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APPENDIX 7-H

SAMPLE CORRESPONDENCE FORMATS

This Appendix provides sample documents - (memorandums, MOU’s, daily reports, SOP’s, etc.) commonly used by the Safety and Health Professional during recovery operations.  The SOH professional is required to correspond on many issues during the course of their workday.  These documents are provided so that the SOHO does not have to “re-invent” the wheel.  The SOH professional can pick and choose according to the mission at hand.  

1.  RFO SOH Manager Transition Document

2.  Weekly SOH Report for EFOs from the RFO

3.  RFO SOH Manager Weekly Conference Call Documentation

4.  Sample Daily SOH Report

5.  Sample EFO Daily SOH Report to RFO SOH Manager and EFO Resident Engineer

6.  Sample RFO SOH Manager SitRep to USACE SOH National Program Manager for Emergency Operations and Other Appropriate Personnel

7.  Sample MOU between USACE and OSHA

8.  Required Bulletin Board Form CA-10, What a Federal Employee Should Do When Injured At Work

9.  Required Bulletin Board Form DD 2272, DOD SOH Protection Program

10. Sample Memorandum for RFO Field Operations from RFO SOH Manager

11. Sample Memorandum for Temporary Housing Resident Engineer from RFO SOH Manager   
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