
PERSONAL

Dear

FLEXIBLE WORKING REQUEST
Thank you for attending the flexible working meeting on [date], at which myself and [name] were also present.

At the meeting we discussed your flexible working request, the reasons for it, and the working arrangements which you would consider.

At the meeting I stated that you would receive a response from me in writing within [number of days] days of the meeting, confirming whether or not it is possible to grant your flexible working request.  I am writing to let you know that I need more time to fully consider your request and so I cannot give you a response at the moment.  I will be back in touch with you by [date to be added] to either confirm whether or not it is possible to grant your flexible working request, or to arrange to meet with you again to discuss further.

Yours sincerely,

NAME
