
Emergency Communications Information 

Date: [Insert Date] 

To: [Recipient's Name] 

Event: [Event Name] 

Dear [Recipient's Name], 

As we prepare for the upcoming [Event Name] on [Event Date], we want to ensure that all 

participants are informed about our emergency communication procedures. 

Emergency Contact Information: 

• Event Coordinator: [Name] - Phone: [Phone Number] 

• Local Emergency Services: 911 

• On-site Medical Assistance: [Location/Contact] 

Emergency Procedures: 

1. In case of an emergency, please remain calm and follow the instructions given by event 

staff. 

2. If you witness an emergency, report it immediately to the nearest event staff member or 

call the emergency contact listed above. 

3. Designated safe areas are located at [Location details]. 

Your safety is our priority, and we appreciate your cooperation in ensuring a safe event for 

everyone involved. 

Thank you, 

[Your Name] 

[Your Position] 

[Organization Name] 

[Contact Information] 


