	Your Company Name
Address · City, State ZIP
Phone · Email · License no.
	Toolbox Talk
Talk no. ________  ·  Date ____________



	TOPIC

	PROJECT




	PRESENTED BY

	START – END TIME

	LOCATION

	ATTENDEES



KEY POINTS
Three to five things the crew must remember — say them, then write them.
	





	HAZARDS DISCUSSED


	QUESTIONS / CONCERNS RAISED




CORRECTIVE ACTIONS / FOLLOW-UPS
Action · owner · when.
	



ATTENDEE SIGN-IN	everyone who attended signs; the presenter signs below
	#
	NAME (PRINT)
	COMPANY / TRADE
	SIGNATURE

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
	
	
	

	11
	
	
	

	12
	
	
	

	13
	
	
	

	14
	
	
	


	PRESENTER SIGNATURE

	DATE

	REVIEWED BY (SUPERVISOR / SAFETY)

	DATE



General-purpose form, not legal or safety-engineering advice. A toolbox talk records training and communication; it does not replace the task-specific hazard analysis (JSA), the written safety program or the training your jurisdiction and contract require. File it with the daily report for the day.
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