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How to Use This Package

This document contains ready-to-send communication templates for weather events affecting your credit union. Templates are organized into three phases: Pre-Event (advance warning and preparation), During the Event (active conditions), and Post-Event (recovery and all clear). Fill in all orange placeholders before an event occurs.

Weather Event Types Covered
1. Hurricane / tropical storm
1. Severe thunderstorm / tornado
1. Winter storm / ice / blizzard
1. Flooding
Each template includes event-type selector lines. Choose the applicable event type and delete the others before sending.

Three-Phase Send Sequence
	Phase
	Templates
	Timing

	Pre-Event
	Templates 1–3
	24–72 hours before anticipated impact

	During Event
	Templates 4–6
	As conditions develop; update every 4–6 hours

	Post-Event
	Templates 7–8
	Once conditions are safe and operations resume



Note: Not every template will apply to every event. Use judgment based on event severity, your branch's location and exposure, and operational impact. For fast-moving events like tornadoes, skip to Phase 2 immediately.


PHASE 1: PRE-EVENT
Advance Warning & Preparation

Send Phase 1 templates 24–72 hours before anticipated impact, as soon as a weather watch or warning is issued for your area. For fast-moving events (tornado, sudden severe storm), skip directly to Phase 2.


Template 1  Pre-Event Employee Email — Weather Advisory
Email    INTERNAL  

TO: [All Staff] or [LOCATION-SPECIFIC DISTRIBUTION LIST]
FROM: [SENDER NAME, TITLE]
DATE/TIME: [DATE] at [TIME] [TIMEZONE]
SUBJECT: Weather Advisory: [EVENT TYPE] — What You Need to Know

EMAIL BODY

Team,
A [hurricane / tropical storm / severe thunderstorm / tornado watch / winter storm / flood] is forecast to affect [CITY / REGION / BRANCH LOCATION] beginning approximately [DATE / TIME]. We are monitoring the situation closely and want to make sure you have the information you need.
Here is what to expect and what to do:
1. Branch status: [The branch will remain open as normal / The branch will close at [TIME] on [DATE] / We are monitoring and will confirm branch status by [TIME]]
1. Work arrangements: [Report to your normal location / Work from home beginning [DATE] / Await further instruction by [TIME]]
1. Expected impact: [High winds and heavy rain / Significant snowfall and ice / Flooding risk / Tornado risk — shelter-in-place procedures may be activated]

Steps to take now:
1. [Action 1: e.g., Secure any outdoor equipment or materials at your workstation or branch area]
1. [Action 2: e.g., Ensure your contact information is current in [SYSTEM NAME] so we can reach you]
1. [Action 3: e.g., Review the emergency procedures posted at [LOCATION] or available at [LINK / DOCUMENT]]
1. [Action 4: e.g., If you live in an evacuation zone, follow local authority guidance and notify your manager]

We will send an update by [TIME / DATE] or sooner as conditions develop. For questions, contact [CONTACT NAME] at [PHONE / EMAIL].
Please stay safe and follow the guidance of local authorities.

[SENDER NAME]
[TITLE]
[CREDIT UNION NAME]

Usage note: Send as soon as a weather watch or warning is issued for your area. Adjust branch status and work arrangement fields based on event severity and your organization's continuity plan.


Template 2  Pre-Event Employee Text Message — Weather Advisory
SMS / Mass Notification    INTERNAL  

MESSAGE (160 characters or less)

[CU NAME]: [Hurricane / Winter storm / Severe weather] advisory for [LOCATION]. [Branch closes at [TIME] / Work from home [DATE] / Updates to follow]. Check email for details.

ALTERNATE VERSION — SHELTER-IN-PLACE WATCH (e.g., tornado watch)

[CU NAME]: Tornado watch in effect for [LOCATION] until [TIME]. Know your shelter location. Stay alert and check email for updates.

Usage note: Send at the same time as Template 1. Choose one version only. A follow-up text should go out if conditions escalate or branch status changes.


Template 3  Pre-Event External Email — Member / Partner Notice
Email    EXTERNAL  

TO: [Member list / Partner contacts]
FROM: [SENDER NAME, TITLE]
DATE/TIME: [DATE] at [TIME] [TIMEZONE]
SUBJECT: Weather Advisory: Potential Impact to [CREDIT UNION NAME] Operations

EMAIL BODY

[Dear Member / Partner],
We want to make you aware that [CREDIT UNION NAME] is monitoring a [hurricane / tropical storm / winter storm / severe weather event / flood risk] expected to affect [CITY / REGION / BRANCH LOCATION] around [DATE / TIME].
We have activated our business continuity plan and are taking steps to minimize any disruption to your service.

