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LETTER TO NEXT OF KIN ON DEATH OF EMPLOYEE

Date ………………………………………………. (insert date)

Dear ………………………………………………. (insert name of next of kin)

I am writing, both personally and on behalf of …………………. (insert name of Company), to express my sincere condolences to you on the death of  …………………. (insert name of deceased employee).

…………………. (insert name of deceased employee) was an extremely valued and well-respected employee of the Company and [he/she] will be greatly missed here by everyone. 

If there is any way in which the Company can assist you at this difficult time, please do not hesitate to contact me and I will do my best to help. 

In addition, in due course, could you please let me know the identity of  ………………….’s (insert name of deceased employee) appointed personal representative(s) and supply me with the relevant proof of their appointment. There are outstanding salary payments that the Company needs to make in respect of  ………………….’s (insert name of deceased employee) accrued wages [and unpaid commission] [and untaken annual leave] and these need to be paid to the personal representative(s). We would like to be in a position to pay these payments over as soon as we can.

[Finally, …………………. (insert name of deceased employee) was a member of our pension scheme [and life assurance scheme] and we will now notify the [scheme provider(s)/trustees] of [his/her] death so that they can make the appropriate arrangements for any payment to be made in accordance with the rules of the scheme(s).]

Yours sincerely

………………………………………………. 

(Insert signature and name of author)
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