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64 PREFIBEE 5 MRIER D 10 M AR FERE A PRI IR B IR 2

RSERIER, &I E CRRZIERAERGa M F— B2 0? X—EHERIR B2 RIER: &
R sorry, I let this slip, /W H HE5Z give you a heads up Ml this is entirely our fault, N
fea i N 52 A &3 ——unfortunately ANUBEEASESS 1; FAIEHEFE that's on me. make amends JX£EIA
T, 64 MIRERIXDHCREMIERES, #% TNEEGRZINERNR 24, BRI ERERZ, 1F
TN (acknowledge). 1755 (make amends) FIFAL (heads up).

RIYEER VR

1. take responsibility for - Jy----- RKHHBUE — REHIR, Pippa W& X: "you acknowledge that
you've done something wrong or that it's your fault" (ZINE GRS 7. sSKEBIRIVES), FHFEHY
"before something becomes a problem" (fEFIELERZRIFAYL) . ALK 7y T A] AAIERK

— "You can acknowledge that something's gone wrong without having to say sorry", BB

R VE, BREHIRIEARREH: JeHnE, B

2. let this slip - IXHLHR T —— Pippa WAREIEMA): "sorry, I let this slip"™——f#F¢: T just forgot

or I wasn't as organised as I should have been", F#1¥H "it's more informal’, slip & NE#% —

HIEMNF L, NGRS, B DN ol B, EERARES IS, EXBEAEN 1
won't let this happen again (J&i#), FES letit slide (MERIE) Xo——HESNERIT,
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3. give you a heads up - LA — Phil BRRTIRIEA): "I need to give you a heads up™—fi#

! "

F&: "a heads up is like a warning", %#& "there's a problem, we need to look at this again", EHER
HEMESIE L, & "communicate as early as possible" URF8@) WHE—%, a6 el
s: aheadsup; HFfFFEATE Heads up: - WAKHE WL, X757 &% Thanks for the heads up (&),

4. that's on me - ¥3% —— Phil #8524 "this nice little expression™ "that's on us" or "that's on

me"—H®FEK "it's my fault, that was down to me, I'm taking responsibility", HEE2 NXHFICAERMK
b WAL, FIAE—A] that's on me REN ZIIEFHAEFES, AIFHEK that's entirely on me (2%
Fo MAREE on; WA A RIRITHE—IBIE RS =M,

5. make amends - i #M2 —— Pippa R IER: "I want to make amends for this. I've already

thought about what we're going to do."—— R FUZINGE, TWiRALUH "come with a plan in
mind" GHFEHXIR), amend A HEIE|, make amends EEHN THITAIR; bk sorry BHE, HfT
S, [EEEE amends, 1A for; XEMSEFRMARH R AE, NEFHRTS K,

I —. JibA: G

%% HSORE L JESC )
apologise for PSREEEIPEF i "the worst thing you've had to apologise for at
work?"
on holiday N "this one time I went on holiday"
pick up the slack Wa T RS "everyone had to pick up the slack"
AR)
I forgot to do one thing T —MFEH "I forgot to do one thing"
genuine mistakes HIU RIS IR "genuine mistakes that have had a bad impact"
a bad impact 8- Al "that have had a bad impact"
accept that you made that HAINE T 56 "accept that you made that mistake and say
mistake sorry"
taking responsibility AHEFRT (REEHR)  "making apologies and taking responsibility"
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(OFS HSORE L JEScilAg

welcome back to Office YammE| Bz "welcome back to Office English"

English )

it's your fault TERIHE "you've done something wrong or that it's your fault"

genuinely isn't your fault HA BRI "something genuinely isn't your fault"

on behalf of your company  fXEAH] "apologising on behalf of your company"

in charge Y| "other people in charge"

an interesting question —MEEERAE  "There is an interesting question of when you should
apologise"

without apologising B "take responsibility without apologising"

acknowledge HIA "acknowledge that something's gone wrong"

seen as wrong BAR AR "it would be seen as wrong to apologise"

detrimental to you XFRAH] "really rude or detrimental to you"

I = v dimr omies

iOFS HSORE L JESC il

prioritise a task LS — 55 "asked you to prioritise a task"
missed the deadline L H "you've missed the deadline"

