
Emergency Response Plan 

Date: [Insert Date] 

To: [Insert Name/Title] 

From: [Your Name/Title] 

Subject: Emergency Response Plan for [Hotel/Property Name] 

Dear [Recipient's Name], 

In light of recent events and to ensure the safety of our guests and staff, we have developed an 

Emergency Response Plan for [Hotel/Property Name]. This plan outlines our procedures and 

protocols to handle various emergencies effectively. 

Emergency Contacts 

1. Local Emergency Services: [Phone Number] 

2. [Hotel Security]: [Phone Number] 

3. Management On-Call: [Phone Number] 

Emergency Procedures 

Upon discovery of an emergency: 

1. Assess the situation and ensure personal safety. 

2. Contact the designated emergency services. 

3. Alert guests and staff through the PA system. 

4. Follow evacuation routes as instructed. 

Training and Drills 

We will conduct regular training sessions and emergency drills for all staff to ensure readiness 

and awareness of procedures. 

Please review the attached detailed plan and feel free to reach out for any questions or 

suggestions. 

Thank you for your cooperation. 

Sincerely, 



[Your Name] 

[Your Title] 

[Hotel/Property Name] 

[Contact Information] 


