Crisis Communication Procedures

Date: [Insert Date]

To: [Insert Recipient's Name]

From: [Insert Sender's Name]

Subject: Crisis Communication Procedures

Dear [Recipient's Name],

In light of recent events, it is imperative that we establish a clear crisis communication protocol

to ensure effective dissemination of information and management of public relations during a
crisis. Below are the procedures to be followed:

1. Crisis Identification

Assess the situation to determine the level of crisis and the immediate actions needed.

2. Communication Team Activation

Immediately activate the crisis communication team, which includes the following members:
e [Name, Position]

e [Name, Position]
e [Name, Position]

3. Information Gathering

Collect all relevant facts and updates to form a comprehensive understanding of the situation.

4. Message Development

Create clear and concise messages tailored for the audience, including internal stakeholders,
media, and the public.

5. Communication Channels

Utilize appropriate channels for disseminating information, such as:

e Email
e Press Releases



o Social Media

6. Regular Updates

Provide continuous updates as more information becomes available, ensuring transparency
throughout the crisis.

7. Post-Crisis Evaluation

After the situation has been resolved, conduct a review of the communication process and
outcomes.

Thank you for your attention to this critical matter. Please ensure that all team members are
briefed on these procedures as we strive to manage this situation effectively.

Sincerely,
[Your Name]
[Your Position]

[Your Contact Information]



