
Shift Reminder 

Dear [Employee Name], 

This is a friendly reminder that you are scheduled to work your shift on [Date] from [Start Time] 

to [End Time]. 

Please ensure you arrive on time and are prepared for your duties. 

If you have any questions or concerns, feel free to reach out to your supervisor. 

Thank you for your hard work! 

Best regards, 

[Your Company Name] 


