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Work	from	home	request	mail	format

If	you’re	looking	to	write	a	request	to	work	remotely,	then	this	article	is	for	you.	We’re	going	to	cover	how	to	write	all	parts	of	a	request	to	work	remotely,	including	examples/templates	for	asking	your	manager	to	work	from	home,	email	subject	lines,	and	more.	Don’t	send	your	remote	work	request	letter	before	reading	these	tips…	Can	I	Ask	My	Job
to	Work	Remotely?	Every	worker	can	ask	their	employer	to	work	remotely.	However,	you	should	first	determine	if	your	job	duties	can	be	performed	remotely	full-time	without	harming	your	performance.	Some	jobs,	like	a	nurse	or	security	guard,	require	your	physical	presence	and	simply	can’t	be	performed	from	home.	

But	it’s	a	better	sign	if	other	people	in	your	company	are	already	working	from	home.	Next,	let’s	look	at	some	steps	and	samples	for	how	to	write	your	remote	work	request	letter.	How	Do	You	Write	a	Request	to	Work	Remotely?	To	write	your	request	to	begin	working	remotely,	consider	your	manager’s	perspective	and	write	a	compelling	letter	that
shows	how	you’ll	continue	being	productive	(or	possibly	become	more	productive)	when	working	from	home.	Make	sure	you’re	saying,	“You”	in	the	letter,	not	just	“I”.	For	example:	“I’m	confident	that	while	working	from	home,	I’ll	produce	more	work	for	you,	and	better-quality	work,	because	.”	Keep	your	letter	relatively	short.	Writing	more	content
won’t	necessarily	boost	your	odds	of	hearing	“yes”	from	your	boss	when	you	ask	to	go	remote.	Also,	consider	using	your	letter/email	to	simply	begin	the	conversation,	and	then	follow	up	with	an	in	person	meeting.	You	may	have	more	success	in	finalizing	a	work-from-home	request	if	you	speak	to	your	boss	in	person.	Coming	up,	we’ll	look	at	multiple
examples	of	both	a	temporary	request	to	work	from	home,	and	how	to	request	to	work	from	home	permanently.	You’re	also	more	likely	to	hear	“yes”	to	your	remote	work	request	if	you	first	request	a	trial	period	where	you	work	from	home	for	just	one	or	two	days	per	week.		Then,	you	can	move	to	working	from	home	regularly	all	five	days	per	week
later.	I’ll	share	email	templates	for	that,	too.	Sample	Letters	and	Email	Templates	to	Ask	to	Work	Remotely	Sample	email	#1	requesting	to	work	from	home	regularly:	Hello	,	I’m	writing	to	ask	about	the	possibility	of	working	from	home	in	my	current	role.	I’m	excited	about	how	the	role	is	going	and	I’m	enjoying	the	work.	Yet	I	believe	that	I	would	be
more	productive	for	you	without	my	lengthy	commute	.	I	already	have	a	quiet,	organized	home	office	space	set	up.	I’d	also	be	able	to	come	into	the	office	on	an	as-needed	basis,	for	meetings,	projects,	etc.	Is	this	something	you	would	be	open	to	discussing	further?	Best	regards,	Sample	email	#2	requesting	to	work	from	home	regularly:	Hello	,	I	was
hoping	to	discuss	the	possibility	of	working	remotely	in	my	current	role.	I’m	excited	about	the	work	I’m	doing,	how	the	role	is	going,	and	what	I’m	learning.	Yet	I	believe	I’d	be	even	more	productive	and	focused	at	home,	and	I’d	be	able	to	spend	more	time	producing	work	for	you	if	I	weren’t	commuting	each	morning	and	evening.	Is	remote	work
something	you	would	be	open	to	discussing	further?	Thanks,	Consider	Requesting	to	Work	Remotely	with	a	Shorter	First	Email	In	general,	managers	don’t	love	surprises.	Whether	you’re	resigning,	asking	to	change	teams,	or	in	this	case,	submitting	your	request	to	work	from	home	regularly,	it’s	best	to	ease	them	into	the	idea.	So	while	I	provided	full
