
Disaster Recovery Plan 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Disaster Recovery Plan Implementation 

Dear [Recipient Name], 

In light of recent events and the potential risks our agency may face, we have developed a 

Disaster Recovery Plan (DRP) to ensure the continuity of our operations during and after a 

disaster. This letter serves as a formal introduction to the plan and outlines the key components 

necessary for its successful implementation. 

Objectives of the Disaster Recovery Plan 

• Protect lives and property. 

• Ensure quick restoration of critical services. 

• Minimize the impact of disasters on agency operations. 

Key Elements of the Plan 

1. Risk Assessment: Identifying potential threats and vulnerabilities. 

2. Resource Allocation: Designating personnel and resources for recovery efforts. 

3. Communication Strategy: Establishing clear lines of communication pre and post-

disaster. 

4. Training and Exercises: Regularly conducting drills to test the plan's effectiveness. 

We request your cooperation in reviewing the attached Disaster Recovery Plan document and 

providing feedback by [Insert Feedback Deadline]. Your insights are crucial in ensuring we are 

fully prepared to act swiftly and effectively in the face of an emergency. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Agency] 

[Your Contact Information] 


