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This is a script you can use to respectfully say no to a request that doesn’t fit with your goals,
priorities and schedule. Does this mean you need to have a script? In short, NO. If you don’t want
to do something, you can simply say no. No explanation needed. However, that is often difficult to
do. We feel guilty, feel like we need to explain ourselves or feel an obligation to say yes. That's why
I created this simple script for you.

Words to avoid: Maybe; Possibly; I’m not sure; I don’t think so; I’m sorry. These are confusing and

unclear. You want your “no” to be clearly understood. Plus, you have nothing to apologize for. 

 
 Example #1: “Thank you so much for

thinking of me. I really appreciate

the request. However, that won’t
work for my schedule right now.”

 
Short and sweet. It’s firm and sets

your boundaries, but is still
respectful and shows gratitude. 

 

Example #2: “Wow, that is an

interesting request. You are so

thoughtful to think of me. However, I’m
not going to be able to do that right

now. I don’t have the time to fully

commit.”
Once again, firm, but also flatters the

other person.  
 

Example #3: “Hmm. Let me think

about it. I’m not sure I have the time

for that. I’ll get back to you by (insert

date).”
This buys you some time to actually

think about the request. Then, you can
use one of the other examples if you

decide to decline. Just be sure to
respond by the given deadline out of

respect. 
 

Example #4: “I’m interested in doing

that but won’t be available until (insert

date). Would you be willing to ask me

again later?”
 

For something you actually do want to
do, but simply can’t make the time for

right now. 
 

Example #5: “I won’t be able to do

that, but I might know someone can. I’ll
talk to them and let you know.”

 
Only use this one if you actually do
know someone else who might be

interested and willing to commit. No
throwing anyone else under the bus, if

they have no idea what’s coming.
 


