
Emergency Response Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name/Organization] 

Subject: Emergency Response Notification 

Dear [Recipient's Name], 

This letter serves to inform you of an emergency situation that has arisen requiring immediate 

attention. 

Details of the emergency are as follows: 

• Type of Emergency: [Specify type] 

• Date and Time: [Insert Date and Time] 

• Location: [Insert Location] 

• Description: [Briefly describe the situation] 

We have activated our emergency response plan and are taking appropriate measures to address 

the situation. Please follow these guidelines: 

1. [Guideline 1] 

2. [Guideline 2] 

3. [Guideline 3] 

Your safety is our primary concern. Please stay tuned for further updates and instructions. 

Thank you for your urgent attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


