
Subject: Work-from-Home Arrangement 

Suggestion 

Dear [Manager's Name], 

I hope this message finds you well. I would like to propose a work-from-home arrangement that 

I believe could benefit both my productivity and the team's overall performance. 

Given the current demands of our projects and the flexibility that working from home offers, I 

feel that I could manage my tasks more effectively in a remote setting. I suggest a trial period of 

[mention duration, e.g., one month], during which I can work from home [mention specific days, 

e.g., Monday to Wednesday]. 

During this time, I will ensure that I remain accessible via email and phone, attend all scheduled 

meetings, and deliver my work on time. I am confident that this arrangement will enhance my 

focus and contribute positively to our team's goals. 

I look forward to your thoughts on my suggestion and am open to discussing this further at your 

convenience. 

Thank you for considering my request. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


