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Often organizations spend time updating their emergency preparedness plans, or sections or their plan, but they fail to date their work. Here are some options for clearly communicating updates in headers and footers, in update notices, and in table of contents.
Header or Footer

	MANAGEMENT RESPONSE MATRIX FOR EMERGENCY OPERATIONS

	Policy Number xx-xxxx
	Created: m/yy

Revised: m/yy, mm/yy
Reviewed: mm/yy, mm/yy


	Approved by: xxxxx, Name and title 
	


Table of Contents
Updates can be integrated into the table of contents by labeling, highlighting and bolding the updated sections. 
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Update Notice

Subject: Emergency Preparedness Manual Updates

Date:       mm/dd/yy

To:

From:

Attached are revisions to the emergency preparedness manual. Please review the contents with all your staff. After you have shared this information with staff, discard (recycle) the outdated sections and replace them with the sections attached including the new Table of Contents.

The updated sections include:

Xxx

Xxx

Xxx 
