and remember.

Readable Fonts and Appropriate Colors

Choosing legible fonts and using color schemes that highlight critical information without causing
distraction improves comprehension. Colors can also be used to signify the severity of a safety issue,
such as red for urgent hazards.

Space for Visual Aids

Including space for diagrams, icons, or warning symbols can enhance understanding by providing
visual context. Visual aids are particularly helpful for explaining procedures or identifying hazards.

Customization for Industry-Specific Needs

Different industries have unique safety challenges and regulatory requirements. Customizing a
safety bulletin template to address these specific needs increases its relevance and effectiveness.



Manufacturing and Industrial Settings

Bulletins in manufacturing environments should emphasize machinery safety, lockout/tagout
procedures, and chemical handling. Including industry-specific terminology and compliance
references ensures clarity for the workforce.

Construction Industry

Construction safety bulletins often focus on fall protection, equipment operation, and site hazard
awareness. Templates may incorporate checklists and inspection reminders tailored to construction
site conditions.

Healthcare Sector

Healthcare safety bulletins address infection control, patient handling, and emergency response
protocols. Custom templates should consider privacy concerns and regulatory standards such as
OSHA and HIPAA.

Office and Administrative Environments

In office settings, safety bulletins can cover ergonomics, fire evacuation plans, and workplace
violence prevention. Templates should be user-friendly and suitable for digital distribution.

Best Practices for Distribution and Usage

Effective distribution and consistent usage of safety bulletin templates ensure that safety messages
reach all relevant personnel promptly and are integrated into daily operations.

Regular Scheduling

Establishing a regular schedule for issuing safety bulletins helps maintain a continuous flow of
safety information. This can be weekly, monthly, or as needed based on incident reports and
emerging hazards.

Multi-Channel Distribution

Utilizing multiple channels such as email, intranet postings, physical bulletin boards, and team
meetings increases the likelihood that all employees will receive and review the safety information.



Encouraging Feedback and Interaction

Allowing employees to provide feedback on the bulletins or ask questions promotes engagement and
continuous improvement in safety communication.

Training and Reinforcement

Integrating safety bulletin content into training sessions and toolbox talks reinforces learning and
encourages practical application of safety protocols.

Archiving for Reference

Maintaining an organized archive of past safety bulletins facilitates easy access for review, audit
preparation, and continuous safety improvement initiatives.

e Use a clear and consistent format

e Include all critical safety information

e Customize for specific industry needs

e Distribute through multiple channels

e Encourage employee interaction and feedback
e Incorporate into training programs

¢ Archive bulletins for future reference

Frequently Asked Questions

What is a safety bulletin template?

A safety bulletin template is a pre-designed document format used to communicate important safety
information, updates, or alerts within an organization or to the public.

Why should organizations use a safety bulletin template?

Using a safety bulletin template ensures consistency, clarity, and professionalism in safety
communications, making it easier to disseminate critical safety information effectively.



What key elements should be included in a safety bulletin
template?

A safety bulletin template should include a clear title, date, safety topic, detailed information or
instructions, relevant images or icons, contact information, and sometimes a section for
acknowledgments or feedback.

Can a safety bulletin template be customized for different
industries?

Yes, safety bulletin templates can and should be customized to address specific hazards, regulations,
and safety concerns relevant to different industries such as construction, manufacturing, healthcare,
or office environments.

How can digital safety bulletin templates improve workplace
communication?

Digital safety bulletin templates allow for quick updates, easy distribution via email or intranet,
incorporation of multimedia elements, and tracking of who has read the bulletin, enhancing overall
communication efficiency.

Are there free safety bulletin templates available online?

Yes, many websites offer free downloadable safety bulletin templates in formats like Word, PDF, or
PowerPoint that organizations can adapt to their needs.

What software is commonly used to create safety bulletin
templates?

Common software used to create safety bulletin templates includes Microsoft Word, Microsoft
PowerPoint, Adobe InDesign, and Canva, which provide various tools for formatting and design.

How often should safety bulletins be distributed using a
template?

The frequency of safety bulletin distribution depends on the organization's needs and industry, but
typically they are issued monthly, quarterly, or whenever there is a significant safety update or
incident to report.

