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How to Say No at Work: 13 Scripts & Strategies 
 
 

A Note From Coach Darcy Eikenberg: Why Saying No at Work Is More 
Important Than Ever 

We live in a time of great opportunity. There's lots to do in our fun, fast, and fantastic 
world of work. And because you're valuable, talented, and sweet-smelling, they want 
you involved. 

And you will always add value. Make things 
better. But at what cost? 

Because when you say "yes" to too many 
things, you end up saying "no" to the 
most important things for you.  

Your primary goals or growth agendas get 
pushed into tiny corners of time in-between 
meetings, conference calls, and commutes. 
Your sleeping habits, healthy eating, or 
regular walks outdoors can go back-burner 
fast. 

You end up sacrificing you. 

To really stay focused working in our superpower space---the place where we're bringing 
our best and highest contribution to our work and our lives, where we feel clear, 
confident, and in control---we have to get better at saying no. 

About These Scripts & Strategies 

Inspired by my coaching clients and their struggles and desires to do the right thing and 
say no (without destroying their careers), I've created 13 different ways you can put the 
right words in your mouth to say NO at work.  

I'm not promising all of these are appropriate at every time. But they'll work more often 
than not speaking up at all. So I'll trust you to use your judgment, do some 
experiments, and see what can happen for you. Questions, or want to add to the list? 
Email me at Darcy@RedCapeRevolution.com. Thanks!  
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How to Say No at Work: Thirteen Scripts & Strategies 

1. No, thank you.  

(Yes, "no" is technically a complete sentence----I like the thank you 'cause I'm friendly. 
After saying no, shut up, shut up, shut up. Don't offer an explanation; wait for a 
question or follow-up. Let there be space for discomfort. Most people won't push past 
your confidence.) 

2. I'm sorry--I'm fully committed right now.  

(Thanks to KP and the Park Tavern hostess for this one.) 

 

3. It sounds interesting, but it's not on my list of priorities right now. 

 

4. Based on what you've shared so far, I know I don't have capacity for it. 

 

5. Let me play back what I've heard you say.  

[Then share your understanding back to them.] Do I have it right? At a quick glance, I 
don't think I'll have capacity to help in the way you need. But let me look at my 
commitments and come back to you in a couple days. 

Then, follow-up later as planned, saying "As I thought, what you need won't fit into my 
schedule right now. Do you need my help figuring out other ways to either change the 
timing or scope of the project so you can find the right resource?"  
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6. Do you get pulled into projects outside your superpower space because you're copied 
on a mass email and you're just trying to help?  Ignore the urge to jump in on the mass 
email conversation and offer an opinion/advice on a problem that someone else is 
accountable for. When you offer it, you're in it. 

Instead, go directly to the person and say, "Do you have all the input you need on the 
XYZ issue that was going around in email? If you still need ideas, I had a few, but know 
you probably have it handled by now." Let them decide if they need help rather than you 
assuming your help is wanted. You'll be valued even more for giving them the respect to 
choose. 

 

7. Based on the agenda, it doesn't look like I'm needed at that meeting, so I'll take a 
pass. Thanks for including me. 

 

8. I’d love to contribute, but right now I’m laser focused on everything that has a direct 
connection to my goal of X, so I need to say no. 

 

9. I'd be happy to be of help. So let's look at what's already in 
the hopper.  

We've already set project A and B as my key priorities for the 
quarter. Which of those should we put on the back burner to 
make room for this project? [Then, shut up, shut up, shut up.] 

 
10. Thanks, but I'm not the right person for that. Do you want to take five minutes now 
brainstorming together about who is?  
 

 

11.  I hear you say you want to do X. As I look at it, if we add X to the scope of this 
assignment, we’ll compromise our priority of Y. So if Y is still our priority, we'll need to 
say no to X. 
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 12.  I don't see that we can successfully complete it sooner than planned unless we 
make changes to the timeline. Do we want to revisit the timeline together now? What 
parts can we change or drop? 

 

13.  I’m focused on serving our company’s best interest of [goal here]. With that in 
mind, no, it’s not in our best interest for me to take on Z right now. I'm happy to revisit 
it [next month, next quarter, next fiscal year]--do we want to put a check-in meeting on 
the calendar to look at it again then? 

