
Remote Work Proposal 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Proposal for Remote Work Arrangement 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to propose a remote work arrangement that I 

believe will enhance my productivity and work-life balance, while still meeting the 

responsibilities of my role as [Your Position]. 

Over the past few months, I have analyzed my performance and noted that certain tasks can be 

accomplished more efficiently in a home environment. By working remotely, I can minimize 

distractions and optimize my working hours. 

Here are a few reasons why I believe this remote work arrangement would be beneficial: 

• Increased productivity from a personalized work environment. 

• Reduced commuting time which can be redirected toward work tasks. 

• Ability to focus on critical projects with minimal interruptions. 

I propose to work remotely [insert proposed work days and hours], while maintaining regular 

communication through [insert communication tools, e.g., email, video conferencing]. I will 

ensure that all deadlines are met and that I remain accessible during working hours. 

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

can make this arrangement work effectively for our team. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


