
Date: [Insert Date] 

To: All [Employees/Residents/Occupants] 

Subject: Important: Emergency Evacuation Routes and Procedures 

Dear [Name/Team], 

To ensure the safety of everyone in the building, please review the following emergency 

evacuation procedures and designated routes. 

1. Evacuation Routes 

In the event of an emergency, please use the nearest marked exit. Maps of all evacuation routes 

are posted at [Location, e.g., every stairwell and elevator lobby]. 

• Primary Exit: [Insert Description] 

• Secondary Exit: [Insert Description] 

2. Assembly Point 

Once you have exited the building, please proceed immediately to the designated assembly point 

located at: 

[Insert Specific Location, e.g., The North Parking Lot] 

3. Key Procedures 

• Remain calm and do not run. 

• Do not use elevators; always use the stairs. 

• Close doors behind you to help contain fire or smoke. 

• If you are with a visitor, ensure they exit with you. 

• Report to your [Supervisor/Floor Warden] at the assembly point for a head count. 

4. Special Assistance 

Individuals requiring assistance during an evacuation should notify [Name/Department] 

immediately so a personal evacuation plan can be established. 

Please familiarize yourself with these routes today. Safety is a shared responsibility. 

Regards, 

[Your Name] 

[Your Title] 

[Organization Name] 


