Letter Accepting Request for study or training (no meeting)
[DATE]

[EMPLOYEE’S NAME]

[Employee’s address]

Dear [name]

Following receipt of your request for training on [DATE] I am pleased to confirm that we are able to accommodate your requested course of training.
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.

Yours sincerely, 

[EMPLOYER] ……………………………………

[EMPLOYEE] ……………………………………

DATE ……………………………………
* delete as appropriate




