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Shift	time	change	request	email

Shift	time	change	request	email	subject	line.	

The	shift	timing	allotted	to	me	is	__:__	(Time)	till	__:__	(Time).	I	would	request	you	to	kindly	change	my	shift	to	other	shift	which	begins	from	__:__	(Time)	till	__:__	(Time).	The	reason	behind	me	requesting	for	the
same	is	____________	(Reason	–	unable	to	commute/	family	reason/	personal	reason/	any	other).I	ensure	this	will	not	be	affecting	my	output.	I	look	forward	to	hearing	back	from	you	at	the	earliest.	In	case,	any	query
arises,	you	may	contact	me	at	________	(contact	number).Thanking	you,Yours	Truly,________	(Your	Name),________	(Contact	Number)	Are	you	tired	of	working	the	night	shift?	Do	you	feel	like	your	life	is	passing	you

by	as	you	spend	your	nights	awake	and	your	days	asleep?	If	so,	you’re	not	alone.	Many	people	find	themselves	in	this	situation	and	it	can	be	tough	to	know	how	to	make	a	change.	
However,	we’ve	got	a	sample	email	for	night	shift	change	that	you	can	use	as	a	starting	point.	Whether	you	want	to	try	to	switch	to	a	different	shift,	find	a	new	job	altogether,	or	just	express	your	concerns	to	your
supervisor,	this	email	can	help	you	get	started.	And	don’t	worry,	it’s	not	set	in	stone	–	you	can	edit	it	as	needed	to	fit	your	specific	situation.	So	take	a	deep	breath,	read	on,	and	start	taking	control	of	your	work
schedule	today.	The	Best	Structure	for	a	Sample	Email	for	Night	Shift	Change	Are	you	planning	to	shift	from	working	during	the	day	to	working	during	the	night?	Changing	your	daily	routine	can	be	quite

challenging,	but	it	is	often	necessary	to	adapt	to	shifting	business	demands.	

I	look	forward	to	hearing	back	from	you	at	the	earliest.	In	case,	any	query	arises,	you	may	contact	me	at	________	(contact	number).Thanking	you,Yours	Truly,________	(Your	Name),________	(Contact	Number)	Are	you
tired	of	working	the	night	shift?	

	

From:	_________@_____.___	(Sender’s	Email	Address)To:	___________@______.___	(Email	Address	of	HR)Date:	__/__/____	(Date)Subject:	Requesting	change	of	shiftRespected	Sir/	Madam,This	is	to	most	respectfully	inform	you	that	my	name	is	______	(Name)	and	I	have	been	working	in	your	company	for	last	_______	(Duration	–	Months/	Years).	
My	employee	ID	is	________	(Employee	ID)	and	I	have	been	working	in	________	(Department).I	am	approaching	you	today	in	order	to	request	you	for	changing	my	shift.	
The	shift	timing	allotted	to	me	is	__:__	(Time)	till	__:__	(Time).	I	would	request	you	to	kindly	change	my	shift	to	other	shift	which	begins	from	__:__	(Time)	till	__:__	(Time).	The	reason	behind	me	requesting	for	the	same	is	____________	(Reason	–	unable	to	commute/	family	reason/	personal	reason/	any	other).I	ensure	this	will	not	be	affecting	my	output.	I
look	forward	to	hearing	back	from	you	at	the	earliest.	In	case,	any	query	arises,	you	may	contact	me	at	________	(contact	number).Thanking	you,Yours	Truly,________	(Your	Name),________	(Contact	Number)	Are	you	tired	of	working	the	night	shift?	Do	you	feel	like	your	life	is	passing	you	by	as	you	spend	your	nights	awake	and	your	days	asleep?	If	so,
you’re	not	alone.	Many	people	find	themselves	in	this	situation	and	it	can	be	tough	to	know	how	to	make	a	change.	However,	we’ve	got	a	sample	email	for	night	shift	change	that	you	can	use	as	a	starting	point.	Whether	you	want	to	try	to	switch	to	a	different	shift,	find	a	new	job	altogether,	or	just	express	your	concerns	to	your	supervisor,	this	email
can	help	you	get	started.	And	don’t	worry,	it’s	not	set	in	stone	–	you	can	edit	it	as	needed	to	fit	your	specific	situation.	So	take	a	deep	breath,	read	on,	and	start	taking	control	of	your	work	schedule	today.	The	Best	Structure	for	a	Sample	Email	for	Night	Shift	Change	Are	you	planning	to	shift	from	working	during	the	day	to	working	during	the	night?
