
Letter of Appeal 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally appeal for clarification regarding the 

remote work regulations that were recently discussed in our department meeting. 

As a dedicated employee of [Your Department/Team Name], I believe it is essential to 

understand our current policies to ensure compliance and to maintain productivity while working 

remotely. Specifically, I would appreciate clarification on the following points: 

• The eligibility criteria for remote work 

• The expected communication protocols during remote working hours 

• Any changes in performance evaluation metrics for remote workers 

Having this information will not only aid in my personal planning but will also enhance the 

overall efficiency of our team during these times. 

Thank you for your attention to this matter. I look forward to your prompt response and any 

resources you can provide that may assist in understanding the remote work regulations better. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


