Letter Rejecting 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 regret to inform you that, on this occasion we are unable to accommodate your request 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
