TimeManagement
by Steve McClatchy

it’s ok to say

How to Say “No” without Losing Your
Job or Damaging a Relationship
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If you were to invite me to a
backyard barbeque and I were to
tell you that I was out of town at a
wedding that weekend, would you
accept that answer as a “no”? If you
were my boss and you asked me to
do something that you needed done
today, and I told you I am scheduled
to be in a seminar all day, would you
accept that answer as a “no”?
You say no to things all day long
without realizing it. When you devote
your time to any one task or activity,
you are in essence saying no to
everything else you could be doing
at that same time. For example, if
you and I were in a meeting together,
you would in effect be saying no to
phone calls, emails, other meetings

and interruptions during that time.
You would also be saying no to
vacations, time with family, friends,
pets, hobbies, being at the beach
and a million other things. Every time
you say yes to one thing, by default,
you say no to everything else. The
key to success is not getting better
at saying no; it’s getting better at
saying yes to the right things.
There seems to be an unwritten
rule when it comes to requesting a
person’s time. If they already have
something planned for the time
you’re requesting, then you try to
find another time that will work. Not
all the time (adjustments can always
be made), but when you request
someone’s time and they make reference to a written plan or even pull it
out and show it to you, how do you
respond? I’ll bet, like many of us, you
start discussing a time they don’t
have planned for their help.
Why do we show such respect for
someone who has planned their time
in writing? When we plan, we are
committing in advance to the time

required to complete the plan. We
have considered what needs to be
done, prioritized the list, made decisions about when each task will be
completed and even taken the time to
write it down so we don’t forget.
This is not easy to do, and it’s not
always fun, but we all know it’s when
we are most effective. This is why so
much respect is given to someone
who has their time planned.
Event and meeting planners understand the importance of this concept. Have you ever gotten a postcard in the mail that says “save the
date”? The reason you are receiving
such a card is because the sender
knows that when an event is planned
and/or scheduled on your calendar,
it is more likely to happen because
it is easier for you to defend. When
someone requests your time for that
same time, you will most probably
say, “I’m sorry, I am out of town at a
wedding that weekend.”
Have you ever had someone ask
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aying “no” for some people
can be a very difficult and
uncomfortable thing to do.
What if I told you that the
people best at saying “no”
to poor uses of their time never actually have to say it? What they say
instead is that they have something
else planned, and they do.
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So what in your life is worth
defending? What is worth taking the
time to plan and schedule? What
would make your life better, reduce
your stress, move your business
forward or improve a relationship?
Is it exercise, creating a budget,
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But if the opportunity is a poor use
of your time, having a plan gives you
a socially acceptable way of saying
no. Planning your day provides you
with choices; it doesn’t limit them.
It’s much easier and more socially
acceptable to say you have something else planned than to just say no
to someone. I’m not suggesting that
you just say you have something else
planned, but that you actually do. I
even suggest in some cases (your
boss for instance) showing the other
person your plan so they can see it.

Leading Relationships
Workshop
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When you have a plan, it gives you
choices. If a request for your time is
a higher priority than what you have
planned, it may require some shifting
of priorities (especially if what you
have planned involves other people),
but you can certainly make the appropriate adjustments.

Steve McClatchy is
president of Alleer Training
& Consulting and the
author of the award
mcclatchy
winning, New York Times
Bestseller Decide: Work Smarter,
Reduce Your Stress and Lead by
Example. Steve provides keynotes
and workshops on the topics of
Leadership, Time Management, Consultative Selling and New Business
Development. Learn more at www.
Alleer.com, e-mail Steve@Alleer.com
or call (800) 860-1171.

Crowne Plaza Amphitheater,
King of Prussia
Thursday, June 16th, 9:00- 4:30pm
Used by Campbell’s Soup, Toyota, HP, New
York Yankees, Disney, Discovery Channel,
Philadelphia Eagles, Harvard University,
Subaru, Tiffany’s and the Washington
Capitals Hockey Team, Steve McClatchy’s
Leading Relationships workshop is about
building high performance relationships
that help you work faster, be more creative,
sell more, lead better, complete projects,
end conflict, advance your career and grow
your business.
If you are in business today, you are in
the business of relationships. The skills
of communicating effectively, setting expectations, gaining commitment, building
trust, getting others to follow through and
resolving conflict can be the most important skills you will develop for your career.
This workshop sold out in 2015, with over
100 participants! To register, contact Tara
Kaufman directly at (215) 257-4603 or
e-mail Tara@Alleer.com.
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People believe that if your time was
important, you would have it planned.
If what you’re doing is not planned,
then how important can it be? For
this reason, they believe that if you
don’t have a plan, whatever they
bring to you should be given greater
importance.

finding a mentor, scheduling date
night, benchmarking the competition,
networking or enrolling in a training
class? If these things are not planned
and scheduled, I can guarantee you
they won’t happen. Take the time to
plan and start saying yes to the right
things before you find yourself caught
up in doing the wrong things.
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“What are you doing Monday night?”
or ask what you were doing at a
certain time without telling you why
they were asking? The reason this
happens, and it seems to happen
to all of us, is because unplanned
time is more difficult to defend. If you
were to ask me what I was doing
this weekend and I said “I don’t think
I have anything,” it would be very
difficult to say no to what you were
asking me to do, even if it were to
come over and watch paint dry.
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Since its founding in 1976, STAFDA has grown from 18 members
to over 2,500 leading distributors, manufacturers and rep agents
in the construction, industrial, rental, building materials and
concrete markets. See what STAFDA can offer you!

2016 Convention & Trade Show
Atlanta, gA | november 6-8
Save the Date!

Annual Convention & Trade Show
Statistics & Benchmarking Reports
Access to Business Consultants
Educational Training Manuals
Annual Membership Directory
Discounts on Business Services
Contacts with Industry Leaders

www.stafda.org
800-352-2981

