
Subject: Proposal for an Optimal Work 

Schedule 

Dear [Manager's Name], 

I hope this message finds you well. I would like to propose a suggestion regarding our current 

work schedule to enhance productivity and work-life balance. 

After evaluating our current workflow and team dynamics, I believe that adopting a flexible 

schedule could be beneficial. Here are a few suggestions: 

• Implementing a core hours model of 10 AM to 3 PM, allowing team members to choose 

their start and end times around these hours. 

• Encouraging remote work options on certain days to reduce commute times and provide a 

comfortable working environment. 

• Introducing a staggered scheduling approach to ensure continuous coverage while also 

giving employees flexibility. 

These changes could lead to improved morale, increased focus during peak productivity hours, 

and enhanced collaboration among team members. 

I would love to discuss this proposal further and gather feedback from the team. Thank you for 

considering this suggestion. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


