
Board of Directors 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name] 

Subject: Disaster Recovery Procedures 

Dear [Insert Recipient Name], 

As part of our commitment to ensuring the sustainability and resilience of our operations, we 

have developed a comprehensive Disaster Recovery Plan (DRP) to address potential disruptions 

and ensure continuity. 

Objectives of the Disaster Recovery Plan 

• Minimize disruption to operations and service delivery 

• Protect the safety of employees and stakeholders 

• Safeguard critical assets and information 

• Ensure rapid recovery to normal operations 

Key Components of the Plan 

1. Risk Assessment and Business Impact Analysis 

2. Recovery Strategies and Procedures 

3. Plan Maintenance and Testing 

4. Training and Communication 

It is imperative that all board members review this plan and familiarize themselves with the 

procedures outlined to prepare for potential disasters. A meeting will be scheduled on [insert 

date] to discuss this plan in detail and address any questions or concerns. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


