To,
[Name of Recipient]
[Address of Recipient]
Date: 
Subject: Condolence Letter Format
Dear Mr./Mrs. [name of the Recipient],
[Express and acknowledge the loss and mention the name of the deceased]
[In the main body of the letter, express your deepest condolences and sympathies with the reader]
[Mention some qualities of the deceased person]
[Include your favorite memory with the deceased person, if there is any]
[Offer your help to the survivors of the deceased person]
[End the letter with some wish or a sympathetic expression]
Yours Sincerely,
[Sender Name]
[Sender Signature]
[bookmark: _GoBack][Sender Address]
[Sender Contact Details]
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