Letter Acknowledging Receipt of Flexible Working Request

[DATE]

[EMPLOYEE’S NAME]

[Employee’s address]

Dear [name]

Flexible Working Request

I confirm that I received your request to change your work pattern on [DATE].

[I shall be arranging a meeting to discuss your request with you shortly but, in any event, no later than [STATE NUMBER]* days from the date on which I received your application.

OR

I would like to invite you to a meeting to discuss your request on [DATE] at [PLACE] at [TIME].  I would be grateful if you could contact me to confirm whether these arrangements are convenient for you].

You are entitled to be accompanied at the meeting by a work colleague or a trade union representative.  Please would you let me know beforehand whether you will be bringing anyone to the meeting. **  

In the meantime, I will discuss your request with your immediate manager and make any necessary enquiries regarding your proposals.  
AND/OR 
Please let me know if you think I should consult any colleagues in particular or if you have any information which would support your request.

Yours sincerely,

[name]

[job title]

cc file

* There is no time limit stipulated now but you may wish to insert your own timescale to keep the process on track
** Delete this paragraph if the application is an informal request.
June 2014

