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[Print on Employer’s Letterhead or insert Address] 

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

Re: Flexible Working Request 
 
 
Dear <<Insert Title and Name>>, 

Thank you for your [letter] OR [application form] dated <<Insert Date>>, making a formal 
request for flexible working.  

I am writing to advise you that you are not eligible for the right to request flexible working 
because [you have not been employed by the Company for 26 weeks] OR [you have 
submitted a request for flexible working during the last 12 months. Employees cannot 
make a request for flexible working more frequently than once every 12 months]. 

If you need any further clarification or wish to discuss your application further, please 

contact me. 

Yours sincerely, 

 

 
<<Name and Title>> 
For and on behalf of <<Company Name>> 
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