Institutional Drill Roles and Responsibilities
Assignment

Date: [Insert Date]

To: [Recipient Name]

From: [Your Name]

Subject: Assignment of Roles and Responsibilities for Upcoming Drill

Dear [Recipient Name],

As part of our preparation for the upcoming institutional drill scheduled for [Insert Date], we

would like to outline the specific roles and responsibilities for each participant involved in the
drill. This assignment is crucial to ensure a smooth and effective execution of the drill.

Roles and Responsibilities

e Drill Coordinator: [Name] - Responsible for overall drill coordination and
communication.

o Safety Officer: [Name] - Ensure safety protocols are followed throughout the drill.

o Logistics Manager: [Name] - Manage all materials and resources required for the drill.

o Evaluation Team Leader: [Name] - Lead the post-drill evaluation and feedback session.

o Participant Role: [Name] - Execute assigned tasks during the drill as per the SOP.

All participants are expected to review their responsibilities and prepare accordingly. Please
confirm your understanding of the assigned roles by [Insert Date].

If you have any questions or require further clarification, feel free to reach out.
Thank you for your cooperation.

Sincerely,

[Your Name]

[Your Position]
[Your Institution]