I let this slip IXHERFRT (REHHR) "sorry, I let this slip"

I won't let this happen again AR LA "I won't let this happen again”

less serious AT E "If it were something less serious"
do something about it KEUTE "I'm going to do something about it"
you get it R= T "that you get it"
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P9, SHEE s R E A

gk

working out how long the project

would take
working on a project for a client
miss your deadline

communicate as early as possible

give you a heads up

awarning

it was you

There's no confusion here.
entirely our fault

should have...

blame somebody else

that's on us

HSORE L

ERIE TH]

pok-Ialii s

A EAUE H

RETEIE

BURENEE ARG
iXY)

i

VR HY

A

BRI

(eI

FEFAT] (REEEHR)

JESZ il

"working out how long the project would

take"
"you're working on a project for a client"
"you're going to miss your deadline"

"we want to communicate as early as

possible"

"I need to give you a heads up"

"a heads up is like a warning"
"You know that it was you"
"There's no confusion here."
"this is entirely our fault"

i

"or we "should have...

"trying to blame somebody else for the

problem"

"that's on us" or "that's on me"
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m . #¥: that's on me 5 amends

i) 5%
that was down to me
make this right

come with a plan in

mind

make amends

don't know that well
let you down

at the last minute

prepare for this

SR

PR

FRAh, O

GEBUER

fiitih 2 CREREIHER)

R

BRRS T AR

SIS

TERIbI

JE Sl
"that was down to me"
"what can we do to make this right?"

"come with a plan in mind of how you might fix

things"

"I want to make amends for this"

"you don't know that well"

"a supplier has let you down at the last minute"
"at the last minute"

"not much you could have done to prepare for this"
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bad news INHE "suggest that there's bad news"

unfortunately R (597E#0) "I might say something like, "unfortunately™

I'm afraid that e (593EH#O "I'm afraid that the supplier has let me down"

the consequences EES "explain the consequences of this"

led to 55 "which led to, or which meant that"

deliver the product on time TR A= i "didn't deliver the product on time"

unavoidable ARG A "say this was unavoidable"

unforeseeable ARITUALHY "unforeseeable would be another word to use"

couldn't expect that to &I TR} "you couldn't expect that to happen”

happen

we regret BAREE CRiAES)  "things like "we regret" or "I regret""

crucially KELET "But crucially, you're not saying that it's your
fault"

m L. candid S5B3RS

(OF HSORE L JESL il

work closely with HHEY) "somebody that you work closely with"
more candid FIHE "a little bit more candid"

a little bit more yourself HiftEC "a little bit more yourself"

natural inclination AHE "your natural inclination is to apologise"

distance yourself from a problem  fEEHCMAEERKLZ "distance yourself from a problem"

look a bit odd BRI mA A% "it can kind of look a bit odd"
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run out of time RIS T
Thanks for the heads up R AR

I PRAE GRABBRDIR, TRREPD

(5P

go on holiday

I felt really bad

say sorry

before something becomes a problem
different ideas about

seen as rude

enjoy more

working out how long the project would take
fix it

explained what you should have done differently

I Y

64 MAKIAIREE Z £ UGERE, RIXAEH:

"we've run out of time"

"Thanks for the heads up"

HhSORE X

R

DL AIRERS

WA AN

FERIEERZAT

ANFEBE

PR E
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b5 T
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You came back from holiday to find the team had to pick up the slack — you forgot one task.
Small stuff, so keep it light: "Sorry, I let this slip. I won't let this happen again." Bigger miss:
the client project. Don't hide — "I need to give you a heads up": we worked out the timeline
wrong and will miss the deadline. You know that it was you, there's no confusion, so say it
straight: "this is entirely our fault — we should have flagged it earlier. That's on us." Then fix
it: "what can we do to make this right? I want to make amends — I've already come with a
plan in mind." And when it's the supplier who let you down at the last minute? Don't
apologise — "unfortunately, I'm afraid the supplier failed" — show it was unavoidable,
unforeseeable. Say "we regret the delay" — crucially, without admitting fault. If you always
try to distance yourself from problems, it looks a bit odd; a little more candid sometimes
costs nothing. Apologies aren't about saying sorry — they're about taking responsibility,

early, with a plan.

