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AUTOMOBILE ACCIDENTS MEMORANDUM

SAMPLE

REPLY TO

ATTENTION OF

CEXXX-XX-SO (385-40)                                     


Date: 

MEMORANDUM FOR RECOVERY TEAM MEMBERS

SUBJECT:  Automobile Accidents

1.  I am very pleased with the dedication and professionalism I have witnessed over the past month in our efforts to help restore life in south Florida to “normal”.  But, I am also extremely concerned with the amount and types of automobile accidents our team members are continuing to have.  To date, there have been seventeen team member automobile accidents.  Fortunately, no one has been seriously injured.

2.  Not only is our work schedule not “work as usual”, but driving to perform that work is not “driving as usual”.  Everyone must constantly practice defensive driving.

3.  I have directed the Safety and Occupational Health Manager to implement additional controls to improve the safety of our drivers.  Anyone involved in an automobile accident should notify their supervisor as soon as possible.  The supervisor should ensure that ENG FORM 3394 (Accident Investigation Report) is properly completed and forwarded to the ERRO Safety and Occupational Health Manager within 24 hours after the accident.  The primary purpose of this report is to identify corrective measures which can be taken to reduce the risk of future accidents.  It will also be used however, to identify team members whose driving care is inadequate and who should be returned to their duty station.

4.  We are all here to help relieve the suffering.  It would be tragic if one of our team members were seriously injured in an automobile accident.  Everyone must slow down and drive with extra care.  I need all of you to accomplish our momentous mission here in South Florida. Please do all you can to stay out of harms’ way.
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