













	
	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) and write to confirm that your application has been declined.

The reason(s) for your request has been refused is …………………

Insert paragraph here with brief details on why the case is refused
I hope that you will understand and accept the reason(s) why your flexible retirement request cannot be granted.  You do, however, have the right to appeal this decision.  If you wish to appeal, you should write to the Depute Chief Executive/Director of Corporate Resources within 14 days of receipt of this letter outlining your reasons for appeal.
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 inform the employee that their flexible retirement application has been declined. 












