Pro-forma 2

Pro-forma letter: responding to request for time off for training where a meeting is required to discuss the application. NB requests should not be refused unless a meeting has been held.]
Dear 

Thank you for your [letter/email] dated [insert date] in which you requested to take time off to undertake training in [insert subject of the training requested].

I would like to meet with you to discuss this application and suggest that we meet at [insert time/date/location of meeting].  

You are entitled to be accompanied at this meeting by a work colleague or a Trade Union representative if you wish. Would you please inform me prior to the meeting who you intend to have accompanying you. Please contact me if you require any assistance in making the arrangements.

