
Crisis Communication Strategy 

Date: [Insert Date] 

To: [Stakeholders/Employees/Community] 

From: [Your Name/Position] 

Subject: [Crisis Situation Overview] 

Dear [Recipient's Name], 

In response to the recent [describe the crisis briefly], we want to ensure that all stakeholders are 

informed and updated regarding our response and ongoing actions. 

Key Points: 

• Crisis Overview: [Brief description of the crisis] 

• Immediate Actions Taken: [List actions taken so far] 

• Future Steps: [Outline planned next steps] 

• Contact Information: [Provide contact details for inquiries] 

We understand that this situation may cause concern, and we are committed to transparency and 

communication throughout this process. Please do not hesitate to reach out if you have any 

questions or need further information. 

Thank you for your support and understanding. 

Sincerely, 

[Your Signature] 

[Your Name] 

[Your Position] 

[Your Contact Information] 


