
Emergency Response Plan Distribution 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Organization's Name] 

[Organization's Address] 

Dear [Recipient's Name], 

We are pleased to provide you with our updated Emergency Response Plan (ERP) for 

[Organization's Name]. This plan outlines the procedures and protocols we have established to 

ensure the safety and well-being of our employees and the community in the event of an 

emergency. 

The enclosed document includes important information regarding: 

• Emergency contact numbers 

• Evacuation procedures 

• Response team assignments 

• Communication plans 

Please review the Emergency Response Plan at your earliest convenience, and feel free to reach 

out if you have any questions or require further clarification. It is imperative that all personnel 

are familiar with the plan to ensure a coordinated and effective response during an emergency. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Organization's Name] 

[Your Contact Information] 


