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[DATE]
Strictly Private and Confidential 

[NAME]
[ADDRESS1] [ADDRESS2] [ADDRESS3] [POSTCODE]

Dear [NAME]

I’m writing on behalf of [INSERT BUSINESS AREA] to say how deeply sorry we are to hear about your loss. 

I know this must be a very distressing time for you and it’s always difficult to offer any words of comfort in these sad circumstances.  But I wanted to let you know that our thoughts are with you, your family and friends at this difficult time.

[Insert any personal tributes here if appropriate].

[bookmark: _GoBack]As [INSERT NAME OF DECEASED COLLEAGE] had left the employment of the Co-op due to redundancy within the last two years, a death in service payment will be made.  I’ll be in contact shortly to arrange a time for us to meet to talk about this in more detail.  In the meantime, please feel free to contact me on [INSERT CONTACT DETAILS] if I can be of any support or assistance.

Once again, please accept our deepest sympathies for your loss. 

Yours sincerely

[MANAGER]
[JOB TITLE] 


Registered Office: Co-operative Group Limited, 1 Angel Square, Manchester M60 0AG. Reg No 525R. Registered in England and Wales.

DIS3A – Business Condolence Letter (Redundant Colleague) – February 2017 FINAL
image1.png




