
Letter Template for Crisis Management 

Team Roles 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name] [Insert Your Title] [Insert Company Name] [Insert Company 

Address]  

Subject: Roles and Responsibilities for Crisis Management 

Team 

Dear [Recipient Name], 

In light of recent developments, it is crucial that we establish a clear outline of roles and 

responsibilities for the Crisis Management Team. The following positions and their 

corresponding duties are proposed: 

• Team Leader: [Name] - Oversees the crisis management strategy and ensures effective 

communication. 

• Public Relations Officer: [Name] - Manages media relations and public messaging 

during the crisis. 

• Legal Advisor: [Name] - Provides legal counsel and ensures compliance with 

regulations. 

• Operations Coordinator: [Name] - Coordinates logistics and operational responses to 

manage the crisis. 

• Finance Officer: [Name] - Monitors financial implications and prepares budget 

adjustments if necessary. 

It is imperative that we each take our responsibilities seriously and collaborate effectively to 

mitigate the impact of this crisis. Regular updates and meetings will be scheduled to ensure we 

remain aligned and responsive. 

Thank you for your attention to this important matter. I look forward to working together to 

navigate this challenge. 

Sincerely, 

[Your Name] [Your Title] [Company Name]  


