
Emergency Evacuation Plan for Community 

Events 

Date: [Insert Date] 

To: [Community Group/Participants] 

Dear [Community Group/Participants], 

In the interest of safety and preparedness, we are implementing the following Emergency 

Evacuation Plan for our upcoming community event scheduled for [Insert Date and Time]. 

Please review the details carefully to ensure a smooth and organized evacuation, should the need 

arise. 

Emergency Contact Information 

• Event Coordinator: [Name] - [Phone Number] 

• Local Emergency Services: [Emergency Number] 

Evacuation Routes 

All participants are required to familiarize themselves with the designated evacuation routes: 

1. Exit Point A: [Description] 

2. Exit Point B: [Description] 

3. Assembly Area: [Location] 

Safety Procedures 

In the event of an emergency, please adhere to the following procedures: 

• Remain calm and listen for announcements. 

• Follow the directions of the event staff. 

• Proceed to the nearest exit promptly. 

• Do not use elevators during an evacuation. 

Special Considerations 

If you have specific needs or require assistance during an evacuation, please notify the event 

coordinator in advance. 



Thank you for your attention to this important matter. We look forward to a safe and enjoyable 

event! 

Sincerely, 

[Your Name] 

[Your Position] 

[Organization Name] 


