
Disaster Response Coordination Letter 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Position] 

[Recipient Organization] 

[Recipient Address] 

Dear [Recipient Name], 

In light of the recent [describe disaster event], our organization is committed to coordinating an 

effective response to assist those affected. We believe that collaboration among agencies and 

stakeholders is crucial to provide timely support and resources. 

We propose a coordination meeting to discuss our collective strategies and operations. The 

details of the meeting are as follows: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location] 

Please confirm your availability for this meeting or suggest an alternative time that works better 

for you. Together, we can ensure a comprehensive response to this disaster. 

Thank you for your continued dedication to supporting our community. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


