
PROFESSIONAL APOLOGY

APOLOGIZE SINCERELY • THEN MAKE IT RIGHT

Listen • Acknowledge • Apologize • Fix • Follow up



WHY A GOOD APOLOGY MATTERS
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A professional apology includes a clear action and follow-up.



DELAY • MISTAKE • INCONVENIENCE
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FOUR PARTS OF AN APOLOGY
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ACKNOWLEDGE
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A short sincere apology is better than a long excuse.



PROFESSIONAL APOLOGY PHRASES
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DELAY

02

INCONVENIENCE

03

DISAPPOINTMENT

04

FOLLOW UP

Choose the right phrase, then explain the next step.



DO • AVOID
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APOLOGIZE WITHOUT ASSUMING BLAME
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01APOLOGIZE

02ACKNOWLEDGE

03CHECK

04ACT



WHEN ANOTHER DEPARTMENT IS 
INVOLVED
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A sincere apology, clear action, and follow-up rebuild trust.


