
Work-from-Home Arrangement Proposal 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Proposal for Work-from-Home Arrangement 

Dear [Manager's Name], 

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

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

Due to [brief reason for the request, e.g., personal circumstances, health considerations, etc.], I 

would like to request the opportunity to work from home for [insert duration or specific days of 

the week]. I have outlined below how this arrangement will benefit both myself and the team: 

• Increased flexibility leading to improved work-life balance. 

• Ability to minimize distractions often present in a traditional office environment. 

• Enhanced productivity, allowing me to meet deadlines more effectively. 

I assure you that I am committed to maintaining communication and collaboration with the team 

through [mention any tools or methods you plan to use, e.g., Zoom, Slack, email, etc.]. I will 

ensure that my availability aligns with our current working hours. 

I would appreciate the opportunity to discuss this proposal further and address any concerns you 

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

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


