
Revised Emergency Procedures Notification 

Date: [Insert Date] 

To: All Staff 

From: [Your Name/Your Department] 

Subject: Updated Emergency Procedures 

Dear Team, 

We are writing to inform you of the revised emergency procedures that will be effective 

immediately. These updates are designed to enhance the safety and well-being of all staff during 

emergencies. 

Key Changes: 

• New evacuation routes have been established. Please refer to the attached map. 

• Emergency contact numbers have been updated and are available on the company 

intranet. 

• All staff are required to participate in the mandatory drill scheduled for [insert date]. 

Please review the attached document outlining the full details of the revised procedures. It's 

imperative that everyone understands their role in maintaining a safe environment. 

Thank you for your attention to this important matter. Should you have any questions, do not 

hesitate to reach out. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


