
Letter of Condolence 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Organization: [Recipient's Organization] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

On behalf of [Your Organization's Name], I wish to express our deepest condolences for the loss 

of [Deceased's Name]. We were profoundly saddened to hear of their passing. 

[Deceased's Name] was not only a valued member of the [specific community or field], but their 

impact was also felt globally. Their dedication and compassion touched the lives of many, and 

their legacy will continue to inspire us all. 

During this difficult time, please know that our thoughts are with you and your family. We stand 

in solidarity with you, and we are here to support you in any way we can. 

Please convey our sympathy to all who were close to [Deceased's Name]. They will be dearly 

missed by all of us at [Your Organization's Name]. 

With heartfelt condolences, 

[Your Name] 

[Your Title] 

[Your Organization's Name] 

[Your Organization's Address] 

[Your Contact Information] 


