Emergency Preparedness Drill Participation
Request

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Title]

[Organization Name]

[Organization Address]

Dear [Recipient's Name],

| hope this message finds you well. We are organizing an Emergency Preparedness Drill
scheduled for [insert date and time], and we would like to formally invite you and your team to
participate in this important exercise.

The purpose of this drill is to enhance our responsiveness in the event of an emergency and
ensure that all personnel are familiar with emergency procedures. Your participation will be
invaluable in assessing and improving our collective preparedness.

Please confirm your attendance by [insert RSVP date], so we can make the necessary
arrangements. Should you have any questions or require further details, feel free to reach out to

me at [insert your contact information].

Thank you for your attention to this important matter, and we look forward to your positive
response.

Sincerely,

[Your Name]

[Your Title]

[Your Organization]

[Your Contact Information]



