Mind map

How to say no at work without guilt

Action plan
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e Fear of seeming uncooperative e No with an alternative
e Beliefs like 'gsood people always help' e No with transparent priorities
e The cost of yes feels distant e No with a pause to assess
e A direct, cordial no
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Cost of always yes s
e Declining quality of deliverables Mistakes that weaken it
» Priorities set by others Saying no _4 ° The maybe that really means no
e Resentment and entrenched expectations e Over-justifying and over-apologizing
e Overload that leads to burnout e Declining by text on sensitive topics
N\ \
(" 4
What no means | When it's structural
e Declining the request, not the person e Culture and power imbalances weigh in
e A matter of scope, timing or priority e Record priorities and real capacity
e Every yes is a no to something e Shift the talk to resource allocation
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Key takeaway

Saying no means choosing what

Ask for time to check Show your priorities and Offer an alternative Decline directly, with Put in writing what was
ask which should give deadline or person one short reason left out
way

stays out: decline the request,
never the person.
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