SHEF RERERR, RIS RIES TR — RS T —UiES. /NE, #ERRar: T

W, FERHERT, BAILEHELRE) ERNKR: FPUH, jlEE— RELFENE: T
WS T, EHAEBUERIT, RAEARIRHIMIE, A, B XA —
BRI R SRS, BEHA ) RJEHRC TBATE2MA BETRth? BARMEAME— T RBAIEL 8L
1o MANSR AN RS ISR TIRRIRS F7 BEIM— MRS, BN RERK T — 3B
AR, AR FMA, W TERATERIRE R —KRBAET, TRINEECRHE, MRIREZ
R LR, REERRA RE; AEER R, 2Tk, BRI E R ERN A E—Im
FETREABETE, HETH

—H)iEHE

B G /NERR let this slip, KRR heads up + entirely our fault + make amends, 3EC 77551
unfortunately / we regret (H AT, —VIRVAETHEE take responsibility F—m——fEFHE LK ZH,

v iR (PSR
Phil: What's the worst thing you've had to apologise for at A EARIEROS 1) R RERTHR

work? L?

Georgie: Ooh, I think the worst thing I had to apologise for W, FRAE TAE FIEROS B SRERERY

at work was this one time I went on holiday. #H, BH-REERR,

Georgie: I forgot to do one thing, and it meant that everyone i 7 fift—FH, 5507 NS
had to pick up the slack. TR T
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Georgie: Which means to kind of, do the work that I hadn't

done.
Georgie: And I felt really bad.

Neil: T think the kind of things that you really need to
apologise for at work are genuine mistakes that have had a

bad impact.

Neil: T think you need to accept that you made that mistake

and say sorry.

Pippa: In this episode of Office English, we're talking about
making apologies and taking responsibility for things at

work.

Phil: Hello, welcome back to Office English, your podcast
guide to the world of work.

Phil: I'm Phil.

Pippa: And I'm Pippa.

Pippa: Find a transcript for this episode on our website

Phil: OK, so we've just heard from some of the BBC Learning
English team about things they've had to apologise for at

work.

Phil: What things, Pippa, do you need to remember when it
comes to workplace apologies and taking responsibility for

things?

Pippa: Well, when you take responsibility for something,
that kind of just means that you acknowledge that you've

done something wrong or that it's your fault.

Pippa: And I think it's good to do this before something

becomes a problem.

Phil: There is an interesting question of when you should
apologise for something, because it may be that something

genuinely isn't your fault.

R ORBMEERIE ) L Lo

PRI ARG

I LIE ERIERZERR, 2
L TR, B M RYRS

-‘L%O

TRFAINE QAL TIXE, Rt
Z:EO

AR R TIE), BATINER, A&
FE TAEHA&SHTHUT,

{41 e ETES]
HUBR 7t S fe e

FTRIER,
P2 BA,

AR AT AEBATTH P R 2 -

bbclearningenglish.com,

af, WIAFAIWT T BBC Learning
English FBA) UL RIS Bt I1E TAF
S EE UNITE-N

B, EIH
T AFEICAER?

ERAAETHUE, B

YR take responsibility for
something CHHFHAMFE), EE-
HUE: RAEKINECMEE T, BE 2R
5.

i BB BRI AE IR LR

Ik Re/ NS

A PMERERF-: (aieEzE
W—— RN L AT RE R AT R IR

Ho
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Phil: It can also be tricky if you're apologising on behalf of
your company, because it might be that other people in
charge have got different ideas about whether it's

appropriate or not.
Pippa: Yeah.

Pippa: Sometimes you can take responsibility without
apologising.
Pippa: You can acknowledge that something's gone wrong

without having to kind of say sorry.

Pippa: And this will depend on the culture of your

workplace as well.

Pippa: There'll be some workplaces where you wouldn't

apologise a lot, and it would be seen as wrong to apologise.

Pippa: There would be other workplaces where it would be
seen as really rude or detrimental to you, to not apologise

for mistakes.

Phil: OK.

Phil: So, let's look at some scenarios.

Phil: So, this first one, imagine you're at work.

Phil: Your manager asked you to prioritise a task that is

really important but really boring.

Phil: You've spent too much time on a task that you enjoy
more, and you've missed the deadline for the important but

really boring task.
Phil: How would you apologise for that, Pippa?

