[bookmark: _GoBack] [Letter Date]

[Recipients Name]
[Address line 1]
[Address line 2]
[State, ZIP Code]


[Subject: Normally bold, summarizes the intention of the letter] -Optional-


Dear [Recipients Name], 

You are never far from my thoughts and prayers in this difficult time. It is not easy for any family to lose one of their parents, and you should know that your mother was one of the kindest people I have ever known. She will be sorely missed but those that knew her will know that their lives were enriched by the experience. I am glad that I had the opportunity to know her. 




Sincerely, 

[Senders Name]
[Senders Title] -Optional-
