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DD Mon YY
From:
(Director’s Name)
To:
(Safety Representative’s/Fire Warden’s Name or alternate)
Subj:
LETTER OF APPOINTMENT
Ref:
(a) NAVMC 5100.8

(b) MARCORLOGCOMO 5100.8A

(c) MARCORLOGCOM HQ LPS 15-16

(d) MCLABO 11320.2F
1.  You are hereby appointed as the Primary/Alternate Safety Representative 
and/or Fire Warden for (Division Name), MARCORLOGCOM HQ.  Your area of appointment is for (Building Number(s) and area of building if more than one tenant/work center resides) MCLB, Albany, Georgia.
2.  You are directed to attend the prescribed safety training provided by the MARCORLOGCOM HQ Safety Manager as deemed pertinent to support compliance of the Marine Corps Orders for Occupational Health and Safety Programs.  

3.  You will be guided and directed in the execution of your duties by the provisions listed in references (a) through (d), the MARCORLOGCOM HQ Safety Office, and the duties below.  Safety representative duties include, but not limited to, the following:
    a. Serve as the Safety Representative and/or Fire Warden within the workplace.
    b. Contact base fire prevention, IAW reference (d), to receive fire warden training, and complete ESAMS Fire Warden Training (2991) upon being assigned as fire warden.

    c. Ensure routine workplace inspections are conducted and documented IAW references (b) and (d).
    d. Report discrepancies to the director so appropriate corrective action can be initiated.  Follow up on discrepancies on next inspection to ensure finding was corrected.  Contact the workplace supervisor if a timeline for a deficiency correction is not met.

    e. Identify to the workplace supervisor any suspected safety, fire and/or health deficiencies.  Brief all deficiencies identified during formal or informal inspections to workplace personnel.
    f. Provide and/or assist with safety briefs to all workplace personnel to include information/training received during monthly safety representative meetings, and document safety briefs within ESAMS. 
    g. Assist supervisor in conducting timely mishap investigations for your work center and document the same utilizing ESAMS reporting system.
    h. Ensure that upon designation as the workplace safety representative, notification of the designation is provided to the MARCORLOGCOM Safety Office. 

4.  This appointment is revoked upon your transfer or reassignment.







    (Director’s Name, Signature above)

Copy to:
MARCORLOGCOM Safety Office (S11A)
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