Letter of Demand for Versatile Office Hours

Your Name

Your Address

City, State, ZIP Code
Email Address
Phone Number

Date

Recipient Name
Company/Organization Name
Company Address

City, State, ZIP Code

Dear [Recipient's Name],

I hope this letter finds you well. I am writing to formally request the implementation of versatile
office hours within our department. In light of recent changes in work dynamics, | believe that
flexible scheduling would greatly enhance our productivity and overall job satisfaction.

Flexible office hours would allow employees to better balance their personal and professional
responsibilities, leading to increased morale and efficiency in our work. | suggest considering
options such as staggered start times, remote work days, or compressed work weeks.

| kindly ask for your support in discussing this matter further and exploring the possibilities of
instituting flexible office hours for our team. Thank you for considering this request, and I look
forward to your positive response.

Sincerely,
[Your Name]
[Your Job Title]



