SAMPLE LETTER OF CONDOLENCE

REF:  MILPERSMAN ARTICLE 1770-140

(Letter signed by CO, should be sent within 48 hours of casualty)




Date

Dear Mr. and Mrs. Doe:

On  behalf of the Navy Department and Commander, Navy Region, ______________, I extend my deepest sympathy to you and to each member of your family on the recent loss of your son, Avionics Maintenance Technician First Class John NMN Doe.  John was assigned to the _________________________________________ where he contributed significantly toward the unified mission of the Naval Legal Service Office and the United States Navy.  John was a fine petty officer who will be sincerely missed by his shipmates and those with whom he came in contact.

Your son died the evening of ((date)), as a result of [list known details of casualty].  

I am very proud to tell you that, although I didn’t personally know John, he was a well-liked and dedicated petty officer who honored his country and the Naval service by the work he did at _________________________  and throughout his naval career.  His distinct personality and expertise made an immediate impact on those around him.  He quickly gained the friendship of peers and subordinates alike and had a reputation as one of the finest petty officers in the command.  This is an important and positive certainty that we all can appreciate as we wrestle with the mysteries of life.

I encourage you to work with [CACO Namae], of [COMMAND NAME]who has been assigned as your Casualty Assistance Calls Officer. He may be contacted at _____________________________.  (IF THERE IS ANOTHER CACO IN ANOTHER AREA, YOU MAY INCLUDE HIS NAME/PHONE NUMBER HERE ALSO). 

A thorough Manual of the Judge Advocate General (JAGMAN) investigation is now being conducted into the circumstances surrounding John’s death.  You may obtain a copy of the completed investigation report by writing to:  (YOUR CONVENING AUTHORITY)

Please be advised that Navy investigations and their review by the chain of command normally take at least 120 days to complete, and may exceed 180 days.

Again, I extend to you my personal sympathy and understanding in your great loss.




Sincerely,




FIRST A. NAME




Captain, U.S. Navy
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