Template letter for accepting a time to train request
Personal & Confidential

Employee's name
address
Date
Dear Employee's name
Training request: Application under section 63D Employment Rights Act 1996

I refer to your training request dated insert date made under the new statutory procedures.
We have agreed that you will undertake the following study or training:

· insert subject or course title
· insert name and address of training venue or location
· insert dates and times of study or training
· insert name of training supervisor (if appropriate)
· insert cost of training and who will meet this cost
· insert whether training will be paid or unpaid
Please note that the University’s acceptance of your request was based on details you provided. If any of these details change, it may have an impact on the University’s ability to continue to support you. It is important that you let me know of any changes at the earliest opportunity.

If the study or training is cancelled by the provider, or if you decide not to participate, you should let me know as soon as possible.  Having now considered your request and notified the University’s decision, we are not generally required to consider another application by you under the statutory arrangements within 12 months from the date of your last request.

I would like to take this opportunity to wish you every success in your study or training.

Yours sincerely, 

Your name