Pippa: If it were something less serious and my manager's a
nice person, I might say something like, "sorry, I let this slip"
and 'let this slip' means I just forgot or I wasn't as organised

as I should have been, but it's more informal.

Pippa: But if I wanted to be a little bit more formal, I could

say something like, "I won't let this happen again".

QSRR ATFNER, W ATREMRT
o FMEREIHAMA, XN TREE
&) AJREAANFRIE TR,

Xfo

A IRA] DU ST E

YRATDARIAH T R, - AR B A
o

IXABHER T IRERIZ ) AL

[P BIRA S FIER, BRI
BN ARTL

SR E, U T A ER A
NAEF RS, SEXRAH,

4
BAPREIL MR
F— HRIRETE,

LIRS — I B R
RIS

IRAEE— BRI B 7R
A, BRI Z ST S5 5l 1A
1EHE,

B, REE2IER?

MRFEHE AL EH, EHAWR
4f, FKATREZUL: sorry, I let this
slip (Ui, XFRHZT) —let
this slip BAZHAMZE T, s8#FK
WEINANAZHE, HERER,

B SRFAREA— A, FRATRABL: |
won't let this happen again. (F&F
KAEIXRREERAE,)
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Pippa: And that means that I'm aware that there was a clear

problem and I'm going to do something about it.

Phil: Another thing that's really important when you're
taking responsibility for something, is to say you understand
why something's a problem, that you get it, you understand
what you did, which is obviously going to help you not do it

again.

Pippa: OK.

Pippa: Let's look at another situation.

Pippa: So, you're working on a project for a client this time.

Pippa: And it's become obvious that you made a mistake

when working out how long the project would take.
Pippa: So you're going to miss your deadline.
Pippa: What would you do, Phil?

Phil: Well, this is a situation where we need to apologise
because we've done wrong, but also, we want to

communicate as early as possible so we can try and fix it.

Phil: So, I might start off by saying "I need to give you a
heads up", and a heads up is like a warning. just you're

saying, 'there's a problem, we need to look at this again'.

Pippa: Yeah.

Pippa: And here is probably where you want to take

responsibility for the mistake.

Pippa: You know that it was you.

Pippa: There's no confusion here.

Pippa: So you could say something like "this is entirely our
fault" or we "should have..." and then explained what you

should have done differently.

Al
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Pippa: And that's just showing the client that you're taking it
seriously and you're not trying to blame somebody else for

the problem.

Phil: Yeah.

Phil: Another way you can say this nice little expression, you

say "that's on us" or "that's on me".

Phil: You're saying 'it's my fault, that was down to me, I'm

taking responsibility'.

Phil: And then, of course, you should offer to fix things so
you can say something like, "what can we do to make this

right?"

Pippa: Yeah.

Pippa: Or you could kind of already come with a plan in

mind of how you might fix things.
Pippa: So you might say, "I want to make amends for this.

Pippa: I've already thought about what we're going to do".

Phil: OK.

Phil: Now, our next situation: you've been preparing

something for your manager.

Phil: And let's imagine it's a manager that maybe you don't
know that well, or you don't have an amazing relationship

with them.

Phil: And a supplier has let you down at the last minute,

which means you're unable to meet your deadline.

PRATLABE: this is entirely our fault

(X5 2R BAIH), #E we
should have... (FATARIZ: ),
RIE IR AIZ B Mo

XBAEAR PR RAEX R
H, NTEAREHELS A

Xfo

FIRXNEBIEH — NN
1% that'sonus (EF&A1) =L that's

onme (EK),

IRIEWE: DRIRAVES, B3R, ToRM

=
el

SRIG IR, VRBZEDNFNRL, 7T LA
P : what can we do to make this
right? (BATEAMAGETR#N? )

Xfo

sFE D B B B AMROHRIR T,

PRAfBLIE: T want to make amends
for this. GRAEN LM AME,)

I've already thought about what
we're going to do. (FIE&AHLFZE
BT )

4fo

TMEBE: RN — R
@O

RIS KER, BE KRR
QO
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Phil: Now, in this scenario, it's not really your fault because
there's probably not much you could have done to prepare

for this.

Phil: So, how are we going to deal with this?

