
Formal Shift Change Request Letter

Subject: Request for Shift Change

Dear [Manager's Name],

I am writing to formally request a change in my work shift from [current shift] to [desired shift]. The

reason for this request is [brief explanation, such as family commitments, medical needs, or

educational pursuits].

I understand the importance of maintaining smooth operations, and I am willing to coordinate with

my team to ensure that my responsibilities are covered during the transition. I am confident that this

shift change will not affect my productivity and will allow me to continue performing at my best.

I kindly ask for your approval of this request, and I am open to discussing any conditions or

adjustments that may be necessary.

Thank you for your understanding.

Sincerely,

[Your Name]
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