Dear {Recipient},

It is with great sadness that I reach out to you today in response to the death of your {relationship}, {the deceased}. Death is always a time of great sorrow, and on behalf of everyone here at {Organization}, I want to let you know that we will greatly miss {the deceased}.

We would like to present you with this {gift} in hopes that it will bring you comfort in this terrible time.

Our deepest condolences,

{Sender}

{Rank}
{Organization}