Additional Resources

1. Effective Safety Bulletin Templates: A Practical Guide

This book provides a comprehensive approach to creating safety bulletin templates that are clear,
concise, and effective. It covers the essential elements that should be included to communicate
hazards and safety procedures efficiently. Readers will find sample templates and tips for
customizing bulletins to fit various workplace environments.



2. Designing Safety Bulletins for Maximum Impact

Focused on the design aspect, this book explores how visual elements, layout, and language
influence the effectiveness of safety bulletins. It offers guidance on selecting fonts, colors, and
graphics that enhance readability and retention. The author also discusses best practices for
distributing bulletins to ensure they reach the intended audience.

3. Workplace Safety Communication: Templates and Strategies

This resource delves into the broader topic of safety communication, with a special emphasis on
bulletin templates. It outlines strategies for engaging employees and fostering a culture of safety
through regular, well-structured updates. The book includes multiple template examples tailored to
different industries and risk levels.

4. Safety Bulletin Templates for Industrial Environments

Targeted at industrial settings, this book provides specialized templates that address common
hazards and regulatory requirements. It explains how to customize bulletins for machinery safety,
chemical handling, and emergency procedures. Practical advice on compliance and documentation is
also included to support workplace safety programs.

5. Creating Clear and Concise Safety Bulletins

This guide focuses on the art of writing safety bulletins that are straightforward and easy to
understand. It offers techniques for simplifying complex safety information without losing important
details. The book also highlights the importance of consistency in messaging and language to avoid
confusion.

6. Digital Safety Bulletin Templates: Tools and Techniques

As workplaces become more digital, this book addresses the creation and distribution of safety
bulletins in electronic formats. It reviews software tools and platforms that facilitate template design
and sharing. Additionally, it covers best practices for tracking engagement and feedback from
employees.

7. Emergency Safety Bulletin Templates: Preparing for the Unexpected

This book specializes in templates designed for emergency situations such as fires, natural disasters,
and chemical spills. It emphasizes quick dissemination of critical information and clear instructions
for immediate action. The templates are crafted to reduce panic and improve response times during
crises.

8. Legal Considerations in Safety Bulletin Template Development

Exploring the legal aspects, this book guides safety professionals on creating bulletins that meet
regulatory standards and reduce liability. It discusses documentation requirements and how to
address compliance issues through effective communication. The book also reviews case studies
where poor safety bulletins led to legal challenges.

9. Innovative Approaches to Safety Bulletin Templates

This title introduces new trends and technologies shaping the future of safety bulletins, including
interactive and multimedia templates. It encourages creative thinking to engage a diverse workforce
and enhance retention of safety information. Readers will find inspiration and practical advice for
modernizing their safety communication tools.
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# Safety Bulletin Template: Stop Accidents Before They Happen

Are you tired of ineffective safety communication leaving your workforce vulnerable to accidents?
Do inconsistent messaging and confusing formats make it difficult to ensure everyone understands
crucial safety protocols? Is your current system failing to effectively track and address safety
concerns, potentially leading to costly incidents and legal ramifications? You're not alone. Many
organizations struggle to create and implement a robust safety communication strategy. This ebook
provides the solution.

Safety Bulletin Template: A Comprehensive Guide to Effective Workplace Safety Communication

This ebook, Safety First: Crafting Effective Safety Bulletins, provides a practical, step-by-step
approach to creating compelling and effective safety bulletins that minimize workplace accidents,
boost employee morale, and ensure regulatory compliance.

Contents:
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Chapter 4: Choosing the Right Visual Aids and Formatting

Chapter 5: Distribution Strategies for Maximum Reach and Engagement
Chapter 6: Tracking Effectiveness and Making Improvements

Chapter 7: Legal Considerations and Best Practices

Conclusion: Maintaining a Culture of Safety

Safety First: Crafting Effective Safety Bulletins

Introduction: Understanding the Importance of Safety Bulletins

Safety bulletins are a critical component of any effective workplace safety program. They serve as a

direct line of communication between management and employees, conveying important information
about hazards, procedures, and best practices. A well-crafted bulletin can prevent accidents, reduce
injuries, and foster a culture of safety. However, poorly designed bulletins can be ineffective, even
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counterproductive, leading to confusion and ultimately, increased risk. This ebook will guide you
through the process of creating safety bulletins that are clear, concise, engaging, and effective.

