
Telecommuting Policy Proposal 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Proposal for Telecommuting Policy 

Dear [Recipient's Name], 

I am writing to propose the implementation of a telecommuting policy within our organization. 

As we continue to adapt to changing work environments, a structured telecommuting policy will 

provide benefits that can enhance productivity and employee satisfaction. 

Overview of the Proposal 

The proposed telecommuting policy aims to allow employees to work from home on designated 

days or under specific circumstances. This flexibility can lead to improved work-life balance, 

decrease commuting time and costs, and contribute to overall job satisfaction. 

Objectives 

• Increase employee productivity and morale. 

• Reduce office space and associated costs. 

• Provide a competitive advantage in talent acquisition and retention. 

Proposed Guidelines 

The following guidelines are suggested for the telecommuting policy: 

• Employees may work remotely up to [insert number] days per week. 

• All telecommuting arrangements must be approved by direct supervisors. 

• Remote employees should maintain their availability during core working hours. 

Conclusion 

Implementing a telecommuting policy aligns with our organization's goals and values, fostering a 

flexible and progressive workplace. I would appreciate the opportunity to discuss this proposal 

further and answer any questions you may have. 

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



Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


