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Take-Aways
	Saying yes all the time is unhealthy and causes unnecessary stress.
	Most people have a hard time saying no at work and at home.
	Adults often say no to children, but saying no to other adults is much more difficult.
	Knowing when to say yes and when to say no creates a healthy life balance.
	When you have trouble saying no, and then say nothing, waffle or say maybe, you are in effect saying yes. Learn to say no when you mean no.
	The "POWER" approach to deciding whether to say yes or no involves identifying "Purpose, Options, When no is needed, Emotional ties, Rights and Responsibilities."
	Learning to say no is a skill. Assess your current skill level, then practice. There are six "say no" personalities: direct, indirect, gracious, detailed, inspired and greedy.
	When you say no, remember that you are refusing a request, not rejecting the person.
	If you have difficulty saying no, practice out loud while looking in the mirror. Prepare your words in advance so you’ll know how to say no with conviction.
	You always have a choice. Don’t just say yes to things because you feel bad or guilty.


Recommendation
This book benefits those who face exhaustion from overwork, stress and overuse of the word yes - and that includes almost everyone. No matter what level of employment or management you are in, where you work or what your responsibilities are, most people have a natural propensity to say yes far too often. Jana Kemp’s book will help if you sometimes say yes when you don’t want to, or even when you are not fully capable of committing to and delivering on the promise you are making. She offers tools and advice for timely, sound decision-making. Even though the book’s self-assessment mechanisms, introspective exercises and checklists can get a bit repetitive, reinforcement is the best way to change your automatic responses. The habit of overcommitting can harm your relationships and your physical and mental health, including your stress level. Kemp finds that people want to please others so much that they overcommit in every venue of their lives. getAbstract.com says Yes! to this book for anyone who needs to learn how to become comfortable saying no and how to do so in a direct, gracious manner that refuses the request without rejecting the person. (By the way, if you don’t need to learn this skill, you can always just say No!)

Summary
Why Learning to Say No Matters
Saying yes to requests from others all the time isn’t healthy. In fact, it signals that you don’t value yourself as much as you should; as a result, others won’t respect or value you as much as they should. Whether in the workplace, at home, with your family or friends, or when someone asks you to volunteer or contribute to a worthy cause, you can’t say yes all the time and still be a healthy, well-balanced individual. Even the most willing person still has only so many hours in a day. Saying yes too often causes stress, which affects the quality of your work, your relationships and your health. Here are just a few of the instances when you need to know how to say no like you mean it:
	To set boundaries for your personal well being (whether a boundary of time or space or just to keep your sanity). You are entitled to physical, mental, spiritual and emotional space.
	When you are just too tired to meet the request and do it right.
	For your personal safety or in self-defense, or for the safety of others.
	To make room in your life or your schedule for other opportunities you want to pursue.
	When you feel like you don’t have full control of your life.
	When others treat you poorly or take advantage of you.
	When someone threatens you or your assets.
	When you are not being true to yourself or to your values and principles.
	When what you are being asked to do is illegal, unethical or dishonest.

“Saying no can show that you have respect for yourself and for someone else.”

Most people realize that saying no can be risky - that’s why few do it often enough. The risks, or perceived risks, associated with saying no include:
	People won’t like you or could judge you as harsh, uncaring, pessimistic or rude.
	You won’t make the sale or close the deal.
	You’ll be labeled "not a team player" or "self-centered."
	You won’t get the raise you want or you could even get fired.
	You could miss out on future opportunities.
	You have to take the heat for your decision.

“Give up feeling obligated to say yes to everything.”

Despite these risks, it is important to say no when appropriate. Saying yes when you should say no provokes many negative consequences, including:
	Your work suffers - You can’t do everything and do it in a high quality way.
	Your relationships suffer - You are stressed, cranky, resentful or absent.
	Your health suffers - You feel exhausted. A lack of "down" time hurts your mental, physical, emotional and spiritual health.
	You become a people pleaser - You try to "earn" or "buy" respect or friends.
	You have no time - You can’t get to the things you really want to do.
	You spend money you don’t want to spend - Say no to debt, impulse purchases and the like.

“Be firm, be clear and say no when you mean no and yes when you mean yes.”

Saying yes or no can have positive, negative or even neutral consequences. There is a time and a place for each answer. Weigh the pros and the cons before you decide. Heed your analytical reasoning and your emotional reaction. Don’t discount either one. Trust your instincts and go with them.
What Is Your Approach to Saying No?
Most people tend to say no in one of three ways:
	"Masters of No" - While gracious, they leave no doubt that they really mean no.
	"Wafflers" - They waiver, waffle and often give the impression that they can be talked into saying yes even though they may really want to say no.
	"Yes-ism People" - They say yes right away or start to say no but leave the door open for the request to return and for someone to talk them into saying yes, which they usually do. 

“Saying no is meant to be an act of clarity, politeness, diplomacy and discernment.”