Changing	your	daily	routine	can	be	quite	challenging,	but	it	is	often	necessary	to	adapt	to	shifting	business	demands.	If	you	plan	to	change	from	the	day	shift	to	the	night	shift,	you	need	to	compose	a	professional	email	that	articulates	your	intentions.	This	article	offers	insights	into	the	best	structure	for	a	sample	email	for	night	shift	change,	using	the
writing	style	of	Tim	Ferriss.	1.	Start	with	a	relevant	subject	line.	Write	a	concise	and	straightforward	subject	line	that	communicates	the	reason	for	your	email.	Use	a	subject	line	that	the	recipient	will	easily	relate	to.	Here’s	an	example:	“Requesting	a	Shift	Change	from	Day	to	Night	Shift.”	2.	Give	context.	Explain	why	you	are	requesting	this	shift
change.	You	might	state	that	you	prefer	working	at	night,	or	that	you	are	having	problems	balancing	work	and	personal	life	responsibilities	during	the	day	shift.	3.	Suggest	an	alternative	solution.	
Consider	any	alternative	solutions	that	could	be	feasible.	For	instance,	recommend	another	employee	to	take	your	place	on	the	day	shift,	or	propose	working	a	split	shift	to	balance	your	responsibilities.	4.	Be	grateful.	Show	gratitude	towards	your	employer	for	the	consideration.	You	can	thank	your	employer	for	any	accommodations	or	flexibility	that
have	been	provided	to	help	you	make	the	shift	change.	5.	Reiterate	your	conclusion.	End	your	email	on	a	positive	note.	Confirm	your	decision	to	change	shifts	and	describe	how	you	will	ensure	that	you	deliver	your	best	work	during	the	night	shift.	In	conclusion,	following	the	above	structure	for	your	sample	email	for	a	night	shift	change	will	ensure
that	you	communicate	your	intentions	professionally	and	clearly.	



I	look	forward	to	hearing	back	from	you	at	the	earliest.	In	case,	any	query	arises,	you	may	contact	me	at	________	(contact	number).Thanking	you,Yours	Truly,________	(Your	Name),________	(Contact	Number)	Are	you	tired	of	working	the	night	shift?	Do	you	feel	like	your	life	is	passing	you	by	as	you	spend	your	nights	awake	and	your	days	asleep?	If	so,
you’re	not	alone.	Many	people	find	themselves	in	this	situation	and	it	can	be	tough	to	know	how	to	make	a	change.	However,	we’ve	got	a	sample	email	for	night	shift	change	that	you	can	use	as	a	starting	point.	Whether	you	want	to	try	to	switch	to	a	different	shift,	find	a	new	job	altogether,	or	just	express	your	concerns	to	your	supervisor,	this	email
can	help	you	get	started.	And	don’t	worry,	it’s	not	set	in	stone	–	you	can	edit	it	as	needed	to	fit	your	specific	situation.	So	take	a	deep	breath,	read	on,	and	start	taking	control	of	your	work	schedule	today.	The	Best	Structure	for	a	Sample	Email	for	Night	Shift	Change	Are	you	planning	to	shift	from	working	during	the	day	to	working	during	the	night?
