[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], 


The news of Sarah's death has come as a great shock, it has happened all so quickly. Sarah was one the hardest workers I had ever met, and it was this work ethic that led to her success in her business life. I do remember her though as much more than a businesswoman, and I will miss her as friend as well. I would like to add my own personal donation to the Sarah Hardy Memorial Trust, it is the least I can do in memory of a great woman. 


 
Sincerely, 

[Senders Name]
[Senders Title] -Optional-
