
Emergency Evacuation Drill Resource 

Allocation 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Your Name/Department] 

Subject: Resource Allocation for Upcoming Emergency Evacuation Drill 

Dear [Recipient's Name], 

As we prepare for the upcoming emergency evacuation drill scheduled for [Insert Date and 

Time], it is essential to ensure that all necessary resources are adequately allocated. The 

following outlines the resource distribution plan: 

Resource Allocation 

• Staff Personnel: [Number of staff and roles assigned] 

• Emergency Equipment: [List of equipment needed] 

• First Aid Kits: [Location and number of kits] 

• Signage: [Types of signs required and their placements] 

• Communication Devices: [List devices and their allocation] 

Please ensure that all resources are prepared and available by [Insert Preparation Deadline]. If 

there are any issues or additional requirements, do not hesitate to reach out. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


