UNIT/ACTIVITY LETTERHEAD
OFFICE SYMBOL (MARKS NO.) 







DATE
MEMORANDUM FOR Employee Name (s)
SUBJECT: Appointment Orders for Environmental Compliance Officer (ECO)

1. Effective. On DATE , the following personnel are appointed as the ECO for (unit name).

Name (Primary ECO)

Name (Alternate ECO)
2. Authority. AR 200-1, AR 420-1, IHWMP.

3. Purpose. To manage, implement, and execute the details associated with the appointed position and/or

special emphasis area.

4. Period. Until officially released from appointment or reassigned.

5. Special Instruction. The ECO is accountable for procuring publications, completing reports, and

maintaining files. Will ensure organizational compliance with any regulations, policies, or letters of

instruction that pertain to the appointed position or special emphasis area. Provide general/specific

guidance regarding policies and procedures on the safeguarding, handling and controlling of hazardous

waste and materials within_____shop/office. Ensure that adequate provisions exist and are incorporated

into all directives, standing operating procedures (SOPs), and internal quarterly training (i.e., Site Specific

Hazardous Waste Shop Storage Point (HWSSP) SOP, hazardous communication (HAZCOM), Site

Specific Oil and Spill Contingency Plan). Take actions to correct and prevent any potential hazards to

achieve environmental compliance.

6. Point of contact is (name, telephone number).
AUTHORITY LINE: Should be signed by someone at a supervisory level above the ECO who has

authority over the operational area that the ECO is being appointed to manage.
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