
Change Responsible Officer of the company/facility

THIS IS NOT A CHANGE FOR INDIVIDUAL RESPONSIBLE FOR RADIATION PROTECTION (IRRP) 

If you have more than one facility, you will need to 
submit this type of amendment for each facility which 
needs a correction of your Responsible Officer
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Select the Amend button

To correct Responsible Officer name, the following two items are required:

• Letter on company letterhead signed by a Responsible Officer of the company requesting the 
change, stating your company’s new responsible officer’s name and title.

• Scan/Upload capability or electronic file of letter to complete the request.



Change Responsible Officer of the company/facility

THIS IS NOT A CHANGE FOR INDIVIDUAL RESPONSIBLE FOR RADIATION PROTECTION (IRRP) 

Select the small circle in front of Responsible 
Officer Change (not an IRRP change)

Allow the record to open in edit mode
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Change Responsible Officer of the company/facility

THIS IS NOT A CHANGE FOR INDIVIDUAL RESPONSIBLE FOR RADIATION PROTECTION (IRRP) 3

Enter the name of the new Responsible 
Officer 

Select “Browse” and upload your letter 

Enter any necessary comments 

Select “Submit” 



Change Responsible Officer of the company/facility

THIS IS NOT A CHANGE FOR INDIVIDUAL RESPONSIBLE FOR RADIATION PROTECTION (IRRP) 

ODH will review for approval before changes become effective.

Once you have completed your amendment, Select the Submit Another Amendment 
button or the Home link.
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Change Responsible Officer of the company/facility

THIS IS NOT A CHANGE FOR INDIVIDUAL RESPONSIBLE FOR RADIATION PROTECTION (IRRP) 

ODH will review for approval before becoming effective. A confirmation message will be provided 
after the submittal of each amendment which you should print out and keep for your reference. 
Responsible Officer corrections are not immediate and may take two to four business days to 
process. 
You will receive a confirmation e-mail once the amendment has been approved or denied.
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