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Salutation in formal letter writing

When you accepted your job, the HUMAN resources department or your supervisor discussed your schedule and the likelihood of you agreeing to the watch they offered. At the time you took the schedule, you probably didn't have a chance to know that your circumstances would change or that you just couldn't get to
work at the time you agreed. If you are constantly late or if your personal circumstances require you to report a job at a later time, it is a good idea to ask your supervisor in writing for a later start time. Sending a written request creates an official record of your request in case your request is rejected or if your schedule
changes and you need proof of that. Because this is an official request, make your written request in the right business writing format. Business correspondence is usually in block format, which means that the paragraphs are flush with the left margin; not a backsliding paragraph. The date of your letter, the addressee's
name and address, theme, body and closing greetings are also flush with the left margin. Your subject line should include your name, position and employee number if it is different from your Social Security number - for security reasons, don't include your Social Security in a letter that may land on someone's desk who
doesn't need to know about it. Also, use white or non-white paper for your letter, font like Times New Roman or Calibri, and sign your name ink before providing your supervisor and human resources department with their copies. If your office is pretty much paperless and informed by email you can prepare coming late to
work by email rather. Keep the language formal, or prepare the request as a letter and attach it to the email, not. Instead of the reader needing to scan the entire email before it gets to your actual request, find out the request in the first paragraph of your email. For example, you might write, I started working in the
procurement department as an entry-level agent on June 14, 2013, and on June 14, 2018, I was promoted to Senior Purchasing Agent. My current schedule is from 8am to 5pm, Monday through Friday. The purpose of this letter is to ask for a change in schedule so that my clocks become 9am to 6pm. Frame the request
in a positive tone and avoid using the word late. If you request a permanent schedule change, you ask for different hours, not permission to be late every day. And you're not asking your manager to reduce your working time by the time you're late for work. If your request for the final period, specify that by stating: The
purpose of this letter is to request a schedule change to, from April 1 to April 30, (insert a year), my clocks become 9 6 p.m. While it is also good practice to be honest with your employer if you you come in an hour because you're not a morning person and you just can't do it on time, you can revise that as a reasonable
basis for your request. But if your reason is that you have personal or family commitments that could be better if you have extra time to get to work, specify that. You don't have to be too personal; for example, picking up your child from an orphanage or carpooling with your spouse seems to be a reasonable basis for
asking. You will judge, however, based on what your relationship is with your supervisor or manager, and whether or not they need to know a specific reason why you want to change the schedule. If your request is because you are constantly late and you believe that coming in an hour later than your typical schedule will
help you report your work on time, be frank about your problems getting to work on time. Suggest that your attendance could improve significantly if you had a different schedule. This is one way to address the aspect of your work, and you can mention in your letter that you are trying to be active about improving
performance by addressing the problem area of attendance. For example, you can start a proposal: I think the new working hours will have the following positive effects on the business ... You can assure your manager that changing your schedule will not adversely affect your department or your ability to handle
workload. You may have tracked down the customer calls you receive and noticed that virtually all of your customers call after 9am, then you can add to your letter that you've been tracking spikes in customer calls and that changing schedules can benefit the organization. In your letter, you can also learn that you do not
foresee any problems with all the tasks, which gives you additional confidence that you will consider it, and are sure that changing the schedule will not cause problems. The final paragraph of your letter for late coming to the office should rewrite your request, and if the schedule change is permanent, suggest a date
when you want the change in effect. Ask if there are additional documents needed to implement the schedule change. This puts it on the human resources department or your supervisor to give you an answer, at least about the documents. Also, when written this way, it sounds more positive than a letter that hints that
you are not sure that the request will be approved. Thank you to the human resources department and the supervisor for reviewing them and let them know when you will be following up to get approval. Death is the most natural thing, but it seems surreal, so most of us don't bother planning for it (plus it's kind of a
bummer). told you how to prepare for practical things, but there is an emotional side to thinking Too. Consider writing the last letter. It's a fact of life that we're all going to die at some point. Although it's not what you... Read more in the New York Times, Dr. VJ Periyakoil details his experience with dying patients. She
writes: The most common emotion they express is regret: regret that they never saw the time to dent broken friendships and relationships; regret that they never told their friends and family how much they cared; regret that they will be remembered by their children as hypercritical mothers or demanding, authoritarian
fathers. Based on this experience, Periyakoil launched the Stanford Friends and Family Letters project. It is basically an initiative that encourages patients to open a dialogue with their doctors and loved ones to communicate what is most important to them at the end of life. This means creating guidelines for their care,
but it also means expressing your feelings towards family and friends. Again, it's kind of a dark topic, and one that most of us don't exactly cover. The idea that you can leave this world without closure, however, is an even more unpleasant thought. The project's website includes three templates that you can use: What
matters most: It's a letter template that allows anyone to document what's most important to them and what procedures they want in the future. This tool is free and available in print as an online fill out form and both the iPhone and Android App in eight different languages. Letter Project Advance Directive: This tool allows
