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[0 O 6.1 How to Apologize Each of us has, atone time or another, said or done something that we wish we hadn't
said or done.Rather than dwell on the mistake, however, we should take quick action to remedy the problem and
then get on with life. An effective letter of apology is an important part of that process and can help turn "emons
into lem- onade" and actually improve a relationship.When you are writing an apology letter , you should do as
followsd O 0 O Offer your apology in the beginning of the let-ter.Clearly state the problem "Please accept my
apol-ogy for being unable to give you a definitive answer atthis timed " or "We apologize for whatever
inconven-ience this may cause you, but[d] " [0 [0 OO Provide a brief, concise overview of the situa-tion.Include any
explanations or reasons that may pro-vide a better understanding to the individual. This willshow the reader that
you really understand the matterat hand.[J [0 [1 Focus on what actions you are taking to rectifythe problem.Assure
the reader that you have taken thenecessary steps to ensure there is no re-occurrence of the situation."We are
happy to offer you a full refundd " or"We will be happy to notify you as soon as we receivethe information you
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