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Apologizing Effectively
A meaningful apology fosters healing and rebuilds trust in
relationships. Use this checklist to apologize sincerely and
effectively.

10 steps Print-ready A4

N A M E S T A R T T A R G E T  D A T E

1 Acknowledge Your Mistake
Clearly state what you did wrong without excuses.

E X A M P L E “I overreacted yesterday, and I see how that hurt you.”

2 Express Genuine Regret
Show that you understand the impact of your actions.

T I P Use phrases like, “I regret how my words made you feel.”

3 Avoid Defensiveness
Resist the urge to justify your behavior during the apology.

T I P Focus on taking responsibility rather than shifting blame.
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