
Letter of Recommendation for Telework 

Policy 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally recommend the implementation of a telework policy within 

[Company/Organization Name]. Given the evolving dynamics of the workplace and the benefits 

observed from remote work arrangements, I believe that establishing such a policy will 

significantly enhance employee productivity and satisfaction. 

Research indicates that telework leads to improved work-life balance, reduced commute times, 

and higher retention rates. By adopting a telework policy, we can enable our team members to 

work in environments that best suit their productivity styles while still meeting our 

organizational goals. 

I recommend that we consider a flexible approach, allowing employees to work remotely on 

designated days while ensuring that communication and collaboration tools are optimized to 

maintain team cohesion and accountability. 

Thank you for considering this proposal. I am eager to discuss this further and explore how we 

can implement an effective telework policy for the benefit of our employees and the 

organization. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company/Organization Name] 

[Your Contact Information] 


