
PERSONAL

Dear

FLEXIBLE WORKING REQUEST
Thank you for attending the flexible working meeting on [date].
I write to confirm that your flexible working request has been approved on a trial basis.

To confirm, from [date] to [date] your working pattern will be as follows: 

 [insert details of working pattern].  

This working arrangement will be reviewed at the end of the trial period.

Yours sincerely,

NAME OF OFFICER 

Cc: AskHR (for personal file)
