OFFICIAL
[bookmark: _Toc103443287][bookmark: _Toc143602757][bookmark: _Toc213684765]Annex 7.1 Template Acknowledgment Letter – Notification of Death Individual Contractor

[Insert date]
[insert practice name and address]
Contract number: [insert contract number]

Dear [insert name]
We acknowledge receipt of your recent letter informing us of the death of [insert name]. 
[insert personal message of condolences]
Following our conversations, we confirm that the contract has terminated on [insert date].  We will be in contact with you shortly to finalise the arrangements in relation to the ending of the contract.
Or
Following our conversations as you are engaging the services of appropriate ophthalmic practitioners, we are happy that the contract continues for a period of three months, ending on [insert date].
Or 
Following our conversations as you are engaging the services of appropriate ophthalmic practitioners, we are happy that the contract continues for a period of three months.  As we have also discussed we are happy to extend this period for a further three months for a total of six months, ending on [insert date]
During this period, we will continue to work with you to resolve the longer-term arrangements regarding the above contract.
Please do not hesitate to contact me if you have any questions or if I can be of any further assistance to you.
Yours sincerely 

[Name]
[Job title]
[Commissioning organisation
