
Shift Change Request 

Date: [Insert Date] 

To: [Supervisor's Name] 

From: [Your Name] 

Subject: Shift Change Request Due to Emergency 

Dear [Supervisor's Name], 

I hope this message finds you well. I am writing to formally request a shift change due to an 

emergency situation that requires my immediate attention. I am scheduled to work on [Original 

Shift Date and Time] and would like to request to be moved to [Proposed Shift Date and Time] if 

possible. 

I understand the importance of maintaining coverage and will ensure that my responsibilities are 

managed effectively before my shift change. Please let me know if this request can be 

accommodated or if there are any alternative options available. 

Thank you for your understanding and support during this situation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