Changing	your	daily	routine	can	be	quite	challenging,	but	it	is	often	necessary	to	adapt	to	shifting	business	demands.	If	you	plan	to	change	from	the	day	shift	to	the	night	shift,	you	need	to	compose	a	professional	email	that	articulates	your	intentions.	This	article	offers	insights	into	the	best	structure	for	a	sample	email	for	night	shift	change,	using	the
writing	style	of	Tim	Ferriss.	1.	Start	with	a	relevant	subject	line.	Write	a	concise	and	straightforward	subject	line	that	communicates	the	reason	for	your	email.	Use	a	subject	line	that	the	recipient	will	easily	relate	to.	Here’s	an	example:	“Requesting	a	Shift	Change	from	Day	to	Night	Shift.”	2.	Give	context.	Explain	why	you	are	requesting	this	shift
change.	You	might	state	that	you	prefer	working	at	night,	or	that	you	are	having	problems	balancing	work	and	personal	life	responsibilities	during	the	day	shift.	3.	Suggest	an	alternative	solution.	Consider	any	alternative	solutions	that	could	be	feasible.	

The	shift	timing	allotted	to	me	is	__:__	(Time)	till	__:__	(Time).	I	would	request	you	to	kindly	change	my	shift	to	other	shift	which	begins	from	__:__	(Time)	till	__:__	(Time).	The	reason	behind	me	requesting	for	the	same	is	____________	(Reason	–	unable	to	commute/	family	reason/	personal	reason/	any	other).I	ensure	this	will	not	be	affecting	my	output.	I
look	forward	to	hearing	back	from	you	at	the	earliest.	In	case,	any	query	arises,	you	may	contact	me	at	________	(contact	number).Thanking	you,Yours	Truly,________	(Your	Name),________	(Contact	Number)	Are	you	tired	of	working	the	night	shift?	Do	you	feel	like	your	life	is	passing	you	by	as	you	spend	your	nights	awake	and	your	days	asleep?	If	so,
you’re	not	alone.	Many	people	find	themselves	in	this	situation	and	it	can	be	tough	to	know	how	to	make	a	change.	However,	we’ve	got	a	sample	email	for	night	shift	change	that	you	can	use	as	a	starting	point.	Whether	you	want	to	try	to	switch	to	a	different	shift,	find	a	new	job	altogether,	or	just	express	your	concerns	to	your	supervisor,	this	email
can	help	you	get	started.	
And	don’t	worry,	it’s	not	set	in	stone	–	you	can	edit	it	as	needed	to	fit	your	specific	situation.	
So	take	a	deep	breath,	read	on,	and	start	taking	control	of	your	work	schedule	today.	The	Best	Structure	for	a	Sample	Email	for	Night	Shift	Change	Are	you	planning	to	shift	from	working	during	the	day	to	working	during	the	night?	Changing	your	daily	routine	can	be	quite	challenging,	but	it	is	often	necessary	to	adapt	to	shifting	business	demands.	If
you	plan	to	change	from	the	day	shift	to	the	night	shift,	you	need	to	compose	a	professional	email	that	articulates	your	intentions.	This	article	offers	insights	into	the	best	structure	for	a	sample	email	for	night	shift	change,	using	the	writing	style	of	Tim	Ferriss.	1.	Start	with	a	relevant	subject	line.	Write	a	concise	and	straightforward	subject	line	that
communicates	the	reason	for	your	email.	Use	a	subject	line	that	the	recipient	will	easily	relate	to.	Here’s	an	example:	“Requesting	a	Shift	Change	from	Day	to	Night	Shift.”	2.	Give	context.	Explain	why	you	are	requesting	this	shift	change.	
