
Request for Information 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Principal's Name] 

[School's Name] 

[School's Address] 

[City, State, Zip Code] 

Dear [Principal's Name], 

I hope this message finds you well. I am writing to request information regarding the crisis 

management procedures that are in place at [School's Name]. Given the importance of ensuring 

the safety and well-being of students and staff during emergencies, I would appreciate your 

assistance in providing the following details: 

• Current crisis management policies and procedures 

• Training programs for staff and students 

• Emergency contact protocols 

• Response strategies for various types of crises 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


