
Letter of Notification 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Title] 

[Organization Name] 

[Organization Address] 

Dear [Recipient Name], 

We are writing to inform you of the revised Emergency Response Guidelines that have been 

developed to enhance our preparedness and response efforts. These guidelines have been updated 

to reflect the latest best practices and to ensure the safety of all employees and stakeholders. 

Please find attached the revised guidelines which include: 

• Updated procedures for emergency evacuation 

• New communication protocols during emergencies 

• Designated roles and responsibilities for emergency response teams 

We kindly ask that you review these guidelines carefully and share them with your team. A 

training session will be scheduled on [Insert Date] to discuss these updates in detail and answer 

any questions you may have. 

Thank you for your attention to this important matter. Together, we can ensure a safer 

environment for everyone. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


