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[Print on Company Letterhead or insert Address] 
 
 
 

 
<<Name>> 
<<Address>> 
<<Address>> 
<<Address>> 
<<Post Code>> 
 
 
<<Date>> 

 
 

Re: Flexible Working 
 

 
Dear <<Insert Title and Name>>, 
 
Following your application for flexible working dated <<Date>> and our meeting of <<Date>>, 
we have considered your request for <<Details of Flexible Working>>. I am writing to inform you 
that your request has been agreed on a trial basis, which will run from <<Insert Date>>  to 
<<Insert Date>>. This trial period will enable the Company to establish the effect of your flexible 
working arrangements on the work of your team and colleagues.  Before the end of the trial 
period, <<Insert Job Title E.g. The HR Manager>> will meet with you to discuss whether or not 
the new working pattern will become permanent.   
 
You should be aware that the flexible working pattern is, at present, only a temporary change to 
your terms and conditions of employment.  At the end of the trial period, the Company may 
require you to return to your previous contractual terms.    
 
Your flexible working request will not proceed further until the end of your trial period. 
 
Please do not hesitate to contact me should you have any further queries. 
 
Yours sincerely,  
 
 
 
 
<<Name and Title>> 
For and on behalf of <<Company Name>> 
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