Chapter 1: Defining Your Target Audience and Key Safety Messages

Before you even begin writing, you must identify your target audience. Are you addressing all
employees, or a specific department or team? Understanding your audience's knowledge level,
language proficiency, and cultural background is crucial. Tailor your message to their specific needs
and understanding. Next, clearly define your key safety message. What specific hazard are you
addressing? What actions do you want employees to take? Keep your message focused and avoid
overwhelming the reader with too much information. Use strong action verbs and direct language.

Chapter 2: Structuring Your Safety Bulletin for Maximum Impact

A well-structured bulletin is easy to read and understand. Use headings, subheadings, bullet points,
and numbered lists to break up text and highlight important information. Start with a concise and
attention-grabbing headline that immediately communicates the bulletin's purpose. Follow with a
brief introduction summarizing the key message. Then, present your information logically, moving
from general concepts to specific details. Conclude with a clear call to action, specifying what steps
employees should take.

Chapter 3: Writing Clear, Concise, and Engaging Safety Content

Clarity is paramount. Use simple, straightforward language, avoiding jargon and technical terms
that your audience may not understand. Keep sentences short and to the point. Use active voice
rather than passive voice to make your writing more direct and engaging. Employ storytelling
techniques to make your message more memorable and relatable. Include real-life examples or case
studies to illustrate the importance of safety procedures. Remember, your goal is to connect with
your audience on an emotional level, encouraging them to take safety seriously.

Chapter 4: Choosing the Right Visual Aids and Formatting

Visual aids can significantly improve the effectiveness of your safety bulletins. Use images,
diagrams, and infographics to illustrate key points and make your message more engaging. Choose
visuals that are clear, high-quality, and relevant to your message. Avoid using too many visuals, as
this can be distracting. Formatting is equally important. Use a consistent font, font size, and spacing
throughout the bulletin. Ensure sufficient white space to prevent the text from appearing crowded.
Consider using color to highlight important information. Choose a format (print, digital, video) that
is appropriate for your audience and the nature of the message.

Chapter 5: Distribution Strategies for Maximum Reach and Engagement

How you distribute your safety bulletin is just as important as its content. Consider multiple
channels to reach your entire workforce. This might include posting the bulletin in high-traffic areas,
distributing it via email, incorporating it into employee training programs, or sharing it through
internal communication platforms. For digital bulletins, ensure they are accessible on various
devices. Consider using interactive elements, like quizzes or polls, to increase engagement. Track
the distribution to ensure your message reaches everyone.



Chapter 6: Tracking Effectiveness and Making Improvements

Measure the effectiveness of your safety bulletins to determine if they are achieving their intended
purpose. Track accident rates before and after the bulletin's distribution. Gather employee feedback
through surveys or focus groups to identify areas for improvement. Analyze the data to determine if
your message is resonating with your audience and if any adjustments are needed. Regularly review
and update your bulletins to reflect changes in workplace conditions, regulations, or best practices.

Chapter 7: Legal Considerations and Best Practices

Ensure your safety bulletins comply with all relevant legal and regulatory requirements. Consult
with legal counsel to confirm your bulletins meet all applicable standards. Keep records of all safety
bulletins distributed, including dates, recipients, and any feedback received. Stay abreast of changes
in legislation and industry best practices to ensure your bulletins remain current and effective.
Maintain a system for tracking and addressing employee concerns and suggestions.

Conclusion: Maintaining a Culture of Safety

Creating effective safety bulletins is an ongoing process. By following the guidelines outlined in this
ebook, you can significantly improve your workplace safety communication and foster a culture of
safety within your organization. Remember that effective safety communication is a continuous
effort that requires regular review, adaptation, and commitment from management and employees
alike. Consistent effort and continuous improvement will create a safer and more productive
workplace for everyone.

FAQs:

1. What is the best format for a safety bulletin? The optimal format depends on your audience and
message. Consider print, digital, video, or a combination.

2. How often should I issue safety bulletins? The frequency depends on your workplace needs, but
regularly scheduled bulletins ensure consistency.

3. How can I ensure my bulletins are understood by non-native English speakers? Use simple
language, visuals, and translation services if needed.

4. What should I do if an employee doesn't comply with a safety bulletin's instructions? Address non-
compliance through established disciplinary procedures.

