Letter following employee’s request for early return (Adoption leave
 [date]

[Employee’s name]

[Employee’s address]

Dear [NAME]

Thank you for your letter dated [DATE] advising us that you intend to return to work earlier than the end of your adoption leave period.  We look forward to your return to work on [DATE].
As is our usual practice for employees returning from adoption leave, I would like to meet with you ahead of your return simply to discuss any special arrangements and fill you in on anything it would be helpful for you to know before your return to work.   Can I suggest a meeting on [DATE] at [TIME]?  Please let me know if that is convenient and whether you would like to meet here or somewhere more convenient to your home. 

Yours sincerely

[name]

[job title]

cc file

