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[Company Name]

[Your Name]

[Date]
[Recipient Name]
[Title]
Dear [Recipient Name]:
Hope you’re having a fresh start to the new month.
I have been very happy with your performance. Your dedication and hard work makes you one of the best employees in the company. As you know, we have been rigorously looking for new projects which has resulted in more hectic work routines along with change in shift timings for some employees.
Therefore, I would like to inform you that your shift timings have been changed from night to day time. Please let me know your thoughts over this. I hope these timings will be more convenient for you and the department.
With Thanks
[bookmark: _GoBack]Sincerely,
[Your Name]
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