Letter partially accepting Request for TRAINING
[DATE]

[EMPLOYEE’S NAME]

[Employee’s address]

Dear [name]

Request in relation to Study or Training
Thank you for attending our recent meeting on [DATE] to discuss your application in relation to study or training.  
I have considered carefully your request for undertaking [INSERT BRIEF DETAILS] and I can now inform you that we are able to grant part of your request [INSERT BRIEF DETAILS OF PART WHICH IS AGREED] but I regret to inform you that, on this occasion we are unable to accommodate your request for [INSERT BRIEF DETAILS OF THE PART WHICH IS REJECTED].  

Your application is accepted in relation to the following:

The training which has been agreed with you is as follows: [INSERT DETAILS OF AGREED COURSE INCLUDING THE QUALIFICATION IT LEADS TO, THE PROVIDER, THE TIMING AND THE LOCATION]. 

[If applicable] it has also been agreed that you will be paid for the time off you take to attend the training [SPECIFY TIME OFF].  

The organisation will/will not* pay for the cost of the tuition fees [and other associated costs – SPECIFY WHAT IS INCLUDED].  [If applicable] Payment will be made directly to the training provider OR you will be reimbursed for the course fees on production of a receipt [ADD DETAILS OF INTERNAL PROCEDURE AS APPROPRIATE].

[If applicable] The company’s offer to fund your training as outlined above is subject to you signing and returning to [NAME/DEPARMENT] a training agreement form a copy of which is attached.  The terms of the agreement mean that under certain circumstances, such as leaving the company voluntarily, you may be required to repay some or all of the funding provided.  This form must be signed and returned by [DATE] in order to ensure that your funding is paid.  

Please note that you have a duty to inform us if the course is cancelled or if the training is changed in any way from that which we have specified above or if you fail to commence or complete the course for any reason.

The reason for our decision not to support [INSERT DETAILS OF ASPECT REJECTED] is for the following business reason[s] [INSERT ONE OR MORE OF THE FOLLOWING REASONS:

· Is unlikely to improve your effectiveness in your current role

· Is unlikely to improve the performance of the business

· The burden of additional costs.

· Detrimental effect on ability to meet customer demand.

· Inability to reorganise work among existing staff.

· Inability to recruit additional staff.

· Detrimental impact on quality.

· Detrimental impact on performance.

· Insufficiency of work during the periods the employee proposes to work.

· Planned changes.]

The above reason[s] [applies OR apply] in this case because [INSERT FULL DETAILS OF BASIS OF BUSINESS DECISION TO REJECT REQUEST].

If you are unhappy with this decision you may appeal against it.  If you wish to appeal, you must write to [NAME], setting out the grounds for your appeal, within 14 days of receiving this letter.

Yours sincerely,

[name]

[job title]

cc file



