Sample Appointing Memo for Generic Minor Investigations

To: 

Investigator 

From:

(name)

Subject:
Investigation of the  (Fire/Vehicle/Windstorm/Occurrence) at 

________________________ on ___________________________

You are hereby appointed to investigate the routine minor incidents/accidents within our Department/Division. 

You are hereby authorized to take those reasonable actions necessary to perform and complete this investigation in a timely manner.  Incident/Accident investigations shall be started within 48 hours (after collection of the initial facts) of notification being received by you.   A report will be submitted to my office within 30 days.

In addition to the personnel, equipment, and procedures directly related to the accident scene, the scope of the report shall include evaluations of all management systems leading up to the accident and management system mitigating the consequences of the accident. The investigation is to be conducted following the BNL Subject Area on Investigation of Incidents, Accidents, and Injuries, and the DOE guidelines for accident investigation.
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