TEMPLATE 2 – RETURN TO WORK ACKNOWLEDGEMENT LETTER

Dear [Insert Name]
RE: ACKNOWLEDGMENT OF RETURN TO WORK
I am writing to acknowledge your formal notification of intention to return to work following your Reservist Mobilisation.

It is agreed that you will return to work on [insert date] and in support of this, a return to work meeting has been scheduled for [Time] on [Date] and will be held [Location].

The meeting will be attended by [Line Manager] and [HR].  The purpose of this meeting is to welcome you back to work and to discuss a number of practical matters to support a smooth reintegration back into the workplace.
In the meantime if you have any queries, please do not hesitate to contact either [Line Manager] or [HR].

Yours sincerely
[Insert Name and Council position]
