
Emergency Preparedness Communication 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Emergency Preparedness and Safety Procedures 

Dear [Recipient's Name], 

As part of our commitment to ensuring the safety and well-being of our community, we want to 

provide you with important information regarding our emergency preparedness plan. 

Emergency Contacts 

In case of an emergency, please have the following contacts readily available: 

• Local Emergency Services: [Phone Number] 

• Poison Control Center: [Phone Number] 

• Your Nearest Hospital: [Phone Number] 

• Alternate Contact Person: [Name and Phone Number] 

Emergency Procedures 

We encourage everyone to familiarize themselves with the following procedures: 

1. Stay calm and assess the situation. 

2. Follow evacuation routes provided in the emergency plan. 

3. Adhere to instructions from emergency responders. 

4. Check on neighbors and assist those in need if safe to do so. 

Resources 

Please visit our website at [Website URL] for more resources and detailed information on 

emergency preparedness. 

Your safety is our priority. We thank you for your attention to this important message. 

Sincerely, 

[Your Name] 

[Your Position] 



[Organization Name] 

[Contact Information] 


