Letter treating a request for study or training as withdrawn
[DATE]

[EMPLOYEE’S NAME]

[Employee’s address]

Dear [name]

Request in Relation to Study or Training
I write further to your request for support for study or training in [INSERT BRIEF DETAILS].

In order to consider your request properly we arranged a meeting [OR appeal hearing] to discuss this with you on [INSERT DATE] but you failed to attend the meeting [OR appeal hearing][or give us reasons for your non attendance].  We therefore rearranged the meeting [OR appeal hearing] for [INSERT DATE] but you did not attend that meeting either.

In light of your failure, without reasonable explanation, to attend the meetings [OR appeal hearings] arranged for you we are now treating your request as withdrawn.  You may not submit a further application within the next 12 months.

If you have any queries regarding this please contact [INSERT NAME/DEPARTMENT].

Yours sincerely,

[name]

[job title]

cc file