5. How can I make my safety bulletins more engaging? Use storytelling, visuals, and real-life
examples.

6. How do I measure the effectiveness of my safety bulletins? Track accident rates, gather employee
feedback, and analyze data.

7. What legal requirements must my safety bulletins meet? Consult with legal counsel to ensure
compliance with relevant laws and regulations.



8. What if my employees don't read the safety bulletins? Use multiple distribution channels and
engage employees through interactive elements.

9. How can I keep my safety bulletins up-to-date? Regularly review and update them based on
changes in workplace conditions, regulations, and best practices.

Related Articles:

1. Developing a Comprehensive Workplace Safety Program: This article discusses creating a holistic
approach to safety, of which safety bulletins are a part.

2. Effective Hazard Communication in the Workplace: This article covers various methods of hazard
communication, including safety bulletins.

3. Incident Reporting and Investigation Procedures: This article explains how safety bulletins can be
used to communicate incident reports and their findings.

4. The Role of Training in Workplace Safety: This article shows how safety bulletins complement
training programs.

5. Creating a Culture of Safety: This article explains how effective safety communication, including
bulletins, contributes to a positive safety culture.

6. Compliance with OSHA Regulations: This article explains how safety bulletins help meet OSHA
and other regulatory requirements.

7. Best Practices for Emergency Preparedness: This article highlights how safety bulletins prepare
employees for emergencies.

8. Employee Engagement and Safety: This article shows how to use safety bulletins to encourage
active participation in safety initiatives.

9. Using Technology to Improve Workplace Safety: This article explains how technology can assist in
creating, distributing, and tracking safety bulletins.
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safety bulletin template: Critical Lapses in Federal Aviation Administration Safety
Oversight of Airlines United States. Congress. House. Committee on Transportation and
Infrastructure, 2008

safety bulletin template: Technical Abstract Bulletin Defense Documentation Center (U.S.),
1963

safety bulletin template: Critical Lapses in Federal Aviation Administrationés Safety Oversight
of Airlines: Abuses of Regulatory ¢Partnershipé Programsé James Oberstar, 2009-12 Hearing to
review the results of an oversight investigation. Two FAA Aviation Safety Inspectors have provided
evidence raising serious questions of conduct violating the Fed. Aviation Regés. (FARs) in the
inspection and maint. program of Southwest Airlines (SWA). FAA employees have engaged in
conduct, ¢which constitutes a violation of Fed. law, rule or regén., gross mismgt., an abuse of
authority and a substantial damage to public safety.¢ The Maint. Inspector for SWA knowingly
allowed the airline to operate in March 2007 (and possibly beyond), and well after the inspection
deadlines on a mandatory FAA Airworthiness Directive. There may be a pattern of regulatory abuse
and that these regulatory lapses may be more widespread. Illustrations.
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safety bulletin template: Agency Administrator's Guide to Critical Incident
Management National Wildfire Group, 2013-10 The Agency Administrator's Guide to Critical
Incident Management is designed to assist Agency Administrators in dealing with critical incidents.
A critical incident may be defined as a fatality or other event that can have serious long-term
adverse effects on the agency, its employees and their families or the community. Although fire
incidents inspired this document, it also has application to other types of incidents. The Agency
Administrator is the highest-ranking agency line officer with direct responsibility for the personnel
involved in the incident (for example, BLM District Manager, Park Superintendent, Forest
Supervisor, Refuge Manager, BIA Agency Superintendent or State land manager). Through effective,
efficient, and timely leadership, Agency Administrators are responsible for the overall management
of critical incidents within their jurisdiction. This document includes a series of checklists to guide
an Agency Administrator through those difficult and chaotic days that follow a death, serious injury,
or other critical or highly visible event. The time to use it is now! This document needs to be
reviewed and updated at least annually. The availability of Critical Incident Stress Management
(CISM) teams and related resources varies constantly - it is imperative that local units pre-identify in
this plan the CISM resources that can support local unit needs. This guide was designed as a
working tool to assist Agency Administrators with the chronological steps in managing the incident.
It also provides a detailed overview of Agency Administrators' responsibilities before a critical
incident occurs, during the actual management of the incident, and after the incident activity has
taken place. It is not intended to take the place of local emergency plans or other detailed guidance.
It should be used in conjunction with other references as well as the attached appendixes. This guide
can also be used as a worksheet (both in preparation for and in management of a critical incident) by
Agency Administrators and others with oversight responsibilities during a critical incident.

