Date

Name

Address

Dear ………

I have considered your request of …..(date) for a variation to your working arrangements.

Either

I confirm that I have approved your request.
Your new working arrangement will be as follows:

Your new working arrangement will commence from:

And if the new working arrangement is temporary, will end on:
(NB: If this change results in a change in hours and salary you must complete the ‘Change in FTE/Hours form” available at www.otago.ac.nz/humanresources/forms/index.html#Forms and send it to the Human Resources Division.)
OR 

I am unable to accommodate your original request. 
However, I am able to offer the following alternative arrangement which we have discussed and you agreed would be suitable to you.

Your new working arrangement will be as follows:

Your new working arrangement will commence from:

And if the new working arrangement is temporary, will end on:
If you have questions on the information provided on this form please contact me to discuss them as soon as possible. 
(NB: If this change results in a change in hours and salary you must complete the ‘Change in FTE/Hours form” available at www.otago.ac.nz/humanresources/forms/index.html#Forms and send it to the Human Resources Division.)

OR

I am sorry but I am unable to accommodate your request on the following business ground/s: (state the ground as per the guidelines at www.dol.govt.nz/worklife/flexible/act)
The ground(s) apply in the circumstances because:
Yours ……

………………………

HoD/Manager

Cc: Human Resources

