
Retail Emergency Communication Plan 

Date: [Insert Date] 

To: All Employees 

Subject: Emergency Communication Protocols 

Dear Team, 

In the event of an emergency, it is crucial to ensure the safety of our employees and customers. 

Please familiarize yourself with the following emergency communication plan: 

Emergency Contact Numbers: 

• Store Manager: [Insert Name] - [Insert Phone Number] 

• Local Emergency Services: [Insert Number, e.g., 911] 

• Security Office: [Insert Number] 

Emergency Procedures: 

1. Evacuate the building in a safe and orderly manner. 

2. Use designated exits only; avoid elevators. 

3. Report to the assembly point located at [Insert Location]. 

4. Account for all employees and customers present. 

Communication Tools: 

• Emergency Alert System: [Explain how it works] 

• Two-way radios: [Explain usage] 

• Email updates: An email will be sent to keep everyone informed. 

For any questions or concerns regarding this plan, please do not hesitate to reach out to [Insert 

Contact Name]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 


