
Emergency Response Action Plan 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Emergency Response Workflow 

Overview 

This letter outlines the emergency response workflow for [Specify Emergency Type, e.g. fire, 

flood, etc.] that will be implemented in our organization to ensure the safety of all personnel. 

Emergency Response Teams 

• Team Leader: [Name] 

• First Aid Response: [Name] 

• Communication Officer: [Name] 

• Evacuation Coordinator: [Name] 

Emergency Procedures 

1. Assess the situation and determine the level of response needed. 

2. Contact emergency services if necessary. 

3. Communicate the emergency to all staff through [specify method, e.g., PA system, 

alarm]. 

4. Implement evacuation plan, if applicable. 

5. Administer first aid to those in need. 

Training and Drills 

Regular training sessions and drills will be conducted to ensure all employees are familiar with 

the emergency response procedures. The next drill is scheduled for [Insert Date]. 

Review and Update 

This plan will be reviewed bi-annually and updated as necessary. Your feedback is crucial for 

continuous improvement. 

Thank you for your cooperation. 



Contact Information 

If you have any questions or require further clarification, please do not hesitate to contact me at 

[Your Phone Number] or [Your Email]. 

Sincerely, 

[Your Name] 

[Your Position] 


