MEMORANDUM

Date:

To: ALL EMPLOYEES

From: HUMAN RESOURCES_____________________________________________________________

It is with great sadness that we inform you of the passing of [Employee Name]. [Employee’s First Name] passed away on [day of week]. [Employee’s First Name] was a valued member of our team since [first date employed], and [he/she] will be missed.

[Employee’s First Name]’s funeral will be on [date] at [time] at [name of funeral home], located at [physical address].

Employees who would like to attend services but are scheduled to work should speak to their direct supervisors about time off. Requests will be honored on a first-come, first-serve basis to allow employees to attend. Those who cannot attend the funeral services are encouraged to attend services prior to the funeral; please contact [name of funeral home] for those arrangements at [phone number]. Please keep [Employee’s First Name]’s family in your thoughts as they go through this difficult time.

HR will be available to employees who may be feeling overwhelmed with grief during this difficult time, and grief counselors have been scheduled to be available onsite on [date] between the hours of [begin and end times].

HR Department Manager,

_____________________
Express Requests
The HR Knowledge Center has gathered resources on current topics in HR management.to view and request information.
This material is for informational purposes only and not for the purpose of providing legal advice. You should always contact your attorney to determine if this information, and your interpretation of it, is appropriate to your particular situation.
