
Shift Change Request 

Date: [Insert Date] 

To: [Supervisor's Name] 

From: [Employee's Name] 

Subject: Request for Shift Change 

Dear [Supervisor's Name], 

I hope this message finds you well. I am writing to formally request a change in my work shift 

for the upcoming week. Due to [briefly explain reason, e.g., a personal obligation, family 

commitment, etc.], I would like to request to switch my shift from [current shift details] to 

[preferred shift details]. 

I understand the importance of smooth operations and am willing to accommodate any necessary 

adjustments to facilitate this change. I believe this adjustment will not only help me manage my 

commitments but also ensure my continued productivity at work. 

Thank you for considering my request. I am looking forward to your understanding and support. 

Please let me know if you need any further information or if there are forms I should complete. 

Sincerely, 

[Employee's Name] 

[Employee ID] 

[Contact Information] 