employee	email	examples	above	to	go	remote,	I	want	to	show	you	an	alternate	approach,	too.	With	this	gradual	approach,	you	would	write	an	email	request	to	start	a	dialogue	and	then	continue	the	conversation	in	person	or	over	the	phone.	You’ll	want	to	slightly	vary	your	request	depending	on	if	other	team	members	are	already	remote	or	not.	See
the	example	emails	below	for	how	to	write	your	email	request.	Example	email	if	coworkers	are	already	working	remotely:	Hello	,	I’ve	noticed	some	team	members	in	this	department	work	remotely,	so	I	wanted	to	ask	if	there’s	a	process	in	place	for	achieving	this	or	requesting	this.	I	believe	that	working	remotely	would	allow	me	to	be	more	productive
and	focused	for	you,	and	I’d	be	able	to	work	more	hours	as	well	since	I	wouldn’t	be	commuting	each	day.	Is	this	something	we	could	discuss	further,	perhaps	over	the	phone	or	face	to	face	in	the	office?	Best	regards,	Example	email	if	nobody	in	the	company	works	remotely	yet:	Hello	,	Is	there	a	process	by	which	an	employee	can	request	to	work
remotely	for	?	It’s	an	idea	that	has	interested	me	for	a	while,	and	I	think	working	remotely	would	allow	me	to	be	more	productive	and	focused.	I’d	love	to	discuss	further	with	you,	perhaps	on	a	call	or	face	to	face	in	the	office.	Best	regards,	Tip:	Request	a	Partial	Remote	Work	Arrangement	First	One	tip	for	how	to	convince	a	company	to	let	you	work
remotely	is	to	ask	to	work	only	a	few	days	per	week	from	home	to	start,	and	then	gradually	transition	into	full-time	remote	work.	
Instead	of	sending	a	request	letter	asking	to	work	remotely	100%	of	the	time,	you	could	begin	by	suggesting	you	work	from	home	occasionally.	For	example,	Tuesdays	and	Thursdays	(or	two	other	days	per	week).	I	like	Tuesday	and	Thursday	so	that	your	boss	and	colleagues	won’t	think	you’re	trying	to	get	an	extended	weekend	by	working	from	home.
Once	you	begin	working	remotely,	make	sure	your	productivity	is	HIGHER	than	normal.	Show	them	beyond	any	doubt	that	you	can	work	effectively	even	when	not	in	the	office.	Participate	in	company	email	chains	and	chat	programs	to	show	you’re	at	the	computer	and	not	taking	advantage	of	being	at	home,	etc.	Eliminate	all	distractions	and
background	noise	for	video	calls	and	phone	calls.	Make	it	undeniable	that	you’re	productive	at	home.	Then,	after	a	few	months,	you	can	send	a	follow-up	letter	requesting	to	work	from	home	regularly	(using	the	sample	letters	above).	While	this	two-step	method	takes	longer,	it’ll	likely	boost	your	odds	of	securing	a	full-time	remote	work	arrangement
that	you	can	stick	with	permanently.	Sample	letter/template	for	asking	to	work	from	home	on	a	partial	basis:	Hello	,	I	was	hoping	to	discuss	the	possibility	of	working	remotely	in	my	current	role.	I’m	excited	about	the	work	I’m	doing,	how	the	role	is	going,	and	what	I’m	learning.	Yet	I	believe	that	I	would	be	more	productive	for	you	and	more	focused	at
home	without	my	lengthy	commute	.	I	already	have	a	quiet,	organized	home	office	space	set	up,	too.	Is	remote	work	something	you	would	be	open	to	discussing	further?	Perhaps	I	could	begin	with	just	two	days	per	week	to	determine	whether	my	productivity	levels	are	indeed	higher.	If	so,	we	could	discuss	how	I	can	continue	working	remotely.	Best
