LETTER acknowledgement of appication for time off for training
[date]
[Employee’s name]
[Employee’s address]
Dear [name]
We have recently received (on [INSERT DATE RECEIVED]) your request for time off for training and will now process your application in line with our policy on time off for training (attached).
In order that we can discuss your request fully and consider your application in relation to our business needs and your individual development, we invite you to  attend a meeting: 
Date:





Time:

Venue:

Your line manager [INSERT NAME] will chair the meeting  and will be accompanied by [INSERT NAME/DEPT] as note taker.  You are entitled to bring with you a colleague  of your choice.
Whilst we always aim to grant requests for time off for training, we must take into account the feasibility of your proposal and its impact on the business including the impact on your colleagues.  We may therefore ask you to consider alternatives, if there are other suitable  options open to you. 
Following the meeting we will communicate our decision to you in writing which may be one of the following:

· That your application is accepted in total

· That your application has been partially accepted

· That your application as it stands has not been accepted but an alternative has been proposed

· That your application is rejected and the reasons for the rejection.
Please contact [name] on [tel no] as soon as possible to confirm your attendance.

Yours sincerely
[name]
[job title]