SELECT THE APPROPRIATE IMPACT STATEMENT — DELETE THE OTHERS BEFORE SENDING

Option A — No anticipated service disruption:
At this time, we do not anticipate any disruption to your service. We will notify you promptly if that changes.

Option B — Possible delays:
Depending on the severity of the event, you may experience [delays in service / reduced response times / limited service availability] during the period of [DATE RANGE]. We will keep you informed as the situation develops.

Option C — Proactive operational change:
Out of an abundance of caution, we are [closing our branch / operating on a modified schedule / activating our alternate site] beginning [DATE / TIME]. We expect to resume normal operations by [DATE / TIME] and will update you if that changes.


If you have time-sensitive needs during this period, please contact [CONTACT NAME] at [PHONE / EMAIL] and we will do our best to accommodate them.
We will send another update by [TIME / DATE]. Thank you for your understanding.

[SENDER NAME]
[TITLE]
[CREDIT UNION NAME]

Usage note: Send 24–48 hours before anticipated impact. Choose one impact statement and delete the others. Keep the tone measured — avoid alarming members if your operations are likely to continue without disruption.


PHASE 2: DURING THE EVENT
Active Conditions

Send Phase 2 templates once active conditions are underway or imminent. Update at regular intervals (every 4–6 hours or when conditions change materially). For shelter-in-place situations, send the employee text immediately.


Template 4  During-Event Employee Email — Status Update
Email    INTERNAL  

TO: [All Staff] or [LOCATION-SPECIFIC DISTRIBUTION LIST]
FROM: [SENDER NAME, TITLE]
DATE/TIME: [DATE] at [TIME] [TIMEZONE]
SUBJECT: Weather Update [#]: [EVENT TYPE] — [DATE]

EMAIL BODY

Team,
This is update [NUMBER] for the [hurricane / storm / flooding / winter weather] affecting [LOCATION]. Here is the current situation as of [TIME] on [DATE]:

	Item
	Details

	Event type
	[Hurricane / Tropical storm / Severe thunderstorm / Tornado warning / Winter storm / Flooding]

	Current conditions
	[Describe: e.g., Heavy rain and sustained winds of [X] mph / Active tornado warning in effect / Road flooding reported near branch]

	Branch status
	[Open and operating normally / Open on reduced operations / Closed — do not report in / Evacuated]

	Employee work status
	[Work from home / Do not travel / Shelter in place at current location / Await further instruction]

	Expected duration
	[Conditions expected to peak around [TIME] and clear by [DATE / TIME]]

	Next update
	[TIME / DATE]



[Add any additional instructions, e.g., If you are currently at the branch, remain in the building until the all-clear is issued. If you are at home, do not travel until conditions improve.]
For urgent questions, contact [CONTACT NAME] at [PHONE / EMAIL]. Please continue to follow the guidance of local emergency management authorities.

[SENDER NAME]
[TITLE]
[CREDIT UNION NAME]

Usage note: Increment the update number with each send. Keep the status table current — employees rely on it to make real-time decisions about travel and work. Send at least every 4–6 hours while conditions are active.


Template 5  During-Event Employee Text — Active Alert / Shelter-in-Place
SMS / Mass Notification    INTERNAL  

SHELTER-IN-PLACE — TORNADO WARNING OR IMMEDIATE SEVERE WEATHER

[CU NAME]: SHELTER IN PLACE NOW. Tornado warning / severe weather in effect at [LOCATION]. Move to [INTERIOR ROOM / BASEMENT / DESIGNATED SHELTER LOCATION] immediately. Await all-clear.

GENERAL WEATHER STATUS UPDATE — ALL EVENT TYPES

[CU NAME]: Weather update — [EVENT TYPE] affecting [LOCATION]. Branch is [open / closed / operating on reduced hours]. Check email for full details.

BRANCH CLOSURE NOTIFICATION

[CU NAME]: [LOCATION] is closed due to [EVENT TYPE]. Do not report in. Work from home if possible. Next update: [TIME]. Questions: [PHONE].

Usage note: The shelter-in-place version should go out immediately when a tornado warning is issued — do not wait for email. Use only one version per send. Do not combine messages.


Template 6  During-Event External Email — Member / Partner Update
Email    EXTERNAL  

TO: [Member list / Partner contacts]
FROM: [SENDER NAME, TITLE]
DATE/TIME: [DATE] at [TIME] [TIMEZONE]
SUBJECT: Service Update: Weather Impact — [CREDIT UNION NAME] — [DATE]

EMAIL BODY

[Dear Member / Partner],
We are writing with an update on the [hurricane / storm / flooding / winter weather] affecting [LOCATION] and its potential impact on our operations.

