
PERSONAL

Dear

FLEXIBLE WORKING REQUEST
I write to acknowledge receipt of your flexible working request, which I received on <date>.  
I would like to invite you to a meeting with me to discuss your flexible working request on <date> at <time> at <location>.  

At the meeting I will be accompanied by <name, job title>.  You have the right to be accompanied by a work colleague or trade union representative if you so wish. 

Please phone me to let me know whether or not you are able to attend this meeting.
Yours sincerely,

NAME
