


 Address

 Date

 Opening salutation

 First Paragraph (Your introduction, relationship with the deceased, etc.)

 Second Paragraph (Experience with the deceased, his/her qualities, etc.)

 Closing Paragraph (Closing lines, offering help, support, etc.)

 Closing salutation

 Sender's name and signature



 We respectfully extend our sincerest sympathy and condolences upon the passing 
of _________________.

 We are very sorry to hear about your loss and wish to express our deepest 
sympathies to you and your family.

 We are so sorry to hear the news about the death/passing of__________.

 We are saddened by the news of your _______.

 It was with great sadness that we learned the news of the death of your ______.

 We are deeply saddened by the news of (NAME’s) passing. Our sincere 
condolences to you and your family on the passing of your _______________.

 We were coworkers of (NAME). Words cannot express our sorrow. The office won’t 
be the same without (HIM/HER).



 On behalf of all the members of the organization, please allow me to express my 
sympathies to you.

 We are at a loss of words to express how deeply sorry we are to hear about 
_________.

 We realize that you have lost the beloved one and no one will be able to replace 
him/her.

 Our deepest sympathies to you and your family during this sorrowful time.

 The entire organization/family joins me in sending our most sincere and deepest 
sympathies during this period of bereavement.



 We are sorry for your loss. (NAME), was such a great person, (HE/SHE) will live on 
in our memories forever.

 _______ was a valuable member of the organization and many people will miss 
him/her.

 You have my sympathy, love/friendship, and support.

 I wish to be of help with the planning and preparation of the funeral.



ตัวอย่างที่  3 (ในโอกาสเสียชีวติ)

Excellency,

We respectfully extend our sincerest sympathy and condolences upon the passing of 
_________________. The death of such an able statesman must have filled the people 
of ชือ่ประเทศของผูเ้สียชวิีต with deep sorrow and a sense of great loss.

Please accept, Excellency, the renewed assurances of my highest consideration.



_________________ [Name of the recipient]

________________ [Designation of the recipient]

_______________ [Department in which the recipient is working]

___________________ [Address of the organization]

Dated: ______________

Dear Mr./ Mrs. ____________ [last name of the recipient],

It is a tragic news that we lost ___________________ [name of the deceased] on ______________ [date on which 

the deceased passed away]. We were saddened to know that he/she was suffering from _____________ [illness of 

the deceased] and he/she died due to that.

He/She was a hard working individual and a very helpful colleague.  His/Her__________________________ 

[mention in details the achievements of the deceased] has always benefited and added to the progress of the 

organization. It is rare to find colleagues like him.

He/She will live on in our memories forever and may his/her soul rest in peace.

______________ [Name of the sender]

________________ [Designation of the sender]



Dear <Name>: 

I/We were saddened to hear of the death of <employee’s name> and want to express my/our 

condolences to you and your family. <Insert departmental name> and its staff appreciated the 

dedicated service <employee’s name> contributed. 

Because the Department would like to offer support to you and your family during this difficult 

time, <insert Departmental contact name> has been asked to provide assistance to you in any 

way possible, including help with University offices associated with such matters as survivor 

benefits and payroll questions. 

Again, please accept my/our sincerest sympathy. Please let me/us know if I/we can help you in 

any way. 

Sincerely, 

<Department Head or other Employee Names> 



Dear <Employee Name>: 

I/we were saddened to hear of the death of <insert family member’s name>. I/we know that 

this is a difficult time for you and your family. Words are inadequate at a time like this; however, 

please know that you and your family are in my/our thoughts. 

On behalf of all personnel of <insert departmental name>, I/we extend our deepest sympathy. 

Please let me/us know if I/we can help you in any way. 

Sincerely, 

<Department Head or other Employee Names> 





 A letter offering sympathy for loss or damage respectfully acknowledges the 
reader's misfortune while offering comfort and support. 

 Be brief and sincere as you write a message reaffirming your faith in the 
individual's ability to cope with the misfortune.



 แผน่ดนิไหว Earthquake

 พายทุอรเ์นโด Tornado

 ดนิถล่ม Landslide

 พายเุฮอรริ์เคน Hurricane

 น า้ท่วม Flood

 โคลนถล่ม Mudslide

 พายไุตฝุ่้น Typhoon

 สึนาม ิTsunami

 หิมะถล่ม Avalanche

 พายหิุมะ Blizzard

 ความแหง้แลง้ Drought

 ภเูขาไฟระเบิด Volcano eruption



Sentences

 We are sorry that your _______________ was destroyed by the earthquake, but we are 
grateful that your family escaped without injury.

 We were very concerned when we learned about the ____________________.

 We were distressed, to say the least, when we learned about the tragedy in/at ___________.

 We were deeply sorry to hear the news of _________________at/in ___________________.

 We would like to express our deep condolences after learning about the reports of เหตุการณ์ภัย

พิบัติ in สถานที่ ที่ เกิดเหตุการณ์ภัยพิบัติ, which caused heavy loss of life and severe damage. 



 hearts go out to you because of the 
destruction

 let you know how sorry we are about your

 only just learned that

 please accept our sympathy

 received more than your share of misfortune 
recently

 so sorry to hear of the

 the news was a most unwelcome surprise

 the destruction of your

 the theft and vandalism at your

 very distressed to learn

 was distressed to hear

 was very concerned when I read about

 was such a shock to read in the newspaper 
that

 was terribly shaken to hear

 was stunned to hear

 were saddened to hear of

 were shocked and angry

 were very upset to discover

 your terrible experience

 your terrifying experience



e.g.

 I/We would like to pass on my/our heartfelt concern to Your Excellency, and through you to 
the bereaved families for their tragic losses. I/We sincerely hope that the affected areas 
would soon be restored. 

e.g.

 Please accept our offer of food, clothing, transportation, or a place to stay while you are 
calculating the damages.

 Ours has always been a cooperative relationship; consequently, we will do all we can to 
ensure that you get back on your feet as soon as possible.

 Our church group is eager to organize Saturday work groups to help out however they may 
be needed.

 If we can be of any help to you as you rebuild your business, please don't hesitate to ask.



ตัวอย่างที่ 1 (ในโอกาสเกดิเหตุการณ์ภัยพบัิติ) 

I would like to express my deep condolences after I learning about the reports of 
เหตกุารณ์ภัยพิบัติ in สถานท่ีท่ีเกิดเหตกุารณ์ภัยพิบัติ, which caused heavy loss of 
life and severe damage. 
I would like to pass on my heartfelt concern to Your Excellency, and through you 
to the bereaved families for their tragic losses. I sincerely hope that the affected 
areas would soon be restored. 

Accept, Excellency, the assurances of my highest consideration. 



Dear…………………….

I would like to express my sincere concern and distress on the devastation 
suffered by the City of ……………and its people in the wake of tsunami 
experienced in the past few days.

Such natural calamities demand a huge commitment and strength on the 
leaders of people to help victims of such situations. I extend my sympathy 
and support to you during this difficult moment. 

As a gesture of goodwill please allow me to make a token donation towards 
your relief fund for the victims of tsunami. I pray that under you able 
leadership the situation in …………………. Will return to normalcy soon.

Sincerely












