LETTER – FLEXIBLE WORKING REQUEST INCOMPLETE APPLICATION
[DATE]

[EMPLOYER’S NAME]
[EmployeR’s address]

Dear [name]

Flexible Working Request

I acknowledge receipt of your letter/form* requesting a change to your current working arrangements.  

Although you are eligible to apply for a flexible working you have not given us all the required information we need to process your request.  Please would you therefore complete the attached form OR provide details of the following [INSERT DETAILS OF INFORMATION REQUIRED] OR fill in the missing information on the form which I am returning to you. 

When we receive your completed application we will write to let you know if your request is accepted or whether you need to attend a meeting to discuss the request further.

In the meantime I enclose a copy of the company’s flexible working policy which outlines the procedure we will follow.

If you have any queries please contact [NAME/DEPT].

Yours sincerely

[name]

[job title]

cc file

*delete as appropriate

My Current Working Pattern
INCLUDE DETAILS OF YOUR CURRENT WORKING PATTERN INCLUDING PLACE, DAYS, HOURS AND TIMES OF WORK.
Mr Proposed Working Pattern
I need to work flexibly to accommodate my caring responsibilities [PROVIDE DETAILS OF RESPONSIBILITIES IF RELEVANT] and propose the following changes:  [INCLUDE DETAILS OF THE PROPOSED NEW PATTERN OR WORK INCLUDING PLACE, DAYS, HOURS, AND TIME OF WORK, TOGETHER WITH PROPOSED DATE ON WHICH THE VARIATION WOULD TAKE EFFECT].

Impact and Suggested Accommodation of the New Working Pattern

I think this change in my working pattern will affect [NAME OF EMPLOYER] and my colleagues as follows:  [INCLUDE DETAILS OF POTENTIAL IMPACT OF THE CHANGE ON YOUR IMMEDIATE COLLEAGUES, DEPARTMENT, AND THE EMPLOYER’S WIDER BUSINESS, CLIENTS AND CUSTOMERS WHERE RELEVANT TO THE JOB IN QUESTION].

I think the effect on [NAME OF EMPLOYER] and my colleagues can be dealt with as follows: {INCLUDE DETAILS OF ANY SUGGESTIONS AS TO HOW TO DEAL WITH THE POTENTIAL IMPACT OF THE CHANGE IDENTIFIED ABOVE].

I look forward to meeting with you to discuss this request.

Yours sincerely

[name of employee]

[DEPARTMENT]
* complete/delete as appropriate

June 2014

