












	
	Please ask for:

Direct Dial:

Fax No.:

Your Ref:

Our Ref:
Date:
	


Dear «name of employee»
Application for Flexible Retirement
I refer to your application for flexible retirement on the basis of a reduction in your contractual hours and/or a reduction in your grade* (delete where appropriate) with a resignation date of «date»  and write to confirm that your application has been agreed in principle.

The reason(s) for your case being supported is …………………(Insert paragraph here with brief details on why the case is supported).
Your flexible retirement application will now be sent to the Pensions Section which will provide you with an estimate of pension benefits.  Based on this estimate, if you wish to formalise your flexible retirement request, you should confirm this to your line manager/Head of Service, copied to HR.  Alternatively, if you no longer wish to proceed with your request you should advise us accordingly.

Please contact « name» if you have any questions with regard to the content of this letter.
Yours sincerely

Service Director
Flexible Retirement Guidance: This model letter should be used by the line manager to confirm the employee’s flexible retirement application has been agreed. 












