Date ______________


Memorandum 


To:		Identified Team Lead _____________
Lessons Learn Review (LLR) Team Leader

From:		Agency Administrator ______________

Subject:	Delegation of Authority for (name of incident____________) Lessons Learned Review


This memorandum formalizes your appointment as Team Leader to review the near miss incident that occurred on the (name of incident____________), location description and field unit _______________, incident occurrence date _______________.  Your duties include, but not limited to:

1. Organize and conduct a Lessons Learned Review of the (name of incident____________) near miss incident utilizing procedures outlined in Chapter 18 of the Interagency Standards for Fire and Aviation Operations for 2012 as well as other reference materials necessary to complete review report. 
2. Identify underlying reasons or conditions the resulted in the successful outcome. 
3. Identify actions that encompassed conceptions of high reliability organizing (HRO) that contributed to the successful outcome.
4. Identify areas for improvement (if any) that could potentially prevent future similar near misses or potential accidents.
5. Identify areas that could be considered good business practices that could potentially result in future positive outcomes. 
6. Provide final written report to ____________ within two weeks (standard Red Book verbiage—timeframe can be shorted at state/unit discretion)

[bookmark: _GoBack]If you have any questions, contact ______________ at (contact number ________________).  