regards,	Include	a	Remote	Work	Proposal	with	Your	Request	Letter	To	gather	more	tips	for	this	article,	I	spoke	to	remote	job	coach	Jordan	Carroll.	He	recommends	going	one	step	beyond	an	email	or	letter	and	also	providing	your	employer	with	a	remote	work	proposal.	The	purpose	of	the	remote	work	proposal	is	to	expand	and	elaborate	on	your
work-from-home	plan.	You	want	to	leave	your	manager	with	fewer	questions,	address	potential	obstacles/concerns,	etc.	Your	remote	work	proposal	should	include	(but	not	be	limited	to)	the	following	points:	Success	Criteria:	Be	clear	on	what	defines	success,	how	it’s	measured,	and	when	you	will	review	your	numbers	and	accomplishments.	Think
about	what	reporting	measurements	you	currently	use	in	your	day-to-day	job	and	make	reasonable	estimates	about	when	and	what	will	be	accomplished	from	home.	Contingency	Plans:	Be	proactive	in	proposing	a	back-up	plan	for	any	obstacles	that	may	arise.	If	(Situation	A)	happens,	then	we	will	(Solution	A).	Provide	examples	for	as	many	situations
as	you	can	think	of,	within	reason.	Think	about	your	role	and	what	comes	up	in	your	day-to-day	workload	that	would	need	contingencies,	and	address	those	scenarios	in	your	proposal.	Benefits	of	Remote	Work:	What	are	the	driving	factors	and	benefits	you	are	aiming	to	get	from	this	experience?	How	would	your	work	improve?	

However,	you	should	first	determine	if	your	job	duties	can	be	performed	remotely	full-time	without	harming	your	performance.	Some	jobs,	like	a	nurse	or	security	guard,	require	your	physical	presence	and	simply	can’t	be	performed	from	home.	So	the	first	step	in	getting	to	work	from	home	is	finding	a	role	that	allows	it.	Also,	consider	whether	your
company	is	already	allowing	other	employees	to	work	from	home	on	a	full-time	basis,	or	somewhat	regularly.	If	so,	the	employer	is	more	likely	to	consider	your	request,	too.	It’s	still	worth	sending	a	request	to	work	remotely	even	if	other	employees	aren’t	being	allowed	to	do	so.	You	could	be	the	trailblazer	for	your	company	or	organization	in	this
regard.	But	it’s	a	better	sign	if	other	people	in	your	company	are	already	working	from	home.	Next,	let’s	look	at	some	steps	and	samples	for	how	to	write	your	remote	work	request	letter.	How	Do	You	Write	a	Request	to	Work	Remotely?	To	write	your	request	to	begin	working	remotely,	consider	your	manager’s	perspective	and	write	a	compelling
letter	that	shows	how	you’ll	continue	being	productive	(or	possibly	become	more	productive)	when	working	from	home.	Make	sure	you’re	saying,	“You”	in	the	letter,	not	just	“I”.	For	example:	“I’m	confident	that	while	working	from	home,	I’ll	produce	more	work	for	you,	and	better-quality	work,	because	.”	Keep	your	letter	relatively	short.	Writing	more
content	won’t	necessarily	boost	your	odds	of	hearing	“yes”	from	your	boss	when	you	ask	to	go	remote.	Also,	consider	using	your	letter/email	to	simply	begin	the	conversation,	and	then	follow	up	with	an	in	person	meeting.	You	may	have	more	success	in	finalizing	a	work-from-home	request	if	you	speak	to	your	boss	in	person.	Coming	up,	we’ll	look	at
multiple	examples	of	both	a	temporary	request	to	work	from	home,	and	how	to	request	to	work	from	home	permanently.	You’re	also	more	likely	to	hear	“yes”	to	your	remote	work	request	if	you	first	request	a	trial	period	where	you	work	from	home	for	just	one	or	two	days	per	week.		Then,	you	can	move	to	working	from	home	regularly	all	five	days	per
week	later.	
