
🛑 Emergency Communication Script for Nonprofit Organizations
Audience: Staff, Volunteers, Donors, Community Partners
Delivery Methods: Email, SMS, Social Media, Website, Recorded Phone Message

[Opening – Identify Yourself and Your Role]
"Hello, this is [Your Name], [Your Title] with [Nonprofit Organization Name]. I want to update you on how today’s [disaster/emergency type] is impacting our community and our organization’s response."

[Brief Summary of the Situation]
"As of [time/date], [brief summary: e.g., a major wildfire has prompted mandatory evacuations in several areas of Orange County]. We are monitoring the situation closely and working in coordination with local emergency agencies."

[Organization’s Current Status]
"Our office at [address] is currently [open/closed/operating remotely]. All [programs/events] scheduled for today have been [cancelled/postponed/moved online]. We have activated our emergency response plan to continue serving those most in need."

[Instructions for Staff/Volunteers]
· All staff are asked to [work from home/check in with their team leader/attend a virtual briefing at X time].
· Volunteers should await further instructions before reporting to any service sites.
· Please prioritize your own safety and follow local evacuation or shelter-in-place orders.

[How You Can Help / Donate / Support]
"We are mobilizing resources to assist affected individuals. If you would like to help:
· Donate at: [Donation URL]
· Volunteer updates will be posted at: [Volunteer Coordination Page]
· Share verified information from our page: [Social Media Handle]"

[Next Steps and Reassurance]
"We will continue to communicate updates through [email, social media, and our website]. Our next update will be at [next update time]. We’re committed to keeping everyone informed and supported as this situation develops."

[Closing]
"Thank you for your dedication to our mission and your compassion during this time. Stay safe, and please reach out if you need support. We’re in this together."
Signed,
[Your Name]
[Your Title]
[Contact Info]
[Website URL]

