
Telework Proposal for Improved Productivity 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Proposal for Telework Arrangement 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to propose a telework arrangement that I believe 

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

After reflecting on my current work patterns and the demands of my role, I believe that a flexible 

telework schedule would allow me to concentrate better on my tasks, reduce commuting time, 

and create a more conducive work environment. 

Proposed Telework Schedule 

• Work from home: [Specify days and hours] 

• Available for team meetings via video call 

• Regular check-ins to ensure alignment with project goals 

Benefits of Teleworking 

• Increased focus on tasks with minimal distractions 

• Ability to manage my time more effectively 

• Results in faster turnaround on projects 

I am confident that this arrangement will not only enhance my efficiency but also lead to 

improved results for our team as a whole. I would be happy to discuss this proposal further and 

address any concerns you may have. 

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

Sincerely, 

[Your Name]  

[Your Job Title]  

[Your Contact Information] 


