
PERSONAL

Dear [name],
FLEXIBLE WORKING REQUEST
I write further to my letter to you dated [date], which stated that your flexible working request of [details of flexible working request e.g. compressed working arrangement] was approved on a trial basis.  The trial period ran from [start date] to [end date].

Further to review of this arrangement at the end of the trial period, I write to confirm that it has been decided to make this flexible working arrangement permanent.

I will notify HR of this and they will issue you with a variation to contract confirming this change.  
With effect from [start date of permanent change], your permanent contractual hours will be as follows:

[insert details of working arrangement]
Yours sincerely,

Name
Job Title
Cc: AskHR (for personal file)