You	might	state	that	you	prefer	working	at	night,	or	that	you	are	having	problems	balancing	work	and	personal	life	responsibilities	during	the	day	shift.	3.	Suggest	an	alternative	solution.	Consider	any	alternative	solutions	that	could	be	feasible.	For	instance,	recommend	another	employee	to	take	your	place	on	the	day	shift,	or	propose	working	a	split
shift	to	balance	your	responsibilities.	4.	Be	grateful.	Show	gratitude	towards	your	employer	for	the	consideration.	You	can	thank	your	employer	for	any	accommodations	or	flexibility	that	have	been	provided	to	help	you	make	the	shift	change.	5.	Reiterate	your	conclusion.	End	your	email	on	a	positive	note.	Confirm	your	decision	to	change	shifts	and
describe	how	you	will	ensure	that	you	deliver	your	best	work	during	the	night	shift.	In	conclusion,	following	the	above	structure	for	your	sample	email	for	a	night	shift	change	will	ensure	that	you	communicate	your	intentions	professionally	and	clearly.	Remember	to	keep	your	email	concise	and	straightforward,	and	avoid	any	language	that	might	be
offensive	or	disrespectful.	Good	luck	with	your	night	shift!	Sample	Email	Templates	for	Night	Shift	Change	Dear	[Name],	I	am	writing	to	request	a	change	in	my	night	shift	schedule	due	to	a	recent	situation.	As	you	know,	I	have	been	working	from	10	pm	to	6	am	every	weeknight,	but	I	need	to	request	a	change	to	6	pm	to	2	am.	I	understand	that	this
request	may	create	some	inconvenience	and	a	potential	impact	on	the	overall	workflow.	Still,	I	assure	you	I	will	make	up	for	any	work	missed,	and	I	am	willing	to	work	out	any	possible	solutions	to	ensure	a	smooth	transition.	Thank	you	for	your	understanding,	and	please	let	me	know	if	this	change	is	possible.	Sincerely,	[Your	Name]	Dear	[Name],	I
wanted	to	inform	you	that	I	have	been	experiencing	health	issues	lately	that	have	been	affecting	my	performance	at	work.	
As	a	result,	I	am	requesting	a	change	in	my	night	shift	schedule	from	11	pm-7	am	to	7	pm-3	am.	I	understand	that	this	request	may	inconvenience	our	team	and	affect	the	workflow,	but	I	believe	a	change	in	schedule	will	positively	impact	my	performance,	and	I	will	be	able	to	contribute	more	to	our	team	effectively.	Please	let	me	know	if	this	change	is
possible,	and	I	appreciate	your	understanding	and	support.	Sincerely,	[Your	Name]	Dear	[Name],	I	am	writing	to	request	a	change	in	my	night	shift	schedule	starting	next	month.	My	daughter	will	be	starting	her	schooling,	and	I	need	to	take	care	of	her	in	the	morning,	so	I	am	requesting	a	change	in	my	night	shift	hours	from	10	pm-6	am	to	7	pm-3	am.
I	understand	that	this	change	may	create	some	inconvenience	for	our	team,	but	I	am	willing	to	do	whatever	it	takes	to	ensure	the	shift	schedules	are	covered.	I	will	make	up	for	any	work	missed,	and	I	am	willing	to	discuss	the	possibility	of	a	job	share.	Thanks	for	your	understanding,	and	I	look	forward	to	hearing	from	you.	Sincerely,	[Your	Name]	Dear
[Name],	I	am	writing	to	request	a	change	in	my	night	shift	schedule	due	to	my	son’s	school	schedule.	Currently,	I	am	working	from	11	pm-7	am,	which	is	causing	me	difficulty	in	transporting	my	son	to	school.	I	request	a	change	in	my	night	shift	schedule	from	8	pm-4	am.	I	understand	this	request	may	create	some	inconvenience,	and	I	am	willing	to
discuss	any	possible	solutions	to	ensure	a	smooth	transition.	
