Shift Change Request
Date: [Insert Date]

To: [Supervisor's Name]
[Company's Name]

[Company's Address]

Dear [Supervisor's Name],

I hope this message finds you well. I am writing to formally request a change to my current shift
schedule due to personal reasons that require my attention.

Currently, I am scheduled to work on [Current Shift Details]. | would like to request a shift
change to [Requested Shift Details] starting from [Start Date] if possible. | believe this
adjustment will allow me to manage my personal commitments more effectively while
continuing to meet my responsibilities at work.

| assure you that | will ensure a smooth transition and will coordinate with my team to cover any
required responsibilities during the modified schedule.

Thank you for considering my request. | look forward to your understanding and am open to
discussing this further at your convenience.

Sincerely,
[Your Name]
[Your Position]

[Your Contact Information]



