
Letter of Solicitation 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Title] 

[School/Organization Name] 

[School/Organization Address] 

Dear [Recipient Name], 

I hope this message finds you well. As part of our commitment to ensuring the safety and well-

being of our students and staff, we are reaching out to request a detailed overview of the current 

emergency action plans implemented at [School/Organization Name]. 

Understanding the procedures in place for various emergency situations is vital for preparedness 

and response effectiveness. We believe that having a comprehensive insight into these plans will 

enable us to foster greater collaboration and improve our overall safety protocols. 

We would appreciate it if you could provide documentation or a summary of your school's 

emergency action plans. Specifically, we are interested in the following areas: 

• Evacuation procedures 

• Communication strategies 

• Emergency contact information 

• Drills and training schedules 

• Coordination with local emergency services 

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

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