safety bulletin template: Interagency Helicopter Operations Guide The National Wildfir
Coordinating Group, 2019-01-25 The National Wildfire Coordinating Group provides national
leadership to enable interoperable wildland fire operations among federal, state, local, tribal, and
territorial partners. Primary objectives include: Establish national interagency wildland fire
operations standards. Recognize that the decision to adopt standards is made independently by the
NWCG members and communicated through their respective directives systems; Establish wildland
fire position standards, qualifications requirements, and performance support capabilities (e.g.
training courses, job aids) that enable implementation of NWCG standards; Support the National
Cohesive Wildland Fire Management Strategy goals: to restore and maintain resilient landscapes;
create fire adapted communities; and respond to wildfires safely and effectively; Establish
information technology (IT) capability requirements for wildland fire; and Ensure that all NWCG
activities contribute to safe, effective, and coordinated national interagency wildland fire operations.
The objectives of the Interagency Helicopter Operations Guide (IHOG) are to: Promote safe,
cost-efficient and effective aviation services in support of agency and interagency goals and
objectives; Define and standardize national, interagency helicopter management and operational
procedures for helicopter users from participating agencies; Through standardization, facilitate the
ability of personnel from different agencies to work cooperatively on incidents or projects; and
Provide a framework within which areas, regions, states, and local units can provide supplemental,
site-specific guidance. The procedures contained in this guide apply to helicopter operations
conducted by providers and users of helicopters from participating agencies. This guide addresses
both incident and resource helicopter operations.

safety bulletin template: Wildland Fire Incident Management Field Guide NWCG, 2014-06-06
The Wildland Fire Incident Management Field Guide is a revision of what used to be called the
Fireline Handbook, PMS 410-1. This guide has been renamed because, over time, the original
purpose of the Fireline Handbook had been replaced by the Incident Response Pocket Guide, PMS
461. As a result, this new guide is aimed at a different audience, and it was felt a new name was in
order.

safety bulletin template: Cal/OSHA Pocket Guide for the Construction Industry , 2015-01-05



The Cal/OSHA Pocket Guide for the Construction Industry is a handy guide for workers, employers,
supervisors, and safety personnel. This latest 2011 edition is a quick field reference that summarizes
selected safety standards from the California Code of Regulations. The major subject headings are
alphabetized and cross-referenced within the text, and it has a detailed index. Spiral bound, 8.5 x 5.5
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safety bulletin template: Reducing medical errors United States. Congress. House.
Committee on Energy and Commerce. Subcommittee on Health, 2002

safety bulletin template: The Bulletin New York (State). Industrial Commission, 1917

safety bulletin template: Health and Safety Code Handbook United States. Forest Service,
1979

safety bulletin template: Education and Training Information Exchange Bulletin National
Highway Institute (U.S.), 1979

safety bulletin template: Emergency Response Guidebook U.S. Department of Transportation,
2013-06-03 Does the identification number 60 indicate a toxic substance or a flammable solid, in the
molten state at an elevated temperature? Does the identification number 1035 indicate ethane or
butane? What is the difference between natural gas transmission pipelines and natural gas
distribution pipelines? If you came upon an overturned truck on the highway that was leaking, would
you be able to identify if it was hazardous and know what steps to take? Questions like these and
more are answered in the Emergency Response Guidebook. Learn how to identify symbols for and
vehicles carrying toxic, flammable, explosive, radioactive, or otherwise harmful substances and how
to respond once an incident involving those substances has been identified. Always be prepared in
situations that are unfamiliar and dangerous and know how to rectify them. Keeping this guide
around at all times will ensure that, if you were to come upon a transportation situation involving
hazardous substances or dangerous goods, you will be able to help keep others and yourself out of
danger. With color-coded pages for quick and easy reference, this is the official manual used by first
responders in the United States and Canada for transportation incidents involving dangerous goods
or hazardous materials.
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safety bulletin template: Economic Geology and the Bulletin of the Society of Economic
Geologists , 2008




safety bulletin template: Chemical Industries , 1947 Some vols. include Buyers' guide.
safety bulletin template: The Canadian Mining and Metallurgical Bulletin , 1928
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