
Emergency Location Procedures 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Sender's Name] 

Subject: Emergency Location Procedures 

Dear [Insert Recipient's Name], 

In the event of an emergency, it is crucial for everyone to know the proper procedures to ensure 

safety and effective response. Please review the following emergency location procedures: 

1. Emergency Contacts 

* Emergency Services: Dial 911 

* Facility Manager: [Insert Name & Contact Number] 

* Security Office: [Insert Name & Contact Number] 

2. Evacuation Routes 

* Primary Route: [Describe the primary evacuation route] 

* Secondary Route: [Describe the secondary evacuation route] 

3. Assembly Points 

* Designated Assembly Point: [Insert location] 

* Alternative Assembly Point: [Insert location] 

4. Special Considerations 

* [Include any special considerations for individuals with disabilities, hazardous materials, etc.] 

We ask that all staff familiarize themselves with these procedures and participate in regular drills 

to ensure preparedness. Your safety is our top priority. 

Thank you for your attention to this important matter. 



Sincerely, 

[Insert Sender's Name] 

[Insert Sender's Title] 

[Insert Organization] 


