[Date]
[Membership Company]

[Address 1]

[Address 2]

[City], [Province] [Postal Code]

Re:
Estate of the Late [Deceased first name] [Deceased last name]

Membership No. [XXXXXXXXXXXXXXXXX]
Dear Sir/Madam,

I am attending to the administration of the Estate of the abovenamed, formerly of [Deceased address], who died on [Deceased date of death].

The deceased held a membership card with your association which I would like to have cancelled. I would also request that you delete the name of the deceased from your records and any mailing lists.

Please advise me at the address below of the following:

· Documentation you require to take instructions from me.
· If there is an outstanding amount due or refund payable.
· Your recommended secure method for returning the card to you.
In the event of a refund, would you kindly forward a cheque payable to the abovementioned Estate to my attention.

Thanking you in advance for your co‑operation in this matter.

Yours truly,

[Name]

[Address]
