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Introduction 

Condolence letter is often written to provide comfort to someone who has undergone a traggic 

experience. Most of the times such letters are written to give respect to the person who has died and 

to give comfort to the newly bereaved family. These letters often become very important to the 

bereaved person and are re-read by them many times. 

General Condolence Letter Tips 

Guidelines on how to write general condolence letter: 

• Personalize the letter: Condolence letter sounds more comforting when it is hand written, 

so always hand write your condolence letters. Send emails only if you feel the bereaved 

person would prefer emails.  

• Keep it short and simple: Condolence letter sounds the best when it is kept short and 

sweet. As a bereaved person would not be wanting to read a letter which is long and out of 

the context of the tragedy. Few simple words of comfort will do the magic which a long 

letter will fail to do.  

• The big NO-NO: Never try to tell the bereaved person that you know how he/she feels 

about the loss, as you had faced the same tragedy. Your feelings might differ compared to 

his/hers, so don't presume someone's thought and give them your advice on how to 

overcome the tragic experience.  

• Acknowledge the loss: In a condolence letter, it is very important to acknowledge the loss 

of the bereaved person. A condolence letter sounds meaningless if you don't acknowledge 

the loss.  

• Offer to help them: Before ending the letter, offer help to help the bereaved person and 

his family as they might need some support in their time of trouble. If you know the family 

very well then try to be specific on how would you like to help them. 
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Sample General Condolence Letter 

Address of the recepient 

Date: 

Dear Abram, 

I am extremely saddened to hear about your wife's death. I know Sarah was a great woman and a very 

good home maker. I can't imagine how difficult this time must be for you and your family. Where ever 

she went she always use to spread joy and happiness.  

I still remember her enthusiasm for making occassions very special. I still cherish all her memories.  

If you'd like, then I would like to cook meals for your family in this time of trouble. If you want me to 

help you in any other way then please let me know.  

Take care of yourself and know that you will always remain in my prayers and thoughts. 

Love, 

Isaac  
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General Condolence Letter Template 

Dear _______,  

Many blessings to you and your family at this difficult time. Please accept my heartfelt sympathies on 

the loss of your ________ (relationship of the deceased with the bereaved). Everyone in the office are 

shocked and saddened to hear that ______ (name of the deceased) is no more between us.  

_________ (name of the deceased) was a very generous soul. _____ (his/her) presence will be missed 

a lot by all of us.  

I know this situation might be very challenging for you. I would like you to know that I will be there for 

you in whatever ways I can. Please let me know how can I help you in these difficult days.  

May ______ soul rest in peace. 

With deepest sympathy, 

____________ (Your name) 
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Disclaimer 

 
The author and publisher of this Ebook and the accompanying materials have used their best efforts in preparing this Ebook. The author and publisher 

make no representation or warranties with respect to the accuracy, applicability, fitness, or completeness of the contents of this Ebook. The information 

contained in this Ebook is strictly for educational purposes. Therefore, if you wish to apply ideas contained in this Ebook, you are taking full responsibility 

for your actions. 

The author and publisher disclaim any warranties (express or implied), merchantability, or fitness for any particular purpose. The author and publisher 

shall in no event be held liable to any party for any direct, indirect, punitive, special, incidental or other consequential damages arising directly or 

indirectly from any use of this material, which is provided “as is”, and without warranties. 

The author and publisher do not warrant the performance, effectiveness or applicability of any sites listed or linked to in this Ebook. 

All links are for information purposes only and are not warranted for content, accuracy or any other implied or explicit purpose. 

No part of this may be copied, sold, or used in any way other than what is outlined within this Ebook under any circumstances without express 

permission from www.letters.org 


