
Travel Emergency Contact Protocol 

Date: [Insert Date] 

To Whom It May Concern, 

As part of our travel policy, we have established an emergency contact protocol to ensure the 

safety and well-being of all travelers. 

Emergency Contact Information 

• Name: [Emergency Contact Name] 

• Relationship: [Relationship to Traveler] 

• Phone Number: [Emergency Contact Phone Number] 

• Email: [Emergency Contact Email] 

Travel Itinerary Overview 

[Insert brief travel itinerary including destinations, dates, and accommodation details] 

Emergency Procedures 

In case of an emergency, please follow these procedures: 

1. Contact local emergency services as necessary. 

2. Reach out to the emergency contact listed above. 

3. Notify your supervisor or manager. 

Thank you for your attention to this important matter. Safe travels! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