Thank	you	for	your	understanding,	and	please	let	me	know	if	this	change	is	possible.	Sincerely,	[Your	Name]	Dear	[Name],	I	am	writing	to	request	a	change	in	my	night	shift	schedule	due	to	my	recent	relocation.	I	have	moved	further	from	our	office,	which	has	resulted	in	an	increase	in	commute	time	and	is	significantly	affecting	my	performance	and
work-life	balance.	I	request	a	change	in	my	night	shift	hours	from	11	pm-7	am	to	7	pm-3	am.	I	understand	this	request	may	cause	some	inconvenience,	and	I	am	willing	to	work	out	any	possible	solutions	to	ensure	a	smooth	transition.	Thank	you	for	understanding,	and	I	look	forward	to	hearing	from	you.	Sincerely,	[Your	Name]	Dear	[Name],	I	am
writing	to	request	a	change	in	my	night	shift	schedule	as	the	current	workload	is	significantly	affecting	my	performance	and	work-life	balance.	I	request	a	change	in	my	night	shift	hours	from	11	pm-7	am	to	7	pm-3	am.	
I	understand	that	this	change	may	cause	some	inconvenience	to	our	team,	and	I	am	willing	to	do	whatever	it	takes	to	ensure	the	shift	schedules	are	covered.	I	will	make	up	for	any	work	missed,	and	I	am	willing	to	discuss	the	possibility	of	swapping	shifts	with	any	other	team	member.	Thank	you	for	your	understanding,	and	I	look	forward	to	hearing
from	you.	Sincerely,	[Your	Name]	Dear	[Name],	I	am	writing	to	request	a	change	in	my	night	shift	schedule	due	to	a	family	emergency.	My	father	has	been	diagnosed	with	a	serious	illness,	and	I	need	to	spend	more	time	taking	care	of	him	during	his	treatment.	I	request	a	change	in	my	night	shift	hours	from	11	pm-7	am	to	7	pm-3	am.	
I	understand	this	request	may	cause	inconvenience,	and	I	am	willing	to	do	whatever	it	takes	to	ensure	the	shift	schedules	are	covered,	and	the	workflow	is	not	disturbed.	Thank	you	for	your	understanding,	and	I	look	forward	to	hearing	from	you.	Sincerely,	[Your	Name]	Tips	for	Writing	an	Effective	Email	Requesting	a	Night	Shift	Change	As	an
employee,	you	may	need	to	request	a	change	in	your	night	shift	schedule	due	to	various	reasons	such	as	medical	issues,	family	commitments,	transportation	issues,	or	personal	reasons,	etc.	Writing	an	email	to	your	supervisor	to	request	a	shift	change	can	be	a	challenging	task.	In	this	article,	we	will	guide	you	with	some	tips	that	can	help	you	write	an
effective	email	requesting	a	night	shift	change.	1.	
Be	Clear	and	Concise:	When	writing	an	email	requesting	a	shift	change,	make	sure	to	be	clear	and	concise.	Briefly	explain	your	reasons	for	requesting	the	change	and	what	shift	schedule	you	are	requesting.	2.	Plan	Ahead:	Plan	ahead	and	request	a	shift	change	at	least	2-3	weeks	in	advance.	This	will	allow	your	supervisor	enough	time	to	accommodate
your	request	and	make	necessary	arrangements.	3.	Provide	Supporting	Evidence:	If	you	are	requesting	a	shift	change	due	to	medical	issues	or	family	commitments,	provide	supporting	evidence	such	as	a	doctor’s	note	or	a	family	emergency	letter,	etc.	to	strengthen	your	request.	4.	Show	Willingness	to	Compromise:	If	your	requested	shift	change	is
not	feasible	due	to	staffing	issues	or	other	reasons,	be	willing	to	compromise.	Suggest	alternative	shift	schedules	and	show	flexibility.	This	will	display	a	positive	attitude,	and	your	supervisor	may	be	more	willing	to	accommodate	your	request	at	a	later	time.	5.	Use	a	Professional	Tone:	Always	use	a	professional	tone	when	communicating	with	your
supervisor.	Use	proper	grammar	and	avoid	using	slang	or	informal	language.	End	the	email	with	a	polite	thank	you	note.	Conclusion:	Writing	an	email	requesting	a	night	shift	change	can	be	a	daunting	task,	but	by	following	these	tips,	you	can	write	an	effective	and	professional	email	that	increases	your	chances	of	approval.	Remember	to	be	clear	and
