
Library Disaster Readiness Plan 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Library Name] 

Subject: Disaster Readiness Plan Overview 

Dear [Insert Recipient Name], 

In light of potential emergencies that may affect our library and its patrons, we have developed a 

comprehensive Disaster Readiness Plan. This plan aims to ensure the safety of our staff and 

visitors while protecting our collections and facilities. 

Objectives of the Disaster Readiness Plan: 

• To safeguard human life during a disaster. 

• To minimize damage to library materials and resources. 

• To ensure a swift recovery and restoration of library services. 

• To provide clear communication to staff, patrons, and emergency responders. 

Main Components: 

1. Risk Assessment 

2. Emergency Procedures 

3. Staff Training 

4. Communication Plan 

5. Recovery Plan 

We encourage all staff to familiarize themselves with this plan and participate in upcoming 

training sessions. Your cooperation and preparedness are vital to the success of our efforts. 

If you have any questions or suggestions regarding our Disaster Readiness Plan, please do not 

hesitate to reach out. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 



[Your Library Name] 

[Your Contact Information] 


