To
[The Recipient Name]
[Department Name]
I am writing to give you the sad news that [designation] of [department name], Mr. [name] ‘s father passed away last night. He was suffering from [disease name]. He had been battling the fatal disease for [number] years. The late Mr. [name]’s funeral will be held on [time], [date] at [place].
If you wish to attend the funeral [prayer/service] please contact Mr. [name] on [phone number] or in-person before [time]. The company vehicle would be leaving on [time] at [date].
Also, Mr. [name] has been given a leave of [number] days. In his absence, the projects he was handling are being assigned to Mr. [new name]. Please meet your team leader Mr. [name] today by [time] for further information.
Yours sincerely,
[Your Name]
[Designation]
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