Phil: Should you apologise for this when it's clearly the

supplier's fault and not yours?

Pippa: I probably wouldn't apologise in this situation, but I
would kind of suggest that there's bad news.

Pippa: So I might say something like, "unfortunately"”.

Pippa: And then explain the situation.

Pippa: Or maybe say, "I'm afraid that the supplier has let me

down".

Phil: Yes.

Phil: And you might explain the consequences of this.

Phil: So, they didn't deliver the product on time which led

to, or which meant that.

Phil: And so, you're explaining the consequences of this

problem.

Pippa: You can also show that you've done your job properly.

Pippa: So you could say this was unavoidable or
unforeseeable would be another word to use, meaning that

you've planned everything right.

Pippa: It's just that this thing went wrong, and you couldn't
expect that to happen.

13715

PN R AE B Jm SRR T IRAIES 7, &
B A LR H i,

FERXMRE, REARRIHE—
RN REEA A AT RESR RTR &

ARELAEPE?

R AEMEN R T AENR, IRIERIZ
T ?

XMERBARMAZIER, (HREE
RERHEE,

AJHESB: unfortunately (fRig
1

RIE RN DL

SHE P AYE: I'm afraid that the
supplier has let me down. CZfft

R T TR T )
xto

RIE ] DARREIZ AR AT JE R

betn: M RSN 22 =&, which
led to / which meant that (5%

IXFEVRBEE MR AN R R A
R

IR AT AR B R AHR S AR

/AT PATIX /2 unavoidable (AT
T, BFEA S — A
unforeseeable (RAITULE)) ——
RIRRIR— TR T,
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Phil: Yeah, and an expression, you'll often hear at work or in
companies, things like "we regret" or "I regret".

Phil: So yeah, we use 'regret' when you're saying, you're
saying you're unhappy about something, you're showing

that, you know, it's not a nice situation, not a good situation.

Phil: But crucially, you're not saying that it's your fault.

Pippa: And all of these phrases will depend on who you're

talking to and what your workplace is like.

Pippa: So, we mentioned this might be a manager that you

don't work closely with.

Pippa: If it's somebody that you work closely with, then you
can probably be a little bit more candid.

Pippa: And that means a little bit more yourself.

Pippa: And so, if your natural inclination is to apologise,
even though it's not your fault, then you maybe could in that
situation, because in some workplaces, if you're just sort of

trying to blame other people, even though it's not your fault.

Pippa: If you're always kind of trying to distance yourself

from a problem, it can kind of look a bit odd.

Phil: And I regret to say that that's it for this episode of
Office English.

Phil: Unfortunately, we've run out of time, but we'll be back

next week to talk about another aspect of business English.

Pippa: In the meantime, why not try our new series, Beating

Speaking Anxiety.

Pippa: It's all about what to do when you feel nervous to

speak at work or wherever.

ORISR 127, TRBGRTOR
K%,

L‘l>

7
FeA

X, A MREER B A R BT
FFRIK: we regret 8¢ I regret (I
1/FARE D)

H regret Itf, {REEFIRNIEREIA
B, RIPZNZANE R,

HORHEAE T RBA IR IRA

FITEIXEEGLE, AR T RAEERE
i, IREVERZ 4K

BAINIA BABH 2 — A ACRIE A2
IEO

W B FHEHREBEYINA, IRARERT DA
¥ candid (HZ) —h,

REREMAC,

Pt DAGI SRR B A RE b2 AR TE A —— W
THAZ IR — AR S SR ir
FILUE, FEVERERZE, WRIR
ISPEGEDARR (32 Fl VNS

ANSRAR SR B R B A 2K,
=y S AR PN e

ifii I regret to say (FRARGE &)
— AW (PR SEXE,

BRARR RS T, H A=
[EISRHIIRS 55 S 1B ) 55— DI T
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Beating Speaking Anxiety (fkHEFF
FfEE) ?
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Pippa: You can find all episodes on our website E PR Y R ERR S BT 75 2

bbclearningenglish.com KEAHOTHRIZE 2

Phil: Thanks for the heads up. A1 B # AT DATEFRAT TR
bbclearningenglish.com $£%,

Phil: Bye for now. BRI, HX.

Pippa: Bye! B!
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