Fire Drill Announcement

Dear Employees,

We would like to inform you that a fire drill will be conducted on [Date] at [Time]. This drill is
a important part of our safety protocol to ensure that everyone knows the proper evacuation
procedures in case of a real emergency.

Please take this drill seriously and adhere to the following instructions:

o Evacuate the building calmly and quickly via the nearest exit.
« Do not use elevators during the drill.

e Meet at the designated assembly point: [Location].

o Wait for further instructions from your supervisor or safety officer.

We appreciate your cooperation and commitment to keeping our workplace safe. Thank you for
your attention.

Best regards,
[Your Name]

[Your Position]
[Company Name]