concise,	provide	supporting	evidence,	plan	ahead,	show	willingness	to	compromise,	and	use	a	professional	tone	to	make	a	good	impression	on	your	supervisor.	FAQs	on	Sample	Email	for	Night	Shift	Change	What	is	a	night	shift	change	email?	A	night	shift	change	email	is	an	email	sent	by	an	employee	to	their	manager,	requesting	a	change	in	their
work	schedule	from	a	day	shift	to	a	night	shift.	The	email	should	state	the	reasons	for	the	request	and	provide	a	proposed	schedule.	What	should	be	included	in	a	night	shift	change	email?	A	night	shift	change	email	should	include	the	reasons	for	the	requested	shift	change,	a	proposed	schedule,	and	any	relevant	information	about	the	employee’s
availability	and	responsibilities.	It	should	also	be	polite	and	professional	in	tone.	How	should	I	format	my	night	shift	change	email?	Your	night	shift	change	email	should	be	formatted	like	any	other	professional	email,	with	a	clear	subject	line	and	an	introduction	that	addresses	the	recipient	by	name.	It	should	also	include	a	polite	request	for	a	shift
change,	a	proposed	schedule,	and	a	closing	that	thanks	the	recipient	for	their	consideration.	What	are	some	common	reasons	for	requesting	a	night	shift	change?	Some	common	reasons	for	requesting	a	night	shift	change	include	difficulty	sleeping	during	the	day,	personal	obligations	during	the	day,	a	desire	for	a	higher	pay	rate	or	shift	differential,	or
a	preference	for	working	during	off-peak	hours.	What	should	I	do	if	my	night	shift	change	request	is	denied?	
If	your	night	shift	change	request	is	denied,	you	should	first	try	to	understand	the	reasons	for	the	denial.	If	the	denial	is	due	to	business	needs	or	scheduling	conflicts,	you	may	want	to	try	proposing	another	schedule	that	meets	your	needs	and	the	needs	of	the	company.	If	the	denial	is	for	other	reasons,	you	may	need	to	consider	other	options	such	as
finding	a	new	job	or	adjusting	your	current	schedule	as	best	you	can.	
What	should	I	do	if	I	am	unsure	about	requesting	a	night	shift	change?	If	you	are	unsure	about	requesting	a	night	shift	change,	it	can	be	helpful	to	talk	to	someone	you	trust,	such	as	a	mentor	or	colleague,	to	get	their	perspective	and	advice.	You	should	also	consider	the	potential	benefits	and	drawbacks	of	a	shift	change,	such	as	how	it	may	impact
your	job	performance,	personal	life,	and	overall	well-being.	What	are	the	best	practices	for	requesting	a	night	shift	change?	The	best	practices	for	requesting	a	night	shift	change	include	being	clear	about	your	reasons	for	the	request,	providing	a	proposed	schedule,	being	respectful	and	professional	in	tone,	and	being	open	to	feedback	and
compromise.	You	should	also	be	prepared	to	adjust	your	proposed	schedule	or	consider	other	options	if	necessary.	Thanks	for	Reading!	Hope	you	found	this	sample	email	helpful	for	making	a	night	shift	change.	Remember,	it’s	always	better	to	talk	to	your	supervisor	and	team	first	before	making	any	unilateral	decisions.	Communication	is	key!	We’re
glad	we	could	make	your	life	a	little	easier	by	sharing	this	template	with	you.	Come	back	again	soon	for	more	inspiration,	tips,	and	tricks.	Until	then,	stay	healthy,	happy,	and	productive!	Some	companies	facilitate	their	workers	by	allowing	them	to	work	different	shifts.	This	usually	happens	in	big	organizations.	If	an	employee	has	some	personal
problems	due	to	which	he	finds	it	difficult	to	adjust	to	the	existing	work	hours,	he	can	write	a	request	letter	to	the	manager	and	ask	for	a	change	in	shift.	Remember	that	many	people	fail	to	get	their	request	approved	because	they	do	not	write	the	request	letter	in	the	right	way.	
