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Mr. and Mrs. Jerry Jones

123 Main Street

Somewhere, CA 95123

Dear Mr. and Mrs Jones:

The Commandant of the United States Coast Guard has asked me to express his deep regret that your (specify relationship, rate/rank, USCG/USCGR) was severely injured on (date) at/aboard (place) as a result of (provide a brief description of cause of death).   The Commandant extends his deepest sympathy to you and your family during this trying time.   

I have assigned Lieutenant Alfred Johnson, USCG to give you every possible assistance.   His cell phone number is (206) 555-1212.   
With Deepest Sympathy, 

B. Z. ALDANA
Commander, U.S. Coast Guard

By direction of the 

Commandant of the 

U.S. Coast Guard 
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