By examining how you usually respond to requests and the words or phrases you tend to use, you can determine if you have mastered the ability to say no, whether you tend to waffle or answer maybe, or whether you just say yes to most requests. Each approach has upsides and downsides, but wafflers or yes-ism people are likely to feel stressed and out of control of their lives - and that’s not good.
The "POWER" Approach to Decision Making
The relatively simple "POWER" approach can help you analyze each situation, make a quick determination and take appropriate decisive action. "POWER," stands for "Purpose, Options and resources, When, Emotional ties, and Rights and Responsibilities." These logical or emotional checkpoints can help you make timely decisions. (No more waffling or indecisiveness!) Based on your responses to the questions in the "POWER" analysis, you can assess if you want to, or should, say yes or no. Now stick to your convictions and respond accordingly. For each question, invitation or request, determine:
	"Purpose" - What is "the purpose of the request?" Should you be involved? What is your personal intent? Is your involvement safe or dangerous? Does it support your values, goals and personal priorities? If the request does not mesh with your purpose, say no. 
	"Options and resources" - Ask yourself how you would fulfill the request. What are your options? Who and what resources (people, tools, equipment, time, money) are available to help you? Will you have the necessary authority? Given these responses, can you meet this request successfully without undue stress? If not, say no. 
	"When?" - Ask questions to establish a specific deadline for the completion of the request. Can you wrap it up on time with the resources available? Is the deadline firm or flexible? If you cannot meet the request in the time allowed - and do a good job - say no. 
	"Emotional ties" - Most people have some kind of gut reaction to an invitation, request or demand. This is your emotional response. Always trust it and follow your instincts. If you feel uneasy, say no. If you have a positive emotional reaction or, at least, don’t have a negative emotional reaction, continue your "POWER" assessment. 
	"Rights and responsibilities" - The "R" could also stand for repercussions. What are the repercussions of saying yes versus saying no? Ask questions to determine specifically what you are expected to do. 

How to Say No Like You Mean It
You can say and mean no but be nice about it. Saying no doesn’t have to involve being rude or unkind. Generally, people say no using one of the following six no personalities or styles (or a combination of two or more):
	"Direct" - A simple, clear, confident, right to the point no, with an even voice, eye contact, no excuses, nice but matter-of-fact. "No. I’m not going to the game tonight."
	"Indirect" - Indecisive and uncertain, not confident, may seem to be making excuses. "I’d really like to but I can’t."
	"Gracious" - Kind, respectful and nice while saying no in a warm tone of voice. "No. I won’t be attending. Thank you for the invitation." Or, "No, I appreciate that you asked me to serve, but this is not the year for me to take anything else on."
	"Detailed" - Uses lots of details to explain why no is the answer. "No. We won’t be at the party. Jacob and Jenna have soccer games that we are committed to attending."
	"Inspired" - A confident, comfortable, conversational no that doesn’t hurt anyone’s feelings. "You are very kind to think of me, however, no, I am not able to join you." 
	"Greedy" - Saying no in a mean, obnoxious or bossy way or as a means of controlling others. "No, you can’t have all that to yourself. I want some." To restate this as a more direct and gracious no, you might say, "Will you please share some of that with me?"

“Find the courage to say no and stick to it.”

Ideally, strive to use the direct, gracious or inspired style of saying no, or a combination of these styles. These tactics help you say no clearly while still maintaining a good relationship with the person whose request you are refusing. Adapt your style of decision-making and saying no to each individual situation and environment. However, in some specific cases, such as when your safety is at risk and "niceness" is not a consideration at all, you might use the greedy approach to protect yourself.
Saying No and Making It Work
When you decide to say no, convey your message straightforwardly, without incurring negative consequences, by:
	Using tact and graciousness, but also being firm. 
	Using good word choices that leave no room for doubt or misinterpretation.
	Saying no out loud.
	Asking direct and specific questions; then applying the "POWER" evaluation. 
	Creating a list of your assets, priorities and values. Measure your decision against that list. 
	Realizing that saying no is the ethical thing to do if you cannot follow through on your yes.
	Realizing that you have a moral and ethical responsibility to say no in certain circumstances. To say yes would be wrong.
	Establishing a "Policy of No;" set clear personal guidelines that establish circumstances when you can quickly, easily say no because it conflicts with your "policy."
	Maintaining eye contact, using a pleasant tone of voice, being polite and having a positive attitude. Remember, you’re refusing a request, not rejecting the person making it. 

Finding a Balance
It’s important not to say either no or yes all the time. Either extreme can get you into hot water. Being indecisive and waffling is nearly as bad. Simply get the information you need, analyze the data, tune in to your gut instincts and make a well-informed decision. Assess each request against your personal beliefs, values and goals, and then make an educated choice about whether it is in your or your family’s best interest to say yes or no.
“It is worse to say yes and mean no than it is to say no in the first place.”

Just as saying no all the time can be selfish and detrimental, waffling can hold up other people’s decision-making process, thus inconveniencing them. Saying yes all the time can also be harmful, because it usually involves making false promises. No one can do everything all the time. None of these behaviors is ethical. Make the best decision you can with the information available. If you turn out to be wrong, determine where you erred, resolve to do better next time and move forward. Don’t delay decision-making or flip-flop to buy time, hoping to avoid a tough situation. Face it, decide and communicate your decision. Once you’ve said no, stick with it. Don’t weaken or change your mind.
If You Find It Tough to Say No, Just Practice
Like any other skill, learning to say no meaningfully and at the appropriate times and places must be developed and practiced. If you are particularly uncomfortable saying no - or saying no in specific situations or with certain people - then practice. You can practice by saying no to yourself in the mirror, doing role-playing exercises with others or planning what to say in advance of a situation.
“You do not owe anyone an explanation.”

Many combinations of words and phrases clearly convey the meaning no without being open to other interpretation. But, be careful. Some words and phrases can be interpreted to mean something other than no, like yes, maybe or "if you pursue this long enough I may change my mind." When you want to say no, choose words that clearly communicate no. Use body language, a tone of voice and a facial expression that support, not contradict, your words. Like a "Master of No," be polite, direct, detailed or inspired. Choose the approach that fits the situation and your personality.
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