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"But I assume you 
already have plans .. . " ._ _ 
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Provid ing possible reasons to 
turn down the request would 

rnake it easier for her to decline. 
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Jump: Good at Begging, Good at Being Rejected 
If you make a last-minute request, stress the "last 

minute" part by saying , " I know it is unreasonable to 

ask you at the last minute." It would make the person 

feel easy to decline with the reason you provide. 

If you say, "Even if it 's difficult this time, your help next 

time would be apprec iated," it will not only make it 

easierforthe person to decline, it will allow you to explore 

the possibi lity of your request being accepted next 

time. 

Learn the skill of making requests while providing 

the person with an escape route. You can 't get a good 

result in one shot. 
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I 
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Turning Down a Request 
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When you turn down a request, offer an apology by 

saying, "I'm very sorry that I can't be of help to you ," 

or "I'm afraid I can't be of assistance." If you respond 

impolitely, you may offend the person . 
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Unavoidable Circumstances 

If there is an unavoidable circumstance, like a memorial 

service for the fami ly, mention it when turning down 

their request. To persist in making a request alter 

that is rude, and it is not necessary for you to cater 

to such a request. 
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Etiquette o f Daily Living 
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Ending a Lengthy Phone Call or a Lo ng Chat 

" I have to be going now" sounds like you were involuntarily 

talking with the person. Even if you were just listening 

to her, always pretend that you were the one stopping 

her. Do not keep looking at your watch. Look at it 

just once when you want to finish the conversation . 

Tell her that you want to hear more when you have 

more time. 

When You are Asked to Become a Board 

Member of a Society 

If you wantto convey the message that you are interested 

in the position but are too busy, say someth ing like, 

"I 'm afraid I cannot accept it this year, but maybe 

next year." 'Tm too busy" or '' Can you find someone 

with more time?'' wou ld create ill fee lings. Since the 

person who is offering the position could be interested 

in the very position, saying " I think you would be 

better for the position" might also be a good way to 

respond. 
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Do Not D e lay in Giving an Answ e r 

Delaying giving your answer would deprive her of an 

opportunity to ask another person. If you cannot 

answer immediately, offer a specific date as to when 

you can , saying something like, "Can you wait until 

tomorrow?" "Let me think about it" is not an appropriate 

response , as one cannot tell if it is a positive answer 

or not. 
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Say Thank You 
Te ll the person that you 
appreciate the invitation. 

' Showing appreciation is always 
', important in communication. 
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No Apologies are Need e d 

When declining an invitation, often times we offer a 

word of apology. However, since it is not an obligation 

to accept the invitation, saying "I'm sorry" might make 

the person who invited you feel awkward. 
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When You are Invite d for Drinks 

If you are a light drinker, tell him that you cannot drink 

before heading to a restaurant or bar. "Let's go for 

a drink" might mean not only "let 's drink" but also 

" let's get to know each other." 
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G iv ing an Indirect Resp onse 

Saying someth ing like, "I'm available now, but there 

is a chance that I need to do XX ... " or " I'm not sure 

about that day ... " is one way to decline an invitation 

indirectly. 
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D o N ot C o mplain 

Refrain from declining the invitation with complaints 

like "I 'd love to go, but I have neither the money or 

clothes for it." It could make you look miserable. 
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Showing Appreciation 
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Etiquette of Daily Living 

"Thank you" and More 

When you want to show extra appreciation, add simple 

phrases like "I'm delighted" or "I'm so grateful" to a 

simple "tl1ank you ." Or comment on the person's 

kindness by saying, " I was touched by your 

thoughtfulness." 

Say "Thank You" Even for Small Things 

The closer you get to a person, the more you tend to 

take the person for granted. Try to be sure you express 

your appreciation, even for small things , by saying 

" thank you ." 

Don't Say "Domo" 

As with "domo" in greetings, saying "d6mo" to express 

gratitude is not always appropriate. "D6mo" is a 

clipped word of "d6mo arigat6 gozaimasu" and it 

does not convey your gratitude. 
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Phrases to Express Appreciation 

"Thank you very much for being so thoughtful." 

" I am grateful for your consideration." 

" I really appreciate all the trouble you 've gone to for 

me." 

" I can 't thank you enough for your kindness." 

Be careful when saying , "You didn't have to bother." 

The expression might give the impression that the 

person did something that was unnecessary. 

Say "Thank You" to Your Spouse 

Showing your gratitude to your spouse is essential. 

Words of acknowledgement needn 't be reserved for 

special occasions. Tell him or her what made you 

happy and express your sincere thanks with openness 

and sincerity. 

Express ing G ratit ude to Your Girlfriend I 
Boyfriend 

Stress how considerate th e person was by saying, 

"Thank you so much for being so considerate. You're 

the best!" Possible responses when you are thanked 

would include: "I 'm happy to be of your help" or " I'm 

happy that you 're happy." 
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Com p lain ing 
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It is important to express your feelings or opinions, 

but insisting too strongly or justifying yourself too 

much won't get you anywhere. Stop and ask yourself: 

What do I want to achieve? And what is the best way 

to make that happen? 
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Etiquette of Daily Living 
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Call the Person by His Name 

When you make a complaint at a store, address an 

employee specifically. Confirm the name of the employee, 

and make a specific request like " Mr. XX, could you 

exchange this for another one?" rather than ignoring 

him and asking for the supervisor. 
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Share Information 

When you point out someone's mistake, talk to the 

person as if you are sharing information. Say " I think 

the garbage pick-up day is Tuesday," for example, 

rather than, "You're not supposed to throw out your 

garbage except on Tuesdays." 


