Important Safety Communication

Date: [Insert Date]
To: [Insert Recipient's Name]
From: [Insert Your Name]
Subject: Abrupt Shutdown Notice for Safety Reasons
Dear [Insert Recipient's Name],
We hope this message finds you well. This letter serves to inform you of an abrupt shutdown that
will take effect immediately due to safety concerns that have arisen. The health and safety of our
staff and stakeholders are our utmost priority.
The shutdown will include the following:
o Immediate cessation of operations at [Specify Location/Department]
« Evacuation of personnel as per our emergency protocols

o Assessment and resolution of identified safety hazards

We kindly ask for your cooperation during this time. Further updates will be communicated as
soon as we have more information regarding the situation and plans for resuming operations.

Thank you for your understanding and dedication to safety.
Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



