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Delivering Bad News 

 

 
What we agreed we would do / deliver 
 
 
 
 
 
What has actually happened is… 
 
 
 
 
 
Which means/meant… 
(with appropriate apology) 
_________________________________ 
(the effect on you/ the team/ the project) 
 
 
 
 
 
Here’s what we can do to meet our obligations and put things right… 

 


