
Critical Evacuation Procedure Alert 

Date: [Insert Date] 

To: All Personnel 

Subject: Urgent: Critical Evacuation Procedure Alert 

Dear Team, 

This is an urgent notification regarding the critical evacuation procedures that must be followed 

immediately due to [insert reason, e.g., a natural disaster, fire, security threat]. Your safety is our 

utmost priority. 

Evacuation Procedures: 

1. Remain calm and do not panic. 

2. Gather your personal belongings, if safe to do so. 

3. Follow the designated evacuation routes displayed in the facility. 

4. Assist individuals who may need help evacuating. 

5. Do not use elevators; use stairs only. 

6. Proceed to the designated assembly area located at [insert location]. 

7. Check in with your supervisor upon reaching the assembly area. 

8. Wait for further instructions from emergency personnel. 

It is essential that all employees cooperate and adhere to these procedures to ensure a swift and 

safe evacuation. Please keep this information in mind and be prepared to act accordingly. 

If you have any questions or need assistance, please contact [insert emergency contact 

information]. 

Thank you for your immediate attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company/Organization Name] 


