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Memo

From:
MACROBUTTON NoMacro [Click here and type Project Manager name]
To:
MACROBUTTON NoMacro [Click here and type Risk Manager's name]
Date:
5/24/2002
Letter of Appointment

Effective [May 24, 2002], MACROBUTTON NoMacro [Click here and type Risk Manager's name] (RM) will serve as Risk Manager of the MACROBUTTON NoMacro [Click here and type Project code-name]] Project.  The RM will continue to report to MACROBUTTON NoMacro [Click here and type RM's Supervisor's name] during this assignment.

I will be responsible for Project Management this project and the RM is authorized by me to coordinate and manage risk related to this work.  He/She is also authorized to issue directives relating to the project.  His/Her full responsibilities and authorities are outlined in the attached memo titled “Risk Managers Job Description”.
Project team members in all departments will be responsible for managing their project activities so that they are completed under PM and RM direction within the agreed to scope, schedule, and resource commitments.  It is their responsibility to inform the RM if they forecast that schedule, cost, or deliverable agreements will not be met.  This must be done continually and communicated as early as possible so that adaptive actions can be developed and implemented.

Please join me in welcoming the RM to his/her new assignment.  I know you will give your full cooperation during all phases of this project and the support required to successfully complete the effort.

Sincerely,

MACROBUTTON NoMacro [Click here and type Project Manager name]
CC:
MACROBUTTON NoMacro [Click here and type all involved department heads, listed by name.]
BCC:
MACROBUTTON NoMacro [Click here and type Sponsor's name.]
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