
Institutional Emergency Simulation Exercise 

Date: [Insert Date] 

Location: [Insert Location] 

Dear [Recipient's Name], 

We are pleased to inform you about the upcoming Emergency Simulation Exercise scheduled to 

take place on [Insert Date] at [Insert Location]. This exercise aims to enhance our preparedness 

and response capabilities in the event of an emergency. 

Exercise Details: 

• Objective: [Insert Objective] 

• Time: [Insert Start Time] - [Insert End Time] 

• Participants: [Insert Participating Departments/Organizations] 

• Scenario: [Brief Description of the Scenario] 

• Expected Outcomes: [Insert Expected Outcomes] 

Preparation: 

Please ensure that all participants review the attached materials and come prepared for the 

simulation. It is important that everyone understands their roles and responsibilities. 

Contact Information: 

If you have any questions or require further information, please do not hesitate to contact 

[Contact Name] at [Contact Email] or [Contact Phone Number]. 

Thank you for your attention and cooperation. We look forward to a successful exercise. 

Sincerely, 

[Your Name] 

[Your Position] 

[Institution Name] 


