
Proposal for Customized Work Hours 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

Recipient: 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Company] 

[Recipient's Company Address] 

[City, State, Zip Code] 

Subject: Proposal for Customized Work Hours 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to propose a customized work hours 

arrangement that I believe will enhance productivity and work-life balance within our team. 

As we continue to adapt to the evolving needs of our business and workforce, I propose the 

following schedule adjustments: 

• Option 1: [Describe customized hours option] 

• Option 2: [Describe another customized hours option] 

• Option 3: [Describe another customized hours option] 



These changes could lead to improved efficiency and employee satisfaction, ultimately 

benefiting our overall performance and success. 

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

implement these changes effectively. Please let me know a convenient time for you to meet or if 

you would prefer to discuss this via email. 

Thank you for considering this proposal. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 


