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Letter to Reduce Hours at Work ﻿
To,
Mr. Fredrick Dawn
Chief Executive Officer
Bells Wedding Planners
Nottingham, UK
Date:
SUBJECT: A REQUEST TO REDUCE WORK HOURS
I am Mr. ABC, working in the sales department of the company for 10 years. I am writing this letter to make a humble request to you to reduce my work hours. I am compelled to ask for this favor because of the new addition to my family. I have been blessed with a baby girl recently and I believe that my family needs more time of mind. I think that I must pay more attention to my wife and my daughter. 
As of now, I am working 50 hours a week. However, I want a reduction in working hours for up to 20 hours. I trust my abilities and believe that I can easily manage my work responsibilities in 30 working hours also without disturbing anyone. I assure you that reduction will not impact the company at any level. In addition to it, there are also some extra duties that I have been fulfilling and now I want all these responsibilities to be delegated to others. 
I am so thankful to you for providing me with enough opportunities to work and grow. Thank you for your time. If you have any questions, please feel free to contact me. We can meet and discuss how a new schedule can be created and implemented. I am looking forward to hearing from you. 
Regards, 
Name of the sender 
Signatures 
____________
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