I’ll	share	email	templates	for	that,	too.	Sample	Letters	and	Email	Templates	to	Ask	to	Work	Remotely	Sample	email	#1	requesting	to	work	from	home	regularly:	Hello	,	I’m	writing	to	ask	about	the	possibility	of	working	from	home	in	my	current	role.	

If	so,	the	employer	is	more	likely	to	consider	your	request,	too.	It’s	still	worth	sending	a	request	to	work	remotely	even	if	other	employees	aren’t	being	allowed	to	do	so.	You	could	be	the	trailblazer	for	your	company	or	organization	in	this	regard.	But	it’s	a	better	sign	if	other	people	in	your	company	are	already	working	from	home.	Next,	let’s	look	at
some	steps	and	samples	for	how	to	write	your	remote	work	request	letter.	How	Do	You	Write	a	Request	to	Work	Remotely?	To	write	your	request	to	begin	working	remotely,	consider	your	manager’s	perspective	and	write	a	compelling	letter	that	shows	how	you’ll	continue	being	productive	(or	possibly	become	more	productive)	when	working	from
home.	Make	sure	you’re	saying,	“You”	in	the	letter,	not	just	“I”.	For	example:	“I’m	confident	that	while	working	from	home,	I’ll	produce	more	work	for	you,	and	better-quality	work,	because	.”	Keep	your	letter	relatively	short.	Writing	more	content	won’t	necessarily	boost	your	odds	of	hearing	“yes”	from	your	boss	when	you	ask	to	go	remote.	Also,
consider	using	your	letter/email	to	simply	begin	the	conversation,	and	then	follow	up	with	an	in	person	meeting.	
You	may	have	more	success	in	finalizing	a	work-from-home	request	if	you	speak	to	your	boss	in	person.	Coming	up,	we’ll	look	at	multiple	examples	of	both	a	temporary	request	to	work	from	home,	and	how	to	request	to	work	from	home	permanently.	You’re	also	more	likely	to	hear	“yes”	to	your	remote	work	request	if	you	first	request	a	trial	period
where	you	work	from	home	for	just	one	or	two	days	per	week.		Then,	you	can	move	to	working	from	home	regularly	all	five	days	per	week	later.	I’ll	share	email	templates	for	that,	too.	Sample	Letters	and	Email	Templates	to	Ask	to	Work	Remotely	Sample	email	#1	requesting	to	work	from	home	regularly:	Hello	,	I’m	writing	to	ask	about	the	possibility
of	working	from	home	in	my	current	role.	I’m	excited	about	how	the	role	is	going	and	I’m	enjoying	the	work.	Yet	I	believe	that	I	would	be	more	productive	for	you	without	my	lengthy	commute	.	I	already	have	a	quiet,	organized	home	office	space	set	up.	I’d	also	be	able	to	come	into	the	office	on	an	as-needed	basis,	for	meetings,	projects,	etc.	Is	this
something	you	would	be	open	to	discussing	further?	Best	regards,	Sample	email	#2	requesting	to	work	from	home	regularly:	Hello	,	I	was	hoping	to	discuss	the	possibility	of	working	remotely	in	my	current	role.	I’m	excited	about	the	work	I’m	doing,	how	the	role	is	going,	and	what	I’m	learning.	Yet	I	believe	I’d	be	even	more	productive	and	focused	at
home,	and	I’d	be	able	to	spend	more	time	producing	work	for	you	if	I	weren’t	commuting	each	morning	and	evening.	Is	remote	work	something	you	would	be	open	to	discussing	further?	Thanks,	Consider	Requesting	to	Work	Remotely	with	a	Shorter	First	Email	In	general,	managers	don’t	love	surprises.	
