
Formal notice to colleagues or employees

Subject: Announcement of [Name]'s Passing

    Dear Team,

    It is with deep regret that we announce the death of our esteemed [Position/Colleague], [Name],

on [Date].  

    [He/She] contributed immensely to our organization and will be fondly remembered by all.  

    A condolence meeting will be held on [Date, Time, Location]. We encourage everyone to attend

and pay respects.  

    Sincerely,  

    [HR/Manager Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/sample-death-announcement


