
Evacuation Readiness Notice 

Date: [Insert Date] 

To: [Community/Employee Name] 

Dear [Recipient Name], 

As part of our ongoing commitment to safety and preparedness, we are issuing this evacuation 

readiness communication. It is essential for all individuals to be aware of the potential need for 

evacuation due to [insert reason, e.g., natural disasters, fire hazards, etc.]. 

Please take the following steps to ensure your safety: 

• Familiarize yourself with the nearest exits and evacuation routes. 

• Prepare an emergency kit with essential supplies, including food, water, medications, and 

important documents. 

• Stay informed about potential threats through [insert relevant communication channels, 

e.g., local news, alerts, etc.]. 

• Attend scheduled evacuation drills and meetings. 

In the event of an evacuation order, further instructions will be communicated via [insert 

communication methods]. Your safety is our priority, and together we can ensure a prepared 

response for any emergency. 

For any questions or concerns, please contact [insert contact information]. 

Thank you for your attention and cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 