Whether	you’re	resigning,	asking	to	change	teams,	or	in	this	case,	submitting	your	request	to	work	from	home	regularly,	it’s	best	to	ease	them	into	the	idea.	So	while	I	provided	full	employee	email	examples	above	to	go	remote,	I	want	to	show	you	an	alternate	approach,	too.	With	this	gradual	approach,	you	would	write	an	email	request	to	start	a
dialogue	and	then	continue	the	conversation	in	person	or	over	the	phone.	You’ll	want	to	slightly	vary	your	request	depending	on	if	other	team	members	are	already	remote	or	not.	See	the	example	emails	below	for	how	to	write	your	email	request.	Example	email	if	coworkers	are	already	working	remotely:	Hello	,	I’ve	noticed	some	team	members	in
this	department	work	remotely,	so	I	wanted	to	ask	if	there’s	a	process	in	place	for	achieving	this	or	requesting	this.	I	believe	that	working	remotely	would	allow	me	to	be	more	productive	and	focused	for	you,	and	I’d	be	able	to	work	more	hours	as	well	since	I	wouldn’t	be	commuting	each	day.	Is	this	something	we	could	discuss	further,	perhaps	over
the	phone	or	face	to	face	in	the	office?	Best	regards,	Example	email	if	nobody	in	the	company	works	remotely	yet:	Hello	,	Is	there	a	process	by	which	an	employee	can	request	to	work	remotely	for	?	It’s	an	idea	that	has	interested	me	for	a	while,	and	I	think	working	remotely	would	allow	me	to	be	more	productive	and	focused.	I’d	love	to	discuss	further
with	you,	perhaps	on	a	call	or	face	to	face	in	the	office.	Best	regards,	Tip:	Request	a	Partial	Remote	Work	Arrangement	First	One	tip	for	how	to	convince	a	company	to	let	you	work	remotely	is	to	ask	to	work	only	a	few	days	per	week	from	home	to	start,	and	then	gradually	transition	into	full-time	remote	work.	
Instead	of	sending	a	request	letter	asking	to	work	remotely	100%	of	the	time,	you	could	begin	by	suggesting	you	work	from	home	occasionally.	For	example,	Tuesdays	and	Thursdays	(or	two	other	days	per	week).	I	like	Tuesday	and	Thursday	so	that	your	boss	and	colleagues	won’t	think	you’re	trying	to	get	an	extended	weekend	by	working	from	home.
Once	you	begin	working	remotely,	make	sure	your	productivity	is	HIGHER	than	normal.	Show	them	beyond	any	doubt	that	you	can	work	effectively	even	when	not	in	the	office.	Participate	in	company	email	chains	and	chat	programs	to	show	you’re	at	the	computer	and	not	taking	advantage	of	being	at	home,	etc.	Eliminate	all	distractions	and
background	noise	for	video	calls	and	phone	calls.	Make	it	undeniable	that	you’re	productive	at	home.	Then,	after	a	few	months,	you	can	send	a	follow-up	letter	requesting	to	work	from	home	regularly	(using	the	sample	letters	above).	While	this	two-step	method	takes	longer,	it’ll	likely	boost	your	odds	of	securing	a	full-time	remote	work	arrangement
that	you	can	stick	with	permanently.	Sample	letter/template	for	asking	to	work	from	home	on	a	partial	basis:	Hello	,	I	was	hoping	to	discuss	the	possibility	of	working	remotely	in	my	current	role.	I’m	excited	about	the	work	I’m	doing,	how	the	role	is	going,	and	what	I’m	learning.	Yet	I	believe	that	I	would	be	more	productive	for	you	and	more	focused	at
home	without	my	lengthy	commute	.	I	already	have	a	quiet,	organized	home	office	space	set	up,	too.	Is	remote	work	something	you	would	be	open	to	discussing	further?	Perhaps	I	could	begin	with	just	two	days	per	week	to	determine	whether	my	productivity	levels	are	indeed	higher.	If	so,	we	could	discuss	how	I	can	continue	working	remotely.	Best
regards,	Include	a	Remote	Work	Proposal	with	Your	Request	Letter	To	gather	more	tips	for	this	article,	I	spoke	to	remote	job	coach	Jordan	Carroll.	He	recommends	going	one	step	beyond	an	email	or	letter	and	also	providing	your	employer	with	a	remote	work	proposal.	The	purpose	of	the	remote	work	proposal	is	to	expand	and	elaborate	on	your
work-from-home	plan.	You	want	to	leave	your	manager	with	fewer	questions,	address	potential	obstacles/concerns,	etc.	
