Sample Appointing Memo for Committee 

To: 

Committee Members 

From:

(name)

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

_______________________________on _____________________________

You are hereby appointed to investigate the subject occurrence.  The committee chairperson will be (name)_____________________________________. 

You are hereby authorized to take the reasonable actions necessary to conduct and complete this investigation in a timely manner.  A draft report is due by (date)_________________________.  The final report is due (date)_________________________.  Periodic briefings are expected to report on corrective actions that need immediate attention, development of findings, and resources required to provide a quality report in the time specified. 

In addition to the personnel, equipment, and procedures directly related to the incident/accident scene, the scope of the report shall include evaluations of all management systems leading up to the incident/accident, and management systems mitigating the consequences of the incident/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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