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ENTER DATE


Dear
I write further to your application for flexible working, made on [DATE] and our meeting of [DATE].
I am pleased to confirm I am able to accommodate your flexible working request/we were able to reach an agreement further to your flexible working request.
Or
I am pleased to confirm I am able to accommodate your flexible working request/we were able to reach an agreement further to your flexible working request on a temporary basis, as discussed in our meeting. This will be reviewed on INSERT DATE. At this point we will assess whether this new flexible working pattern has been successful and is able to continue.
Your new working pattern will be effective from [INSERT DATE] 
Or
Your new temporary working pattern will be effective from [INSERT DATE] 
The agreed flexible working pattern is detailed below:
[INSERT DETAILS OF NEW WORKING PATTERN]
All other terms and conditions will remain the same; however will be applied on a pro rata basis if your new working hours are less than full-time.
[ONLY INCLUDE BELOW PARAGRAPH IF THIS IS A PERMANENT CHANGE]
Please be advised this new working pattern is a permanent variation to your contract and there is no right by law to revert to your previous pattern. I would also like to make you aware the CCG will not normally consider more than one flexible working application per year, per individual.
Yours sincerely
Name
Job Title]
Encl. Minutes of meeting
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