
Remote Work Proposal 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Proposal for Remote Work Arrangement 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to propose a remote work arrangement that I 

believe will enhance my productivity and contribute positively to our team's goals. 

As you know, I have been dedicated to delivering high-quality work, and I believe that by 

working remotely, I can further increase my efficiency. Here are a few key reasons supporting 

my proposal: 

• Increased Productivity: A remote work environment would allow me to focus better 

without the usual office distractions. 

• Flexible Hours: Working remotely offers the flexibility to manage my time effectively, 

aligning my work hours with peak productivity periods. 

• Work-Life Balance: A remote setting would enable me to maintain a healthier work-life 

balance, leading to improved overall job satisfaction. 

I propose to work remotely from [proposed start date] to [proposed end date], during which I will 

ensure that all my responsibilities are met, and I will remain fully accessible through 

[communication tools/apps]. 

Thank you for considering my proposal. I am looking forward to discussing this possibility 

further and am open to any suggestions you may have. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


