Letter Requesting Extension of Time within Flexible Working Procedure

[DATE]

[EMPLOYEE’S NAME]

[Employee’s address]

Dear [EMPLOYEE’S NAME]

Flexible Working Request

I am writing to ask if you will agree to extend the amount of time we are given under the statutory flexible working procedure to complete the process for considering your request which is likely to extend beyond the statutory limit of 3 months (due to expire on [INSERT DATE])
I wish to extend the time limit to [INSERT DATE] to enable us to [INSERT DETAILS].  The extra time is required because [INSERT DETAILS OF REASON FOR EXTENSION].

If you agree to this request, please sign the enclosed copy of this letter and return it to me or contact me to discuss an alternative date.

Yours sincerely,

…………………………………………………

[EMPLOYER]

…………………………………………………

[EMPLOYEE]

DATE ……………………………………………………

cc file

June 2014

