Acceptance Letter – Flexible working request

	{NAME of Organisation}

{Date}

{Employee details}

Dear {Name}

Thank you for your request to vary your working arrangements under Part 6AA of the Employment Relations Act 2000. I have carefully considered your request and agree to your proposal.

Your {hours/days/place of work} will now be {insert the changes} with effect from {insert start date}. This is a {permanent/temporary} variation to your terms and conditions of employment {if temporary: and will end on}. When the end date is reached you will return to your current working arrangements).

Kind Regards

{Manager’s Name}


