Creating a letter to request a switch from full-time to part-
time work involves a clear, respectful proposal to your
employer, explaining your situation and how this change can be
mutually beneficial. This guide provides a free template for
such a request, along with an example that matches the
template precisely, essential considerations, and
recommendations for writing.

Objective and Advantages of Requesting a
Switch to Part-Time Work

= Propose Part-Time Status: Suggest changing your work
status from full-time to part-time, detailing your
preferred hours or days.

 Rationale for Change: Explain the reasons behind your
request, such as personal commitments, health reasons,
or a desire to pursue further education.

»Benefit to the Organization: Highlight how this
arrangement can be advantageous for the employer, such
as increased efficiency or flexibility.

- Commitment to Role: Reassure your employer of your
ongoing commitment to your job responsibilities and the
company.

Crucial Elements of a Part-Time Work
Request Letter

Greeting: Address your manager or HR representative formally.

Current Role Acknowledgment: Mention your current position and
tenure at the company.

Explanation for Request: Describe your reasons for wanting to
switch to part-time work.



Proposed Work Schedule: Offer a clear part-time work schedule,
including preferred days and hours.

Assurance of Quality and Productivity: Assure the employer of
your commitment to maintaining high-quality work.

Request for Discussion: End with an invitation to discuss the
proposal further.

Guidance for Drafting a Part-Time Work
Request Letter

Clarity in Communication: Clearly articulate your part-time
work proposal, including specific details of your desired
schedule.

Professional and Balanced Tone: Maintain a tone that respects
the needs of the organization while advocating for your
personal requirements.

Emphasize Organizational Benefits: Highlight how your part-
time status could lead to improved productivity or other
benefits for the company.

Proactive Approach: Address potential concerns about your role
and workload management.

Meticulous Composition: Ensure your letter is well-crafted,
error-free, and matches the intent of your proposal.

Part-Time Work Request Letter Template

[Your Name]

[Your Position]

[Your Company]

[Company Address]
[City, State, Zip Code]
[Email Address]



[Phone Number]
[Date]

[Manager’s Name]
[Manager’s Position]
[Company Name]

[Company Address]
[City, State, Zip Code]

Dear [Manager’s Name],

I am writing to request a change in my employment status from
full-time to part-time. After careful consideration, I have
concluded that reducing my work hours will help me manage
[mention your reason, such as personal health issues, family
commitments, or further education] more effectively while
continuing to contribute to [Company Name].

I propose to work [specify the new part-time hours or days,
such as 20 hours a week, or Monday through Wednesday]. Despite
the reduction in hours, I am committed to maintaining the
quality and productivity of my work. I am confident that with
effective planning and communication, I can continue to meet
my job responsibilities successfully.

I believe this arrangement can also benefit [Company Name] by
providing more flexibility in scheduling and potentially
reducing overhead costs. I am dedicated to ensuring a seamless
transition and minimizing any impact on our team's workflow.

I appreciate your consideration of my request and would
welcome the opportunity to discuss this proposal in more

detail, including any adjustments or concerns you may have.

Thank you for considering my request for a change to part-time
employment. I look forward to our discussion.

Sincerely,

[Your Signature (if sending a hard copy)]
[Your Printed Name]



Example Letter Matching the Template

John Doe

Software Engineer

Tech Innovations Inc.

123 Tech Boulevard
Innovative City, IC 12345
john.doe@techinnovations.com
(555) 123-4567

May 21, 2024

Jane Smith

Head of Engineering

Tech Innovations Inc.

123 Tech Boulevard
Innovative City, IC 12345

Dear Jane,

I am writing to request a change in my employment status from
full-time to part-time. After careful consideration, I have
concluded that reducing my work hours will help me manage
ongoing educational commitments more effectively while
continuing to contribute to Tech Innovations Inc.

I propose to work 20 hours a week, preferably on Monday,
Tuesday, and Wednesday. Despite the reduction in hours, I am
committed to maintaining the quality and productivity of my
work. I am confident that with effective planning and
communication, I can continue to meet my job responsibilities
successfully.

I believe this arrangement can also benefit Tech Innovations
Inc. by providing more flexibility in scheduling and
potentially reducing overhead costs. I am dedicated to
ensuring a seamless transition and minimizing any impact on
our team's workflow.



I appreciate your consideration of my request and would
welcome the opportunity to discuss this proposal in more
detail, including any adjustments or concerns you may have.

Thank you for considering my request for a change to part-time
employment. I look forward to our discussion.

Sincerely,

John Doe



