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Organizational Structure, Roles and Responsibilities

Title: 
Emergency Response Participation
Author: 
US Department of Transportation (USDOT), Federal Transit Administration (FTA)
Date: 
January 2007 
Summary: This sample "Interoffice Memorandum" written by the Federal Transit Administration is designed to distributed to departmental managers to accept or reject a request to participate in emergency response efforts.

interoffice memorandum
To:
Manager, 
From:
______________________________

Subject:
Emergency Response Participation
Date:


I have read and understand the [transit system name] Policies and Procedures for Emergency Response.  I understand that I may discuss any part of this plan and my responsibilities with you.  I further agree to provide the agency with current telephone numbers where I can be contacted and to keep these updated as they change.

_____
I agree to participate as needed and requested to assist the community and the agency.

_____
I am a Firefighter/first responder and can not participate due to my responsibilities in my other job in a situation of this nature.

_____
I can not / will not participate.

Signature: _______________________________________________
Printed Name: ___________________________________________
Date: _________________________________________________
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