
Inclement Weather Action Plan 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Inclement Weather Action Plan 

Dear [Recipient Name], 

As we prepare for the possibility of inclement weather conditions, I would like to outline our 

action plan to ensure safety and continuity of operations. 

1. Monitoring Weather Conditions 

We will continuously monitor weather updates from reliable sources and make decisions based 

on the forecast. 

2. Communication Protocols 

All staff will be notified via email and text message regarding any changes to the work schedule 

or office closures. 

3. Work-from-Home Arrangements 

If conditions warrant, employees will be instructed to work from home until it is safe to return to 

the office. 

4. Emergency Contacts 

Please ensure that your emergency contact information is up-to-date with HR. 

5. Updates 

Further updates will be communicated as necessary. Please stay safe and take all precautions 

during severe weather. 

Thank you for your attention to this important matter. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Company] 


