
Emergency Shutdown Procedure Notification 

Date: [Insert Date] 

To: [Employee/Team Name] 

From: [Your Name/Department] 

Subject: Emergency Shutdown Procedure Notification 

Dear [Employee/Team], 

This is to inform you that an emergency shutdown procedure will be implemented on [insert 

date/time]. This decision has been made due to [briefly explain reason for shutdown, e.g., 

maintenance, safety concerns, etc.]. 

Please follow the steps outlined below: 

• Ensure all equipment is powered down properly. 

• Secure all workstations and remove sensitive materials. 

• Notify your supervisor upon completion of your shutdown tasks. 

• Follow all safety protocols during the procedure. 

Your cooperation in this matter is critical to ensure a safe and efficient shutdown process. Should 

you have any questions or require assistance, feel free to contact [insert contact information]. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 