Your	remote	work	proposal	should	include	(but	not	be	limited	to)	the	following	points:	Success	Criteria:	Be	clear	on	what	defines	success,	how	it’s	measured,	and	when	you	will	review	your	numbers	and	accomplishments.	Think	about	what	reporting	measurements	you	currently	use	in	your	day-to-day	job	and	make	reasonable	estimates	about	when
and	what	will	be	accomplished	from	home.	



If	so,	the	employer	is	more	likely	to	consider	your	request,	too.	It’s	still	worth	sending	a	request	to	work	remotely	even	if	other	employees	aren’t	being	allowed	to	do	so.	You	could	be	the	trailblazer	for	your	company	or	organization	in	this	regard.	

Also,	consider	whether	your	company	is	already	allowing	other	employees	to	work	from	home	on	a	full-time	basis,	or	somewhat	regularly.	If	so,	the	employer	is	more	likely	to	consider	your	request,	too.	It’s	still	worth	sending	a	request	to	work	remotely	even	if	other	employees	aren’t	being	allowed	to	do	so.	You	could	be	the	trailblazer	for	your
company	or	organization	in	this	regard.	But	it’s	a	better	sign	if	other	people	in	your	company	are	already	working	from	home.	Next,	let’s	look	at	some	steps	and	samples	for	how	to	write	your	remote	work	request	letter.	How	Do	You	Write	a	Request	to	Work	Remotely?	To	write	your	request	to	begin	working	remotely,	consider	your	manager’s
perspective	and	write	a	compelling	letter	that	shows	how	you’ll	continue	being	productive	(or	possibly	become	more	productive)	when	working	from	home.	Make	sure	you’re	saying,	“You”	in	the	letter,	not	just	“I”.	
For	example:	“I’m	confident	that	while	working	from	home,	I’ll	produce	more	work	for	you,	and	better-quality	work,	because	.”	Keep	your	letter	relatively	short.	Writing	more	content	won’t	necessarily	boost	your	odds	of	hearing	“yes”	from	your	boss	when	you	ask	to	go	remote.	Also,	consider	using	your	letter/email	to	simply	begin	the	conversation,
and	then	follow	up	with	an	in	person	meeting.	You	may	have	more	success	in	finalizing	a	work-from-home	request	if	you	speak	to	your	boss	in	person.	Coming	up,	we’ll	look	at	multiple	examples	of	both	a	temporary	request	to	work	from	home,	and	how	to	request	to	work	from	home	permanently.	You’re	also	more	likely	to	hear	“yes”	to	your	remote
work	request	if	you	first	request	a	trial	period	where	you	work	from	home	for	just	one	or	two	days	per	week.		Then,	you	can	move	to	working	from	home	regularly	all	five	days	per	week	later.	I’ll	share	email	templates	for	that,	too.	Sample	Letters	and	Email	Templates	to	Ask	to	Work	Remotely	Sample	email	#1	requesting	to	work	from	home	regularly:
Hello	,	I’m	writing	to	ask	about	the	possibility	of	working	from	home	in	my	current	role.	I’m	excited	about	how	the	role	is	going	and	I’m	enjoying	the	work.	Yet	I	believe	that	I	would	be	more	productive	for	you	without	my	lengthy	commute	.	I	already	have	a	quiet,	organized	home	office	space	set	up.	I’d	also	be	able	to	come	into	the	office	on	an	as-
needed	basis,	for	meetings,	projects,	etc.	Is	this	something	you	would	be	open	to	discussing	further?	Best	regards,	Sample	email	#2	requesting	to	work	from	home	regularly:	Hello	,	I	was	hoping	to	discuss	the	possibility	of	working	remotely	in	my	current	role.	I’m	excited	about	the	work	I’m	doing,	how	the	role	is	going,	and	what	I’m	learning.	Yet	I
