UNITED STATES MARINE CORPS

Work Center or Division

Marine Corps Logistics Command

814 Radford Blvd., Ste. XXXXX
Albany, Georgia 31704


[image: image1.emf][image: image2.emf] 














                                                          5100

                                                    S11A
DD Oct YY
From:
(Director’s Name)
To:
(ESAMS Program Administrator and Alternate)
Subj:
LETTER OF APPOINTMENT
Ref:
(a) MCO 5100.29B

(b) Policy Statement 6-13

1.  You are hereby appointed as ESAMS Program Administrator and/or Alternate for (Division Name), Marine Corps Logistics Command.  Your area of appointment is for (Building Number(s) and area of Building if more than one tenant/work center resides) Albany, Georgia.
2.  You are directed to attend the prescribed ESAMS training provided by the Marine Corps Logistics Command Safety Manager as deemed pertinent to maintain personnel and support data within ESAMS for 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.  ESAMS administrative duties include the following, but are not limited to:
    a. Maintain personnel updates in ESAMS for our Work Center.
    b. Ensure Work Center organizational changes are reported and made promptly to reflect changes within ESAMS.

    c. Assist supervisors with documentation in ESAMS on routine workplace inspections, weekly safety training, near miss and mishap reporting, and other recordkeeping requirements as needed.  

    d. Assist director in running reports to determine deficiencies within the Work Center’s safety program.

    e. Assist Safety Representative with E-tracker for monitoring logs of fire extinguishers, exit lights, etc. within your Work Center’s reporting area.
    f. Ensure that upon designation as the work center ESAMS administrator, notification of the designation is provided to the MCLC 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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