[Insert on Agency or State Brand Letterhead]



[Date]




All [Agency]:

Loss Prevention is an integral function of the [Agency Name] and requires commitment from all staff in order to be effective. Director [Name] has appointed [Name] as the agency Loss Prevention Coordinator to assist in the coordination and facilitation of loss prevention activities within [Agency Name].

[bookmark: pgfId-98][bookmark: pgfId-100]This appointment fulfills the requirement of Arizona Administrative Rule, Title 2, Chapter 10, Department Of Administration Risk Management Section; R2-10-206(B) that states: “An agency head shall appoint a qualified management level or professional employee as loss prevention coordinator.”  

The Loss Prevention Coordinator shall:

1. Be an ex-officio member of the agency’s loss prevention committee and report to the agency head on matters pertaining to administration of the loss prevention program and safety within the agency;  

2. Interpret and apply policies and procedures, chair and coordinate the agency safety committee, review agency loss claims, and make recommendations to prevent future losses;  

3. Shall provide technical information to employees and agency management concerning Arizona Department of Safety and Health (ADOSH), and Arizona Department of Environmental Quality (ADEQ) requirements as well as Risk Management policies, procedures and the rules in this Chapter; and

4. Serve as the representative for the agency Vehicle Incident Review Committee (VIRC). 

The effective date of this appointment is [Date].  

 
[Directors Signature]
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