believe	I’d	be	even	more	productive	and	focused	at	home,	and	I’d	be	able	to	spend	more	time	producing	work	for	you	if	I	weren’t	commuting	each	morning	and	evening.	Is	remote	work	something	you	would	be	open	to	discussing	further?	Thanks,	Consider	Requesting	to	Work	Remotely	with	a	Shorter	First	Email	In	general,	managers	don’t	love
surprises.	Whether	you’re	resigning,	asking	to	change	teams,	or	in	this	case,	submitting	your	request	to	work	from	home	regularly,	it’s	best	to	ease	them	into	the	idea.	So	while	I	provided	full	employee	email	examples	above	to	go	remote,	I	want	to	show	you	an	alternate	approach,	too.	
With	this	gradual	approach,	you	would	write	an	email	request	to	start	a	dialogue	and	then	continue	the	conversation	in	person	or	over	the	phone.	You’ll	want	to	slightly	vary	your	request	depending	on	if	other	team	members	are	already	remote	or	not.	See	the	example	emails	below	for	how	to	write	your	email	request.	Example	email	if	coworkers	are
already	working	remotely:	Hello	,	I’ve	noticed	some	team	members	in	this	department	work	remotely,	so	I	wanted	to	ask	if	there’s	a	process	in	place	for	achieving	this	or	requesting	this.	I	believe	that	working	remotely	would	allow	me	to	be	more	productive	and	focused	for	you,	and	I’d	be	able	to	work	more	hours	as	well	since	I	wouldn’t	be	commuting
each	day.	Is	this	something	we	could	discuss	further,	perhaps	over	the	phone	or	face	to	face	in	the	office?	Best	regards,	Example	email	if	nobody	in	the	company	works	remotely	yet:	Hello	,	Is	there	a	process	by	which	an	employee	can	request	to	work	remotely	for	?	It’s	an	idea	that	has	interested	me	for	a	while,	and	I	think	working	remotely	would
allow	me	to	be	more	productive	and	focused.	I’d	love	to	discuss	further	with	you,	perhaps	on	a	call	or	face	to	face	in	the	office.	Best	regards,	Tip:	Request	a	Partial	Remote	Work	Arrangement	First	One	tip	for	how	to	convince	a	company	to	let	you	work	remotely	is	to	ask	to	work	only	a	few	days	per	week	from	home	to	start,	and	then	gradually
transition	into	full-time	remote	work.	Instead	of	sending	a	request	letter	asking	to	work	remotely	100%	of	the	time,	you	could	begin	by	suggesting	you	work	from	home	occasionally.	For	example,	Tuesdays	and	Thursdays	(or	two	other	days	per	week).	I	like	Tuesday	and	Thursday	so	that	your	boss	and	colleagues	won’t	think	you’re	trying	to	get	an
extended	weekend	by	working	from	home.	Once	you	begin	working	remotely,	make	sure	your	productivity	is	HIGHER	than	normal.	Show	them	beyond	any	doubt	that	you	can	work	effectively	even	when	not	in	the	office.	Participate	in	company	email	chains	and	chat	programs	to	show	you’re	at	the	computer	and	not	taking	advantage	of	being	at	home,
etc.	Eliminate	all	distractions	and	background	noise	for	video	calls	and	phone	calls.	Make	it	undeniable	that	you’re	productive	at	home.	Then,	after	a	few	months,	you	can	send	a	follow-up	letter	requesting	to	work	from	home	regularly	(using	the	sample	letters	above).	While	this	two-step	method	takes	longer,	it’ll	likely	boost	your	odds	of	securing	a
full-time	remote	work	arrangement	that	you	can	stick	with	permanently.	Sample	letter/template	for	asking	to	work	from	home	on	a	partial	basis:	Hello	,	I	was	hoping	to	discuss	the	possibility	of	working	remotely	in	my	current	role.	I’m	excited	about	the	work	I’m	doing,	how	the	role	is	going,	and	what	I’m	learning.	Yet	I	believe	that	I	would	be	more
productive	for	you	and	more	focused	at	home	without	my	lengthy	commute	.	
