
Proposal for Remote Work Options 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Email]  

[Your Phone Number] 

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Email] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to propose options for implementing remote 

work arrangements within our team. The recent trends in work flexibility have shown promising 

results in productivity, employee satisfaction, and overall company performance. 

1. **Proposed Remote Work Structure**:  

I suggest offering hybrid work options where employees can work remotely three days a week 

while coming into the office for the remaining two days. 

2. **Justification**:  

Studies indicate that remote working can enhance focus and efficiency, reduce commuting time, 

and improve work-life balance. 

3. **Expected Outcomes**:  

This proposal aims to increase employee engagement, reduce turnover rates, and attract top 

talent. 

I would appreciate the opportunity to discuss this proposal in detail and explore how we can 

implement these changes effectively. Thank you for considering this initiative that could greatly 

benefit our organization. 

Kind regards, 

[Your Name] 

[Your Position] 

[Your Company] 


