
Proposal for Work-from-Home Arrangement 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Proposal for Work-from-Home Arrangement 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to propose a work-from-home arrangement for 

my role as [Your Job Title] within the media team. Given the current situation and the success of 

remote work in our industry, I believe this arrangement can benefit both my productivity and the 

team's overall output. 

Here are a few key points to consider: 

• Increased Productivity: Studies have shown that employees can be more productive 

when working from home due to fewer distractions. 

• Flexibility: A work-from-home arrangement would allow me to better manage my time, 

leading to improved work-life balance. 

• Cost Savings: This arrangement could lead to reduced overhead costs for the company. 

I propose to work from home [insert specific days or hours] and will ensure consistent 

communication and project updates through [mention tools like Slack, Zoom, email, etc.]. My 

commitment to meeting deadlines and collaborative projects will remain unchanged. 

I am confident that this proposal can lead to a win-win situation for both myself and the 

company. I would appreciate the opportunity to discuss this further at your earliest convenience. 

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

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


