Cdsoltr

Date____/___/___

From:__________________

To: 

Subj:  APPOINTMENT AS COLLATERAL DUTY SAFETY OFFICER 

      (CDSO), ENVIRONMENTAL COORDINATOR (EC), AND FIRE 

       WARDEN (FW)                            

Ref:  (a) OPNAVINST 5100.23F

      (b) OPNAVINST 3120.C

      (c) OPNAVINST 5090.1B (Ch.3)

      (d) NAVSUPPACTINST 5100.1F

      (e) OPNAVINST 11320.23F CH.5)

      (f) NAVSUPPACTINST 11320.23F (Sec 4)

      (g) SO/CDSO Program Guide

1.  You are hereby designated as the Collateral Duty Safety Officer (CDSO), Environmental Coordinator (EC), and Fire Warden (FW).  You will familiarize yourself with the pertinent sections of references (a) through (g).

2. As CDSO you are responsible for reporting all mishaps/near mishaps, responding to safety inspection reports, providing, recording and reporting monthly employee safety training, establishing and maintaining a safety bulletin board within your area of responsibility and attending the scheduled meeting/training classes required of the position.   

3.  As EC, and in accordance with Ref: (c), you are responsible for promoting environmental awareness, identifying, reporting, and correcting environmental issues throughout your department or command, attending periodic EC specific training, responding to environmental reports, and communicating compliance problems or solutions to the Environmental Division. 

4.  As FW you are responsible for the duties as outlined in Ref: (f) that requires separate designation letter as Fire Warden.  The duties include, though are not limited to, the development of Emergency Action Plans (if required by occupancy), completion of monthly fire warden inspection forms weekly visual inspection of assigned fire extinguishers, attending FW specific training, promoting fire prevention techniques, and responding to fire inspection reports. 

5. The CDSO/EC/FW shall provide the following information:

PRINT NAME__________________     GRADE/RANK______________

COMM./DEP.                       PRD_____________________

TEL. DSN/COMM.                 FAX DSN/COMM._____________

E-MAIL ADDRESS

6. You must contact the NSA OSH Office, at DSN 626-4857 to schedule training on your duties and responsibilities as a CDSO/EC/FW.

                         Signature_______________________

Copy to:

NAVSUPPACT Naples OSH Office

NAVSUPPACT Naples Fire Prevention Office

Personnel Folder