SELECT THE APPROPRIATE IMPACT STATEMENT — DELETE THE OTHERS BEFORE SENDING

Option A — Operations continuing normally:
Our operations are continuing as normal. We do not anticipate any disruption to your service at this time and will notify you immediately if that changes.

Option B — Modified operations or delays:
Due to current weather conditions, we are operating on a modified schedule and you may experience [delays / limited availability / reduced capacity] in [SPECIFIC SERVICE]. We are doing everything we can to minimize impact and expect to resume full operations by [DATE / TIME].

Option C — Branch closed / operations suspended:
Due to the severity of current weather conditions, our [BRANCH NAME / LOCATION] is currently closed. [SPECIFIC SERVICE] is temporarily suspended. We expect to resume operations by [DATE / TIME] and will notify you as soon as we have confirmed that timeline.


For urgent needs during this period, please contact [CONTACT NAME] at [PHONE / EMAIL].
Our next update will be sent by [TIME / DATE]. We appreciate your patience.

[SENDER NAME]
[TITLE]
[CREDIT UNION NAME]

Usage note: Send this update when conditions are actively affecting your operations. Do not send if operations are unaffected — Template 3 covers the pre-event advisory. Choose one impact statement and delete the others.


PHASE 3: POST-EVENT
Recovery & All Clear

Send Phase 3 templates once conditions are safe and you have confirmed the status of your branch and operations. Do not send an all-clear until you have assessed the branch and confirmed it is safe to return.


Template 7  On-Site Signage — Branch Status Notice
Printed / Posted Notice    EXTERNAL  

Print at minimum 14pt font. Post at all public entry points and branch entrances. Update or remove as status changes. Use separate signs for each message version.

VERSION A — BRANCH CLOSED

	BRANCH CLOSED
Weather Emergency

	[CREDIT UNION NAME] is currently closed due to [hurricane / severe weather / winter storm / flooding].
Expected reopening: [DATE / TIME, or 'To be confirmed — check back for updates']
For assistance, contact:
Phone: [PHONE NUMBER]
Email: [EMAIL ADDRESS]
Please follow the guidance of local emergency management authorities.
Posted: [DATE / TIME]   By: [NAME / DEPARTMENT]



VERSION B — BRANCH OPEN WITH MODIFIED OPERATIONS

	MODIFIED OPERATIONS
Weather-Related

	[CREDIT UNION NAME] is open but operating on a modified schedule due to [weather event].
Current hours: [HOURS]
Services available: [List available services, or 'Limited services only']
For questions, contact [CONTACT NAME] at [PHONE / EMAIL].
Posted: [DATE / TIME]   By: [NAME / DEPARTMENT]



Usage note: Post Version A when the branch is fully closed. Post Version B when open but with restrictions. Update the posted date and time each time you replace signage. Remove all weather signage once normal operations resume.


Template 8  All Clear — Operations Resuming
Email + SMS    INTERNAL + EXTERNAL  

Send separate versions to internal and external audiences, adjusting the salutation. Remove all on-site weather signage at the same time this communication goes out.

Email Version
TO: [All Staff] or [Customer / Partner list]
FROM: [SENDER NAME, TITLE]
DATE/TIME: [DATE] at [TIME] [TIMEZONE]
SUBJECT: All Clear: [CREDIT UNION NAME] Resuming Normal Operations — [DATE]

EMAIL BODY

[Team] / [Dear Members and Partners],
The [hurricane / storm / flooding / winter weather] affecting [LOCATION] has passed and conditions are safe. [CREDIT UNION NAME] is resuming [normal operations / operations on a modified schedule] effective [DATE / TIME].

INCLUDE IF BRANCH OR SERVICES WERE AFFECTED — OTHERWISE DELETE

Our branch at [ADDRESS / LOCATION] has been assessed and is confirmed safe for [employees / members / normal operations]. [OPTIONAL: Note any areas still restricted or services still affected: e.g., The parking garage on Level 3 remains closed for assessment and will reopen by [DATE].]

If you experienced any issues related to this weather event that have not yet been addressed, please contact [CONTACT NAME] at [PHONE / EMAIL].
Thank you for your patience and flexibility during this period.

[SENDER NAME]
[TITLE]
[CREDIT UNION NAME]

Text Message Version
SMS (160 characters or less)

[CU NAME]: All clear — [LOCATION] is safe. Normal operations resume [DATE / TIME]. Thank you for your patience. Questions: [PHONE].

Usage note: Confirm with facilities management that the building is safe and all systems are operational before sending. Remove on-site signage at the same time this goes out.
