
SAMPLE OF DECLINING A SPECIAL REQUEST
LETTERHEAD
Reply to:							Date:
NOTE: Reference the specific request document in the subject line, and keep all on the original cc line copied, as well as adding others if appropriate, such as a team leader.
[Address of Requestor]
SUBJECT: Letter dtd MMM/DD/YYYY Requesting  ____________________________
Dear [Requestor],
Your request dated ______ for the support of property administration on Contract _______________ is regretfully declined because… (Complete this sentence with correct content, as suggested below)
…resources are not available to accomplish this task within the next six months. Please do not hesitate to ask again after that time, or you will be notified in the event resources become available. 
OR
…the specialized expertise is not available at this time to perform the task of _________________. You will be notified in the event resources become available.
OR
…the required security clearance is not available at this time to perform the task of _________________. You will be notified in the event resources become available.
OR
…your request needs clarification. Your request cannot be considered until the following information is provided to ensure that appropriate resources are available.
OR --Describe any other restriction, such as a conflict of interest, with enough clarity to support the requestor’s pursuit of an alternative method to meet the need for support.
Please do not hesitate to contact the undersigned by email at ____________ or at phone (XXX) XXX-XXXX, DSN (XXX) XXX-XXXX, or fax (XXX) XXX-XXXX should you have any need. I hope to find a future opportunity to be of assistance.
Respectfully,
__________________________________
