
Contingency Planning Documentation 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Contingency Planning Documentation 

Dear [Recipient Name], 

This letter serves to provide an overview of our contingency planning documentation, which has 

been developed to ensure that our organization is prepared for unexpected events that may 

disrupt normal operations. 

Purpose 

The purpose of this contingency plan is to outline strategies and actions to take in the event of 

[specific scenarios such as natural disasters, IT system failures, etc.]. 

Scope 

This plan applies to all departments within [Organization Name] and includes procedures for 

response, recovery, and resumption of operations. 

Emergency Contact Information 

Key personnel for contact during a contingency event include: 

• [Name, Title, Contact Information] 

• [Name, Title, Contact Information] 

• [Name, Title, Contact Information] 

Plan Activation 

Details on how and when the contingency plan will be activated, including notification methods. 

Review and Updates 

This document will be reviewed annually or after a significant incident to ensure its effectiveness 

and update it as necessary. 



Thank you for your attention to this important matter. Please don't hesitate to reach out if you 

have any questions or require further information. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


