
(Use church letterhead) 
 
 
DATE 
 
 
Name 
Title 
Company 
Address 
City, State Zip Code 
 
Dear Mr. or Ms. _________: 
 
I am pleased to share the faith of (Name of person), a member of the (Name of the 
Church).  This church is located at (Address, City, State and Zip Code where the church 
is located).   
 
As a worldwide Christian church, Seventh-day Adventists are a faith community rooted 
in the beliefs described by the Bible.  Seventh-day Adventists accept the Bible as their 
only creed.  One of our beliefs is the seventh-day Sabbath, which occurs weekly from 
sunset Friday to sunset Saturday.  We view the Sabbath as God's perpetual sign of His 
eternal covenant between Him and His people. 
 
I am requesting that you provide a reasonable accommodation for religious reasons in 
accordance with Title VII of the Civil Rights Act of 1964 and subsequent amendments to 
prevent (Name of person) from having to work on Sabbath. 
 
“Title VII of the Civil Rights Act of 1964 and subsequent amendments prohibits 
employers from discriminating against individuals because of their religion in hiring, 
firing, other terms and conditions of employment. The Act also requires employers to 
reasonably accommodate the religious practices of an employee or prospective 
employee, unless to do so would create an undue hardship upon the employer (see also 
29 CFR I605). A reasonable religious accommodation is any adjustment to the work 
environment that will allow the employee to practice his religion. Flexible scheduling, 
voluntary substitutions or swaps, job reassignments and lateral transfers are examples 
of accommodating an employee’s religious beliefs.” 
 
For more information about Seventh-day Adventists, I invite you to visit our website at 
http://www.nadadventist.org/article.php?id=17. 
 
If you have any questions or need additional information, please feel free to contact me 
at (provide the best phone number to contact you). 
 
Sincerely, 
 
 
 
(Name of Pastor) 
Pastor 
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