
In Memory of Our Dear Colleague 

Date: [Insert Date] 

To the [Organization] Community, 

It is with profound sadness that we acknowledge the passing of our esteemed colleague, [Name], 

who left us on [Date]. [Name] was not only a dedicated member of our team but also a cherished 

friend to many. 

Throughout their time with [Organization], [Name] exemplified compassion, leadership, and 

commitment to our mission. Their contributions have left an indelible mark on our organization 

and will continue to inspire us. 

During this difficult time, let us come together to remember and celebrate the life of [Name]. We 

invite everyone to share their memories and thoughts during our upcoming memorial gathering 

on [Date & Time]. 

Our deepest condolences go out to [Name]'s family and loved ones. In honor of [Name]'s 

memory, we will be establishing a memorial fund to support [specific cause/initiative]. 

Let us honor [Name] by continuing to uphold the values they stood for and by supporting one 

another as we navigate this loss together. 

Sincerely, 

[Your Name] 

[Your Position] 

[Organization Name] 


