
Disaster Recovery Plan Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

In light of our commitment to ensuring business continuity and safeguarding our assets, we are 

pleased to share our Disaster Recovery Plan (DRP) with you. This plan outlines the procedures, 

roles, and responsibilities necessary to recover and protect our operations in the event of a 

disaster. 

Overview of the Disaster Recovery Plan 

The Disaster Recovery Plan includes the following key components: 

• Risk Assessment and Business Impact Analysis 

• Preventive Measures and Mitigation Strategies 

• Incident Response Team and Contact Information 

• Recovery Strategies and Procedures 

• Testing and Maintenance Procedures 

We believe that thorough preparation is critical to minimizing the impact of any unforeseen 

events on our operations and stakeholders. A copy of the detailed plan is attached for your 

review. 

Please do not hesitate to reach out if you have any questions or would like to discuss specific 

aspects of the plan. Your feedback is invaluable to us as we strive to enhance our disaster 

preparedness. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 



[Your Company] 

[Your Contact Information] 


