
Shift Change Request Letter

[Your Name]

[Your Address]

[City, State, ZIP Code]

[Your Email Address]

[Your Phone Number]

[Date]

[Supervisor/Manager's Name]

[Company Name]

[Company Address]

[City, State, ZIP Code]

Subject: Shift Change Request

Dear [Supervisor/Manager's Name],

I hope this letter finds you well. I am writing to formally request a shift change for my current position

at [Company Name]. I have thoroughly considered my personal circumstances and work

requirements, and I believe a shift change would be beneficial for both me and the company.

Currently, I am assigned to the [Current Shift] which runs from [Start Time] to [End Time]. However,

due to [state the reason for the shift change - personal reasons, family commitments, health

concerns, etc.], I am finding it increasingly challenging to maintain a healthy work-life balance and

fulfill my responsibilities effectively.

After careful consideration, I propose the following shift change:

Current Shift: [Current Shift]

Proposed Shift: [Desired Shift]

The proposed shift aligns better with my personal commitments and will enable me to be more

productive during my working hours. I assure you that I will continue to maintain the same level of

dedication and professionalism in my new shift as I have in my current one.



I have discussed this matter with my colleagues, and they have kindly agreed to support the shift

change, which ensures that the team's productivity remains intact.

I understand that shift changes can have implications on the overall schedule, and I am willing to

collaborate with you and the team to make a smooth transition. If required, I am open to a trial

period for the new shift to assess its viability and to ensure that it aligns with the company's

operational needs.

I kindly request you to review my shift change request and consider it in light of the reasons

provided. I genuinely believe that this shift change will enhance both my work performance and

overall well-being, which will ultimately benefit the company.

Please let me know if there is any further information or documentation needed to process this

request. I am available for a meeting at your convenience to discuss this matter further.

Thank you for your understanding and consideration. I look forward to your response.

Sincerely,

[Your Name]


