
Emergency Preparedness Communication 

Plan 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Your Organization Name] 

Subject: Emergency Preparedness Communication Plan for [Event Name] 

Dear [Recipient Name], 

As we prepare for the upcoming [Event Name] scheduled on [Event Date], it is imperative to 

have an effective communication plan in place to address any emergencies that may arise. This 

plan outlines our strategy for ensuring the safety and well-being of all attendees. 

1. Emergency Contacts 

• Event Coordinator: [Name, Phone, Email] 

• Local Emergency Services: [Phone Number] 

• Security Team: [Phone Number] 

2. Communication Channels 

We will utilize the following channels to communicate during emergencies: 

• Email Alerts 

• Text Messaging System 

• Public Address System at the Venue 

3. Emergency Procedures 

In the event of an emergency, please follow these procedures: 

1. Stay calm and listen for announcements. 

2. Evacuate to the nearest exit according to the emergency maps posted around the venue. 

3. Report any injuries or emergencies to the security team immediately. 

4. Training and Drills 



All staff will undergo training on emergency protocols and participate in drills on [Training 

Date]. 

We appreciate your attention to this important matter. Together, we can ensure a safe and 

successful event. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization Name] 

[Contact Information] 


