
Emergency Evacuation Procedures Overview 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Sender Name] 

Dear [Recipient Name], 

As part of our commitment to ensuring the safety and well-being of all personnel, we wish to 

provide you with an overview of the essential emergency evacuation procedures to be followed 

in the event of an emergency. 

Evacuation Procedures 

1. Remain calm and assess the situation. 

2. Follow the nearest exit signs to evacuate the building. 

3. If safe to do so, assist others in your area. 

4. Do not use elevators; always use the stairs. 

5. Once outside, proceed to the designated assembly area. 

6. Report to your designated safety officer for headcount. 

Important Contacts 

In case of emergencies, please refer to the following contacts: 

• Emergency Services: [Insert Phone Number] 

• Building Security: [Insert Phone Number] 

• Safety Officer: [Insert Name & Contact Information] 

Conclusion 

Please familiarize yourself with these procedures and do not hesitate to reach out with any 

questions or concerns. 

Sincerely, 

[Your Name] 

[Your Position] 


