[DATE]
[ADDRESSEE NAME]
RE: Ramadan and Eid al-Fitr Religious Accommodation Request
Dear [ADDRESEE],
My name is [full name]. I am [job title] at [employer or department].
As you may be aware, Ramadan will begin on or around Wednesday, Feb. 18, and will end on or around sunset on Thursday, March 19. It is followed by one of Islam’s most important religious holidays, Eid al-Fitr, on Friday, March 20.[footnoteRef:1]  [1:  These dates for Ramadan and Eid are projected calculations based on a lunar calendar. Therefore, the dates may change, and your Muslim employees may need to observe Ramadan and Eid a day or two earlier or later. Employers should do their best to accommodate any changes in the dates signified. ] 

Ramadan is a sacred month for Muslims. It is characterized by abstention from food and water from dawn to dusk and increased worship, nightly congregational prayers, and other devotional acts. Muslims consider Ramadan to be a sincere time for individual and communal prayer, religious study, and moral edification and purification. As part of their Ramadan observation, many Muslims stay up late to pray and wake up before dawn to eat before fasting, making Ramadan a busy time that may result in disrupted sleep and energy levels. 
Muslims are also required to observe their five daily prayer times. While performing the five daily prayers is obligatory for Muslims throughout the year, doing so is especially relevant during Ramadan. These prayers fall at (1) dawn, (2) noon, (3) midafternoon, (4) sunset, and (5) during the evening. These prayers typically take 5–15 minutes to complete. Each Friday, Muslims also attend a longer afternoon prayer called Jummah, which is performed in congregation and lasts roughly one hour.
Additionally, Muslims celebrate the conclusion of Ramadan with the Eid al-Fitr holiday. Muslims commemorate Eid al-Fitr worldwide through prayer, spending time with family, and in celebration according to their unique traditions.
As such, I am requesting the following accommodation during Ramadan and Eid al-Fitr: [accommodation request].  
I appreciate your immediate attention to this matter. Should you have any questions about this letter, please do not hesitate to contact me at [phone number or email]. Thank you.  
Sincerely,
[NAME]
[EMAIL | PHONE]

