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How to politely refuse an advance or loan request from an
employee?
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You are an HR manager at a company and John, an employee in the administration department, comes asking for a loan
from the company. It is the standard rule of the company not to give any advance or loans to any employee. However, you
should deal with such situations with tact as it is quite daunting for a man to ask for financia assistance. Gently, irfluent
English, explain to him the company rules of rejecting the loan. If possible, you can suggest certain alternatives to get a
loan. It is very important that you handle the employee's request carefully to avoid any misunderstandings.

Things To Remember When Refusing An Advance Or Loan Request

1. Politeness

Be polite in your conversations. When an employee walks in through your door to ask for aloan, he has high expectations.
He will be disappointed when he hears your negative reaction. Instead of rude answers, politely listen to his request and
answer his gquestions with polish and finesse. Explain to him, the company rules and policies.

2. Suggest alter natives

It is good to help the employee by suggesting alternatives from where he can get the financial aid such as the partner bank
involved with your company. It will open doors for him and he will leave your office with at least some hope. Do not offer
him false hopes like you will discuss it with the higher management etc. Give honest replies to his queries. Making false
promisesis against professional ethics and should be avoided at all costs.
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Sample Conver sation:

Situation----- John walksin your office.

You: Hello John, come in. Have a seat.

John: Thanks.

You: So, what isit that you wanted to talk about?

John: | wanted to discuss about a personal loan request. | am planning to buy a home in the next few months and wish to
take a loan. With the high amount of interest rates, the private banks are charging, | was hoping to get a loan from the

company at cheaper interest rates.

You: It isagreat thing that you are aiming for a house of your own. However, | am sorry to say that the company follows
astrict policy concerning employee advances or loans.

John: But why? Other companies have such facilities.

You: Yes. Could be. But this rule is implemented for both the employees as well as our safety. We don't want the
employees to be under any financial bond with us.

John: Oh. That's abad news for me.

You: However, | have a suggestion. Our banking partner HDFC has an option of cheaper flexible interest rates for our
company employees. May be you can get reasonable rates from there.

John: Okay. Thanksfor letting me know. | will check out with the bank.

You: All right. Let me know if you need any other assistance. | would be happy to help!

The above sample shows how to politely refuse financial assistance to an employee from a company. Keep the rapport
intact with proper usage of spoken English communication skills. You can aso take the help of spoken English courses
online that contain many more samples for you to draw reference.

About Eagetutor:

eAgeTutor.com is a premier online English learning ingtitute. eAge's world class faculty and ace communication experts,
from around the globe, help you to improve in an all-round manner. Assignments and tasks based on a well-researched
content developed by subject matter and industry experts can certainly fetch the most desired results for improving spoken
English skills. In this age of effective and advance communication technology, online spoken English programs are the
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most effective and convenient way to learn English.

For further information on our online English speaking courses or to experience the wonders of the virtual classroom, fix a
demonstration session with our online English tutor.
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