Model letter FR2, Flexible retirement request, including notice of final retirement. 
From employee to Divisional Registrar, Head of Administration and Finance, Departmental Administrator or local HR contact
PRIVATE AND CONFIDENTIAL 

[Name]
[Jobtitle]
[Department]
[Delivered via email / by hand]
[Date]

Dear [Divisional Registrar, Head of Administration and Finance, Departmental Administrator or local HR contact]

RE: Flexible retirement  
I wish to request flexible retirement, in accordance with the Rules of the pension scheme of which I am a member. I also wish to give you notice that, if my application is approved, I shall fully retire from employment by the University on [date].

I wish to take [one flex/two flexes] in my working pattern between now and my final retirement.  The details of the request are:

	Pension scheme
	

	First flex
	

	Requested start date
	

	Requested salary decrease 

(at least 20%)
	

	Requested working pattern 

(hours and days of the week)
	

	Requested change in duties or role
	

	Requested percentage of pension benefit (multiples of 5%)
	

	Second flex (if applicable)
	

	Requested start date
	

	Requested salary decrease 

(at least 20%)
	

	Requested working pattern 

(hours and days of the week)
	

	Requested change in duties or role
	

	Requested percentage of pension benefit (multiples of 5%)
	


I confirm that I have read the University’s policy on flexible retirement and the Rules of the pension scheme to which I belong and that I have discussed this request with the [division/department] and with the Pensions Office, from whom I have received a provisional pension quotation.

Yours sincerely,

[Name]