Make	sure	that	you	have	a	sensible	reason	to	ask	for	the	shift	change.	This	will	increase	the	chances	for	you	to	get	approval.	
Writing	a	professional-looking	shift	change	request	letter	is	not	a	big	deal.	Follow	the	tips	Since	you	are	writing	this	letter	to	your	boss,	it	is	very	important	to	remain	formal.	Come	straight	to	the	point	and	start	the	letter	with	your	request.	Your	employer	will	have	to	bring	a	lot	of	changes	to	change	your	shift.	Therefore,	oftentimes	he	would	like	to
know	what	made	you	make	this	request.	So,	you	should	be	ready	to	give	the	justification	for	the	change	in	shift	request.	When	you	apply	for	a	change	in	shift,	you	must	remember	gratitude	is	an	important	part	of	making	the	request.	End	the	letter	by	saying	thank	you	to	the	reader	for	showing	cooperation	with	you	in	advance.	To	understand	how	to
write	a	request	to	your	employer,	you	can	read	the	two	sample	letters	given	below.	
Subject:	Change	in	shift	request	for	[XYZ]	Respected	sir,	Please	consider	my	request	for	a	change	in	my	work	shift.	Currently,	I	am	working	the	evening	shift.	
I	would	like	to	switch	to	the	morning	shift	because	I	have	to	be	at	home	in	the	evening	because	of	my	mother.	I	need	to	take	care	of	her	in	the	evening	because	my	wife	works	in	the	evening	and	there	is	no	one	at	home	to	take	care	of	my	mother.	I	am	well	aware	of	my	job	role,	nature,	and	requirements	and	I	have	always	tried	to	make	sure	that	I	don’t
show	negligence	at	work.	However,	the	evening	shift	is	causing	serious	problems	in	my	life.	I	have	been	working	in	your	company	for	more	than	10	years.	I	have	always	been	a	dedicated	and	passionate	employee.	I	have	already	spoken	to	Mr.	Pell	about	this	matter	and	he	has	also	encouraged	me	to	make	a	request	to	you.	If	you	want	to	get	further
investigation	about	it,	please	call	me	in	your	office.	I	would	be	very	happy	to	meet	you	and	provide	you	with	additional	details.	Thank	you	so	much	for	your	cooperation	and	support.	Regards.	MS	Word	2003+	Size:	29	KB	Respected	sir,	Please	find	this	letter	as	a	humble	request	to	you	to	change	my	morning	time	job	shift	(from	8	am	to	1	pm)	to	the
evening	time	shift	(from	4	pm	to	9	pm).	I	am	compelled	to	make	this	request	because	of	some	serious	problems.	I	come	to	my	office	from	a	remote	area	daily	and	I	have	to	depend	on	public	transport	for	this	purpose.	The	timings	of	buses	have	now	changed	and	now	I	can	find	public	transport	convenient	for	me	only	if	I	travel	in	the	evening.	Therefore,
it	is	humbly	requested	you	please	change	my	shift	so	that	I	can	conveniently	travel	from	the	office	to	home	and	vice	versa.	In	case	you	want	to	know	more	about	my	situation,	I	am	ready	to	provide	more	information.	Please	contact	me	at	my	official	contact	number.	I	would	be	so	happy	to	hear	from	you	to	resolve	my	matter.	I	know	it	might	cause	you
inconvenience	but	I	believe	that	changing	the	shift	will	not	affect	anyone	much.	Thank	you	so	much	for	your	cooperation.	I	will	be	obliged	if	you	accept	my	request.	Regards.	MS	Word	2003+	Size:	29	KB