 

How about you? Where will saying “no” help YOU say “yes” to do better work 
in your superpower space---work that’s most important, most fulfilling, and 
that’s making a difference to you, your company, and your career?  

Tell us about it on Facebook (www.Facebook.com/RedCapeRevolution), LinkedIn 
(www.LinkedIn.com/in/DarcyEikenberg) or Twitter (www.Twitter.com/RedCapeRev).  

 
 
Want more? Download these free resources from RedCapeRevolution.com: 
 

• What to Say to Build Confidence at Work 
www.tinyurl.com/RCRConfidence 

 
• Planning Guide: How to Network While You Work 

www.tinyurl.com/NetworkwithDarcy 
 

• The Only Three Questions You Need to Answer Now to Get Career Clear (video training) 
http://tinyurl.com/GetCareerClear3 

 
 

• 27 Days to Change Your Life at Work (ebook) 
http://tinyurl.com/27DaysRedCape 

 
 
Also, check out our Free Tools page at www.RedCapeRevolution.com/free-tools. 



        
p. 5                                                                                                  How to Say No at Work: 13 Scripts & Strategies 

Copyright Red Cape Revolution 2015 
www.RedCapeRevolution.com | 404.857.2738 

 

 
About Red Cape Revolution 
 
Our company provides executive coaching and leadership 
development services, plus career and success content and 
tools that reflect today’s realities, pressures, and 
opportunities. With a sense of humor about a serious subject, we 
strive to be the place where smart leaders can change their life at 
work and find fresh ways to create success for the organization and for 
themselves. 

Our mission is to help drive a movement—-a revolution—redefining and recreating the rules around how 
choose to live our lives at work today. Our work out in the world and our ideas shared at our home, 
www.RedCapeRevolution.com, all aim to generate more clarity, confidence and control in our lives at work, 
no matter what’s happening in any one economy, industry, or company. 

We know from our work with hundreds of clients that when clarity, confidence, and control accelerate, 
fear fades, and a more successful, happier, and productive workplace emerges. And those results 
are equally good for individuals, companies, communities, and the world. 

About the Founder, Darcy Eikenberg, PCC  
 
Darcy helps high performance professionals accelerate their leadership in 
ways that work for their organizations and for themselves. With a practical, 
real-life perspective, and with over 20 years’ experience working with top companies 
such as The Coca-Cola Company, Microsoft, and Deloitte, Darcy’s clients 
consistently grow to greater levels of clarity, confidence and control in their 
work and lives—all leading to better business results. 

Before launching her own business, Darcy was a Principal 
at human resources consulting firm Hewitt Associates (now 
part of AON), where she served on both the Southeast and 
the North American Communication Consulting Leadership 
teams. In those roles, she was accountable for developing 
and retaining talent, building managers and teams, and 

growing a healthy bottom-line. She also innovated and led an internal coaching 
program supporting high potential associates and high revenue teams. 

In addition to her work with executives and leaders, Darcy founded career and 
success site RedCapeRevolution.com as a way to help everyday professionals at 
all levels discover their “superpowers” and make a bigger difference in their own 
corners of the world. Her book, Bring Your Superpowers to Work: Your 
Guide to More Clarity, Confidence and Control, is available on Amazon and BN.com. 

Darcy is a popular speaker, working with organizations such as the International Association of Business 
Communicators (IABC), the Risk Management Society (RIMS), and the Public Relations Society of America 
(PRSA). She’s been quoted in the Harvard Business Review, CNN.com, Atlanta Journal-Constitution and 
CareerBuilder.com among others. Darcy is the past president of the Georgia chapter of the International 
Coach Federation (ICF) and earned her professional coaching credentials through ICF. Darcy graduated from 
Northwestern University. She welcomes hearing from you! 

Darcy@RedCapeRevolution.com      l   404.857.2REV (2738)         l    RedCapeRevolution.com 

Facebook.com/RedCapeRevolution      l     @RedCapeRev    l      LinkedIn.com/in/DarcyEikenberg 


