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Name

Address
Address

Address
Date
Dear 

Flexible Working Arrangement - request confirmation letter 
As a result of recent review discussions, I can now formalise your Flexible Working arrangements of (DETAILS OF FLEXIBLE WORKING).

All other terms and condition of employment under your existing Statement of Particulars remain unaltered.

Please remember that there may be a need to renegotiate your flexible working arrangements if your individual needs, those of your colleagues or those of the service you provide change in the future.

I should be pleased if you would confirm your acceptance of this variation to contract by signing the enclosed copy letter in the space shown below and returning it.

If you have any questions regarding the flexible working scheme please contact me.

Yours sincerely,
NAME

TITLE
I hereby accept the variation of my contract as expressed above.

Signed: ……………………………………………..

Date…………………………

cc. Personnel File
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