Date: [Insert Date]

To: [Insert Name of Authorized Personnel/Department]

Subject: Emergency Vault Access Procedure

Dear [Insert Name],

This letter serves as the official protocol for emergency access to Vault [Insert Vault Number/ID]
located at [Insert Physical Location]. This procedure must only be initiated in the event of [Insert
Specific Conditions, e.g., System Failure, Medical Emergency, or Threat to Assets].

I. Authorization Requirements

Access during an emergency requires the presence and verification of at least [Number]
authorized individuals. Currently, the designated emergency keyholders are:

e [Name 1] - [Title] - [Contact Information]
e [Name 2] - [Title] - [Contact Information]

I1. Access Steps

1. Notify [Insert Security Department/Management]| immediately via [Insert Emergency
Phone Number].

2. Retrieve the emergency manual override key/code from [Insert Secure Location].

3. Input the emergency bypass sequence: [Insert Procedure, e.g., Sequence of keys or Dual-
authentication steps].

4. Manually engage the pressure release/locking mechanism as per the attached diagram.

III. Post-Access Requirements
Once the vault is accessed, the following actions must be taken:
e A formal incident report must be filed within [Number] hours.
e Security codes and physical locks must be reset or changed immediately.

o A full inventory audit of the contents must be performed.

Failure to follow these protocols or unauthorized use of emergency access will result in
immediate disciplinary action and investigation.

Sincerely,

[Your Signature]
[Your Printed Name]
[Your Title]
[Company Name]



