Emergency Evacuation Plan

Date: [Insert Date]

To: All Employees

Subject: Emergency Evacuation Plan for [Event Name]
Dear Team,

As we prepare for the upcoming [Event Name] scheduled on [Event Date], it is crucial that we
communicate our emergency evacuation plan to ensure everyone's safety.

Emergency Evacuation Procedures

In the event of an emergency, please follow these procedures:

Stay calm and listen for instructions.

Know your nearest exit routes indicated on the evacuation maps posted around the venue.
Leave personal belongings behind; your safety is the priority.

Assist those in need, including individuals with disabilities.

Proceed to the designated assembly area, which is [Assembly Area Location].

Do not re-enter the building until it is declared safe by emergency personnel.

Emergency Contacts

In case of emergencies, please contact:

o Emergency Service: [Emergency Phone Number]
« Event Coordinator: [Coordinator's Name & Phone Number]

Your cooperation is essential for a safe and successful event. Thank you for your attention to this
important matter.

Sincerely,
[Your Name]
[Your Position]

[Company Name]



