
Emergency Evacuation Routes and Exits 

Date: [Insert Date] 

To: [Employees/Residents/Occupants] 

From: [Management/Building Safety Officer] 

Dear [Employees/Residents/Occupants], 

In light of our commitment to ensuring the safety and well-being of everyone in our building, we 

have developed an updated Emergency Evacuation Plan. This plan includes clear routes and exits 

that you must familiarize yourself with in the event of an emergency. 

Evacuation Routes 

Please refer to the enclosed map indicating the designated evacuation routes: 

 

Important Exits 

• Main Exit: Located at [Specify Location] 

• Emergency Exit 1: Located at [Specify Location] 

• Emergency Exit 2: Located at [Specify Location] 

It is essential that you review this plan and understand your nearest exits. Conducting a practice 

evacuation drill will be scheduled on [Insert Date and Time]. Participation is crucial for your 

safety. 

If you have any questions or need further clarification regarding the evacuation routes and exits, 

please do not hesitate to contact [Name] at [Phone Number] or [Email Address]. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name]  

[Your Title]  

[Company/Organization Name] 


