Date:
To,

Subject: Seasonal Shift Change Request

Dear,

I am writing to formally request a change in my work shift for the upcoming season. Due to , Iwould like to
request a transfer from my current shift () to ().

I believe this adjustment will allow me to maintain my level of productivity and continue contributing effectively to
the team. | am willing to discuss and coordinate with you or my colleagues to ensure a smooth transition,
should my request be approved.

Thank you for considering my request. | look forward to your positive response.

Sincerely,

Name:
Position:
Department:



