
                     
 

ACTIVITY WORKSHEET 

Prepare For Class 

Activity: Learning To Say No! 

 

Below are some email templates to help you say no:  

 

1. Cancelling standing appointment  

 

Subject: Request to Cancel Standing Appointment  

Dear [Recipient's Name],  

I hope this email finds you well. I’m writing to let you know that I need to cancel the 
standing appointment we previously scheduled for [specific day/time]. After careful 
consideration Unfortunately, I realized I have other commitments or priorities that require 
my focus during this time.  

I truly appreciate the opportunity and the time you’ve set aside for me, and I’m grateful for 
your understanding. If appropriate, I would be happy to revisit scheduling at a later date or 
explore other ways to stay connected.  

Thank you again for your kindness and support, and I apologize for any inconvenience this 
may cause.  

Best regards,  

   

  



                     
 

2. Declining an invitation/offer/opportunity  

  

Subject: Thank You for the Invitation/Offer  

Dear [Recipient's Name],  

 

Thank you so much for extending the invitation/offer to [specific 
event/position/opportunity]. I truly appreciate the thoughtfulness and the confidence 
you’ve shown in me by reaching out.  

After careful consideration, I’ve decided to decline this opportunity. While it’s a wonderful 
[event/offer/opportunity], I believe I wouldn’t be able to give it the time and attention it 
deserves due to my current commitments.  

I’m grateful for the opportunity and hope you understand my decision. Wishing you all the 
best with [specific event/opportunity], and I hope we can stay connected for future 
opportunities.  

Warm regards,  

 


