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Condolence Letter Template

Instructions:  You can insert details where indicated or add additional details.  Then simply save, print and mail or email the letter to the recipient.  Make sure you delete the heading and these instructions before you save and print the letter.
[Date]

Dear (Insert recipient’s name here):

On behalf of the entire AARP Driver Safety Program, I want to offer our deepest condolences for your recent loss of (insert deceased’s name).  I was deeply saddened to hear about the loss of (insert name).  (He or She) was an incredible individual and a great influence on the AARP Driver Safety Program.  (His or Her) spirit of volunteerism and giving nature were examples to all who crossed (his or her) path, both in and out of the AARP Driver Safety Program.

We understand how difficult this time must be for you and your family and want to express our support for you and the appreciation we had for (insert deceased’s name here).  Our deepest condolences and heartfelt thoughts go out to you and your family during this time of mourning.  If there is anything the AARP Driver Safety Program can do to help your family through this time, please feel free to contact me directly at (insert phone number). 

My Sincerest Sympathies,

(Insert your name)

(Insert your title)

Cc: (Insert name and title of the recipient’s immediate supervisor, State Coordinator or the Regional Coordinator)
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