Formal Request for School Evacuation and
Emergency Response Guidelines

[Your Name]

[Your Position]

[Your Organization/School Name]
[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Position]

[Recipient's Organization/School Name]
[Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| am writing to formally request the development and dissemination of comprehensive
evacuation and emergency response guidelines for [School Name]. Given the increasing
necessity for preparedness in the face of potential emergencies, it is crucial that our school has a
detailed plan in place to ensure the safety of all students and staff.

| kindly ask that this request be prioritized and that we work together to establish a meeting to
discuss the necessary protocols and any required resources. Our goal is to create a secure
environment that is ready to respond effectively in case of an emergency.

Thank you for your attention to this important matter. | look forward to your prompt response.
Sincerely,

[Your Name]
[Your Position]



