
Letter of Proposal for Flexible Work 

Location 

Date: [Insert Date] 

To: [Manager's Name] 

Title: [Manager's Title] 

Company: [Company Name] 

Dear [Manager's Name], 

I am writing to propose a flexible work location arrangement that I believe will benefit both my 

productivity and our team's overall performance. Given the current advancements in technology 

and the successful adaptation seen in various industries, I feel that this proposal aligns with the 

current practices of our work culture. 

Specifically, I would like to discuss the possibility of working remotely [insert number of days 

per week/month] while still fulfilling all the responsibilities of my role as [Your Position]. I 

believe that this flexibility will allow me to manage my time better and maintain a higher level of 

focus on my projects. 

Research indicates that employees with the option to work flexibly report higher job satisfaction 

and are more engaged with their work. I have outlined several key points below to support my 

proposal: 

• Increased productivity by reducing commute times. 

• Enhanced work-life balance leading to improved overall well-being. 

• Ability to work in a personalized environment that fosters creativity. 

I am open to discussing this proposal in more detail and addressing any concerns you may have. 

I believe that with clear communication and defined expectations, this arrangement can be 

mutually beneficial. 

Thank you for considering my proposal. I look forward to your favorable response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


