
Emergency Response Team Challenge 

Notification 

Date: [Insert Date] 

To: [Team/Department Name] 

Dear Team, 

In light of recent events, we are facing an immediate challenge that requires our urgent attention 

and collective effort. This letter serves to outline our response strategy and ensure we are all 

aligned moving forward. 

Situation Overview 

[Briefly describe the situation or challenge your team is facing] 

Objectives 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

Response Plan 

1. [Step 1 of the response plan] 

2. [Step 2 of the response plan] 

3. [Step 3 of the response plan] 

Roles and Responsibilities 

In order to effectively manage this situation, please take note of the following assignments: 

• [Name 1]: [Responsibility] 

• [Name 2]: [Responsibility] 

• [Name 3]: [Responsibility] 

Next Steps 

We will convene for a meeting on [Insert Date/Time] to discuss our progress and any further 

adjustments needed. 



Thank you for your cooperation and commitment during this critical time. Let's work together to 

overcome this challenge. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


