Pro-forma 1

Pro-forma letter: responding to a time off for training request. if the request is to be accepted l
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/We have given this request careful consideration and I am delighted to let you know that I/we are happy to accept your request.  The time that you have requested will be granted on [delete as appropriate] a paid basis/ an unpaid basis/the basis that you will make up the time that you need to take away from work for training. The department will/will not be able to meet the cost of this training. 

The training will take place in [insert location] on [insert date] for a period of [insert length of training period]  

[insert the following if appropriate] and will lead to you being awarded the following qualification. [insert details of qualification].

If you are unable to undertake this training, please let me know as soon as possible.

