LETTER – TIME OFF FOR TRAINING REQUEST INVALID APPLICATION
[DATE]

[EMPLOYER’S NAME]
[EmployeR’s address]

Dear [name]

Time Off for Training Request

I acknowledge receipt of your letter/form* requesting  time off to attend [INSERT DETAILS OF COURSE/STUDY PROGRAMME].
Although you are eligible to apply for time off for training you have not given us all the required information we need to process your request.  Please would you therefore complete the attached form [OR] provide details of the following [INSERT DETAILS OF INFORMATION REQUIRED] [OR] fill in the missing information on the form which I am returning to you. 

When we receive your completed application, we will write to let you know if your request is accepted or invite you to attend a meeting to discuss the request further.

In the meantime, I enclose a copy of the time off for training policy which outlines the procedure we will follow.

If you have any queries, please contact [NAME/DEPT].

Yours sincerely

[name]

[job title]

*delete as appropriate

