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will be able to consider your request next year.
We deeply regret our inability to help you now and trust that you understand our position.
Mark Stephens

Tact and Courtesy in an Indirect Refusal. The second example skillfully han-
dles the negative message. Its opening words are on subject and neutral. They set up the
explanation that follows. The clear and logical explanation ties in with the opening. Using
no negative words, the explanation leads smoothly to the refusal. Note that the refusal also
is handled without negative words and yet is clear. The friendly close fits the one case.

Subject: Your scholarship fund request

Ms. Cangelosi:

Your efforts to build the scholarship fund for the association’s needy children are most
commendable. We wish you good success in your efforts to further this worthy cause.
We at Pinnacle are always willing to assist worthy causes whenever we can. That is why
every January we budget for the year the maximum amount we believe we are able to
contribute to such causes. Then we distribute that amount among the various deserving
groups as far as it will go. Since our budgeted contributions for this year have already
been made, we are placing your organization on our lst for consideration next year.

We wish you the best of luck in your efforts to help educate the deserving children of
the association’s members.

Mark Stephens

This email using
the indirect
approach is
better.
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