Appendix B
Trust Authorised & Competent Persons
Appointment Letter & Acceptance Letter Template
Reference should be made to HTM 06-02 Appendix 2 for full details on model procedures for appointing appropriate staff

Name

Title
Estates Department

XXXXXXX

Please reply to:  Mr X.Xxxxxx


Estates  Dept



XXXXXXX

                                                                                                               XXXXXXX

                                                                                                               XXXXXXX

                                                                                                               XXXXXXX  

                                                                                                               XXXXXXX


Tel: 00000 000000


      Email: xxxxxxxxxxxxxxxxxx

26 April 2019 

Dear Sir,

RE: OFFER OF APPOINTMENT AS AN AUTHORISED PERSON (LV)

You are hereby offered appointment as an Authorised Person (LV) for the duties identified in Health Technical Memorandum 06-02 – ‘Electrical safety guidance for Low Voltage systems’ for the Low Voltage systems and installations at XXXXXXXX for a period of three years, commencing on 26 April 2019
Please confirm your acceptance of the appointment by completing the attached letter and returning to me.

Yours sincerely,

Xxxx Xxxxxx

Authorised Person HTM 06-02 (LV)

Cc  Mr. X. Xxxxxxx       

      Mr.(s) X. XXX Head of Estates

Please reply to:  Mr X.Xxxxxx


Estates  Dept



XXXXXXX

                                                                                                           Estates Dept

                                                                                                           xxxxxxxx
                                                                                                           xxxxxxxx  

                                                                                                           xxxxxxxx

 Tel: 00000 000000


 Email: xxxxxxxxxxxxxxxxxx

26 April 2019
Dear Sir,

RE: ACCEPTANCE OF APPOINTMENT AS AN AUTHORISED PERSON (LV)
I accept the appointment as an Authorised Person for the system(s), installation(s) and location(s) indicated in your “offer of appointment” letter dated __________________.

I acknowledge receipt of the certificate of appointment number ____________ as my authority to act, while on duty, as an Authorised Person for the system(s), installation(s) and location(s) indicated on that certificate.

I note that, while on duty as an Authorised Person, I will be competent for the practical implementation and operation of Health Technical Memorandum 06-02 – ‘Electrical safety guidance for low voltage systems’ for the systems and installations for which ___________________ have control of the safety, and for which I have been appointed.

I will to the best of my ability follow the procedures as set out in the above Health Technical Memorandum and any written local variations notified to me by or agreed with the Authorising Engineer.

Yours sincerely,

Xxxx Xxxxxx

Authorised Person HTM 06-02 (LV)

Cc  Mr. X. Xxxxxxx

       Mr.(s) X. XXX Head of Estates

