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Title
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Street Address City, ST ZIP Code
Dear Recipient Name:
Hope this letter finds you in the best of health.
I have been waiting to see you in the warehouse for a week. However, I know due to excessive work and busy January, it was hard to get a hold of you. As you know that I always had a plan to continue my studies after saving some money. I think now is the time. I have decided to enroll in the upcoming batch. Therefore, I would like to work for fewer hours.
It would be great if you could transfer me from a full-time employee to a part-time. I am happy to accept a new contract with my adjusted working hours and rate. Please do not hesitate to share your thoughts on this.
With thanks
Your Name
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