Model letter FR4 - approval of flexible retirement request from divisional secretary /departmental administrator to employee
For use where flexible retirement involves a change in role or grade

	PERSONNEL/CONFIDENTIAL 

Name

Address
	
	Ref./


DD/MM/YYYY




Dear [Name],

Flexible retirement  
I am writing to confirm that the head of [division/department] has considered the request for flexible retirement contained in your letter of [date].

I am pleased to say that your request has been approved and that your flexible retirement, will start on [date]. Your new working pattern will be [details of changed role and/or grade and any changes in working hours].

In due course you will be issued with a new contract.

[Where the employee has given notice of final retirement as part of the flexible retirement package]: 

I also confirm that the department has received and recorded the notice you have given that you will fully retire from employment by the University on [date].

A copy of this letter goes to the Pension Office.

Yours sincerely,

Name

Divisional secretary/Departmental administrator
