Emergency Procedures Update

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Update on Emergency Procedures
Dear [Recipient's Name],

We are writing to inform you of important updates to our emergency procedures that have been
made to enhance safety and response during emergencies. Please read the following updates
carefully:

o Updated evacuation routes are now posted in all common areas.

o New emergency contact numbers are available on the company intranet.

« Regular emergency drills will take place monthly. The next drill is scheduled for [Insert
Date].

« First aid kits have been replenished and are located at various points throughout the
facility.

We encourage all employees to familiarize themselves with these changes. Your safety is our top
priority. If you have any questions or require further information, please do not hesitate to reach
out.

Thank you for your attention to this important matter.
Sincerely,

[Your Name]

[Your Title]

[Your Company Name]
[Your Contact Information]



