[State Agency letterhead]
[Date]
[Appointee name]

[Optional Appointee address if not employee]

Dear [appointee name]:
Thank you for agreeing to serve on the Loss Prevention Review Team (LPRT) assessing [name of incident].  The LPRT program is an important risk management tool for the state.  It provides agencies with a useful process to perform root cause analysis of incidents and develop strategies to prevent similar occurrences in the future.  Your expertise will be of great assistance to us in that regard.

This letter appoints you to the review team.  The team leader for this review is [team leader name].  [He/she] will contact you to schedule the team’s first meeting.  Please feel free to contact [him/her] with any questions you may have at [phone number].  

Sincerely,

[Head of State Agency]
[Title]
