	
	[Company Name]


Memo
	To:
	[Recipient Name]

	From:
	[Your Name]

	cc:
	[Name]

	Date:
	[Click to select date]

	Re:
	Death of a Staff Member

	
	


The purpose of this e-mail is to give you information regarding the unfortunate passage of our friend and colleague, ________________. Also, we need to have a good plan in place for Monday morning to address the inevitable grieving of our staff and students. 

I hope that you have been notified via the phone tree of ____________’s passing. If not, let me apologize and assure you that all efforts were made to communicate to our school family.

The funeral arrangements are as follows:
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