
Home-Based Work Request 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Request for Home-Based Work Collaboration 

Dear [Recipient's Name], 

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

our team to enhance collaboration on [specific project or task]. Given the current circumstances 

and the evolving nature of our work environment, I believe that working from home can increase 

productivity and foster a more flexible working atmosphere. 

Here are some key points regarding my proposal: 

• Improved focus and reduced distractions 

• Flexible hours that align with peak productivity times 

• Continued access to necessary tools and resources 

• Regular check-ins to ensure team cohesion and project alignment 

I would love the opportunity to discuss this idea further and explore how we can effectively 

collaborate while working remotely. Please let me know your thoughts and if you would be 

available for a meeting next week. 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


