
Air Conditioning Safety Protocols for Public 

Buildings 

Date: __________ 

To: All Building Occupants 

From: [Your Organization/Authority] 

Dear Building Occupants, 

As part of our commitment to ensuring the health and safety of all individuals within our public 

buildings, we are implementing the following air conditioning safety protocols: 

1. Regular Maintenance 

All air conditioning systems will undergo routine inspections and maintenance to ensure optimal 

performance and to reduce the risk of malfunctions. 

2. Air Quality Monitoring 

We will regularly monitor indoor air quality, focusing on temperature, humidity, and the 

presence of airborne contaminants. 

3. Filter Replacement 

Filters in all air conditioning units will be changed at least every three months to maintain 

efficient operation and air quality. 

4. Ventilation Procedures 

Ensure that ventilation systems are functioning properly and that fresh air is circulated into 

occupied spaces consistently. 

5. Emergency Protocols 

In case of any air conditioning failure or ventilation issues, please report immediately to [Contact 

Information]. 

Thank you for your cooperation in maintaining a safe and comfortable environment for 

everyone. 



Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 


