annex A to Chapter 2
EXAMPLE LETTER TO THE SENIOR OFFICER/CHIEF EXECUTIVE
AUDIT OF SAFETY & ENVIRONMENTAL PROTECTION MANAGEMENT SYSTEMS WITHIN THE [Insert HLB/Agency]
In accordance with the overall audit programme agreed by [insert authority], I am proposing that an audit of the [insert HLB/Agency] be undertaken during [insert date].  Initial contact and discussions with [insert HLB/Agency SHE Focal Point] have indicated that this is viable.

The object of the audit is to assess compliance with the Secretary of State’s Policy Statement “Safety, Health, Environmental Protection and Sustainable Development in the Ministry of Defence” and to examine the key safety and environmental risks being managed by [insert HLB/Agency]. 
The audit team will be led by [insert Name] assisted by [insert Name/s].  All are members of the TLB Audit Team and arrangements should be made for the team to brief [insert Name], in order that they can explain the audit process and the System Requirements used to assess compliance.  

Following normal practice the audit will be organised through [insert Auditee SHE Focal Point] and it would be helpful if you would give your authority for him or her to make available all relative documentation and to organise any visits that the auditors require.

Where appropriate, contact should also be made for the auditors to meet a nominated safety representative from your Trade Union side, in order to explain the purpose of the audit.  

I hope you will find the audit useful in helping you to meet your management goals.  Please do not hesitate to contact me if you have any queries.






































