anyone to answer a few simple questions in English. When they finish and click the print, the tool will send them a auto-filled valid pre-policy document and an additional letter to the doctor describing their preference for medical care at the end of life. This tool is free and available in print, both online filling out forms and
both the iPhone and Android App.Friends and Family Letter: This letter can help all adults complete their seven life review tasks: recognizing the important people in our lives; Remembering the cherished moments in our lives; apologizing to those we may have been hurting; forgive those who have hurt us; and say thank
you, I love you and farewell. Using this template, you can write a letter to your friends and family in one of eight languages using an online form, iPhone or Android App or a printed form. Hit the links above to check out each template. You fill them out online and then you can print them out or email (you don't have to sign



up or submit anything). To learn more about this initiative, blur the links below. Stanford Friends and Family Letter Project via The New York TimesPhoto for ktburnett91 Latest Update September 2020 Brain confusing network of information. We don't remember a single fact, but instead we are interconnected by
association. Anytime we experience a new event, our brains link attractions, smells, sounds and our own experiences together into a new relationship. Our brain remembers things by repetition, association, visual images and all five senses. By knowing a little about how the brain works, we can become better learners by
absorbing new information faster than ever. Here are some research tips to help you get started:1. Use Flashcards Our brains create ingrained memories through repetition. The more times we hear, see, or repeat something for ourselves, the more likely we are to remember it. Flash cards can help you learn new
subjects quickly and efficiently. Flash cards allow you to learn anywhere at any time. Their portable nature gives them quick training sessions on the bus, on the move, at lunch, or in the doctor's office. You can always pop out your flash card for a quick 2 to 3 minute study session. To create effective flash cards, you need
to put one point on each flash card. Don't download the entire map with information. It's just overload. Instead, you should devote one concept to each map. One of the best ways to make a flash card is to put one question on the front and one answer on your back. So you can repeatedly quiz yourself into you have
mastered any topic of your choice. Commit to reading through flash cards at least 3 times a day and you'll be amazed at how fast you pick up new information. As Tony Robbins says: Repetition is the mother of craftsmanship. Create the right environment For the times you study can be just as important as how you
study. For an optimal learning environment, you will want to find a good place that is pretty peaceful. Some people may not stand deafening silence, but you certainly don't want to learn near constant distractions. Find a place you can call your own, with plenty of room to spread your belongings. Go there every time you
study and you find yourself adapting to a productive learning schedule. Every time you study in the same place, you become more productive in this place because you associate it with your studies.3 Use acronyms to remember informationIn your quest for knowledge, you may have once heard of a strange term called
mmmonics. However, even if you haven't heard of this word, you've certainly heard of its many applications. One of the most popular mnemonic examples is Every Good Boy doing well. This is an acronym used to help musicians and students memorize notes on triple stave key. An abbreviation is simply an acronym
formed using the intial letters of the word. These types of memory tools can help you learn a large amount of information during the period of time.4. Listen to MusicResearch has long shown that some types of music will help you remember the information. Information received while listening to a particular song can often
be memorized simply by playing songs mentally Your head. 5. Rewrite your notesIt can be done manually or on your computer. However, you should keep in mind that handwritten writing can often stimulate more neural activity than when writing on a computer. Everyone should study their notes at home, but often times,
just rereading them too passively. Rereading notes can cause you to disconnect and distract. To get most of your research time, make sure it is active. Rewriting notes turns passive learning time into an active and attractive learning tool. You can start using this technique by buying two laptops for each of your classes.
Dedicate one of the notepads to notes during each class. Dedicate another notebook to rewriting notes outside of class.6. Participation of your emotions Emotion plays a very important role in your memory. Think about it. The last time you went to a party that people you remember? The lady who made you laugh, the
man who hurt your feelings, and the guy who screamed in the hallways are the ones you remember. They were the ones who had the emotional impact. Fortunately, you can harness the power of emotion in your own training sessions. Increase your memory with five senses. Don't just remember the facts. Don't just see
and hear the words in your mind. Create a vivid visual picture of what you're trying to learn. For example, if you are trying to learn many parts of the human cell, start a physically rotating cell in your eyes minds. Imagine what each part can feel. Start taking the cell piece by piece and then reconstructing it. Paint of a
human cage with bright colors. Increase the cell in your mind's eyes so that it is now six feet tall and put on your personal comedy show. This visual and emotional mind game will help you deeply encode information into your memory7. Make AssociationsOne out of the best ways to learn new things to link what you want
to learn with something you already know. It's known as association, and it's the mental glue that controls your brain. Have you ever listened to a song and were inundated with memories that were associated with it? Have you ever seen an old friend who evoked memories from childhood? That's the power of
association. To maximize our mental abilities, we must constantly look for ways to connect new information with old ideas and concepts that we are already familiar with. You can do this with mindmapping. A map of the mind is used to chart words, pictures, thoughts, and ideas into an interconnected network of
information. This simple practice will help you connect everything you learn into a global network of knowledge that can be learned from at any time. Read more about mindmapping here: How Mind Card visualize your thoughts (with Mind Map Examples) Featured Credit: Alyssa De Lewa via unsplash.com unsplash.com
unsplash.com
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