
Crisis Communication Release 

Date: [Insert Date] 

To: [Insert Recipients] 

From: [Insert Your Organization] 

Subject: [Insert Subject Title] 

Dear [Insert Recipient's Name], 

We are reaching out to inform you of a situation that has recently arisen regarding [briefly 

describe the crisis]. We understand the concerns that this may raise and want to assure you that 

we are addressing the issue with the utmost urgency. 

At [Your Organization], the safety and well-being of our [employees/customers/community] is 

our top priority. We have taken the following actions to manage the situation: 

• [Action 1] 

• [Action 2] 

• [Action 3] 

We are committed to providing you with timely updates as the situation evolves. Please do not 

hesitate to reach out if you have any questions or require further information. 

Thank you for your understanding and support during this challenging time. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Contact Information] 