I	already	have	a	quiet,	organized	home	office	space	set	up,	too.	Is	remote	work	something	you	would	be	open	to	discussing	further?	Perhaps	I	could	begin	with	just	two	days	per	week	to	determine	whether	my	productivity	levels	are	indeed	higher.	If	so,	we	could	discuss	how	I	can	continue	working	remotely.	Best	regards,	Include	a	Remote	Work
Proposal	with	Your	Request	Letter	To	gather	more	tips	for	this	article,	I	spoke	to	remote	job	coach	Jordan	Carroll.	He	recommends	going	one	step	beyond	an	email	or	letter	and	also	providing	your	employer	with	a	remote	work	proposal.	The	purpose	of	the	remote	work	proposal	is	to	expand	and	elaborate	on	your	work-from-home	plan.	You	want	to
leave	your	manager	with	fewer	questions,	address	potential	obstacles/concerns,	etc.	Your	remote	work	proposal	should	include	(but	not	be	limited	to)	the	following	points:	Success	Criteria:	Be	clear	on	what	defines	success,	how	it’s	measured,	and	when	you	will	review	your	numbers	and	accomplishments.	Think	about	what	reporting	measurements
you	currently	use	in	your	day-to-day	job	and	make	reasonable	estimates	about	when	and	what	will	be	accomplished	from	home.	Contingency	Plans:	Be	proactive	in	proposing	a	back-up	plan	for	any	obstacles	that	may	arise.	If	(Situation	A)	happens,	then	we	will	(Solution	A).	Provide	examples	for	as	many	situations	as	you	can	think	of,	within	reason.
Think	about	your	role	and	what	comes	up	in	your	day-to-day	workload	that	would	need	contingencies,	and	address	those	scenarios	in	your	proposal.	Benefits	of	Remote	Work:	What	are	the	driving	factors	and	benefits	you	are	aiming	to	get	from	this	experience?	How	would	your	work	improve?	Listing	specific	circumstances	that	are	driving	your
request	will	help	your	management	empathize.	Communication	Cadence:	If	your	current	manager	is	used	to	seeing	you	in	the	office	every	day,	not	having	you	physically	there	will	be	an	adjustment	on	their	part.	Provide	a	proposed	cadence	for	when	you’ll	communicate	and	how	(phone,	Zoom,	online	chat,	etc.)	Providing	your	company	with	a	schedule
that	you	plan	to	stick	to	also	helps	your	manager	understand	how	you	plan	to	structure	your	new	freedom	while	still	maintaining	productivity.	Request	to	Work	from	Home	When	Your	Work	is	Already	Going	Well	If	you’re	requesting	permanent	remote	work,	keep	in	mind	that	you’ll	boost	your	chances	if	you	wait	until	you’re	performing	well	in	the	role.
Also,	wait	until	you’ve	been	in	the	role	for	at	least	a	few	months	before	you	submit	your	letter	asking	to	work	remotely.	If	you	look	at	the	first	two	email	templates	above	for	submitting	a	request	to	work	from	home	regularly,	you’ll	see	a	mention	of	how	you	feel	the	role	is	going	well.	This	is	by	design.	If	you	want	to	land	permanent	remote	work	from
the	start	of	a	role,	then	you	should	ideally	be	asking	about	the	topic	in	the	job	interview.	By	asking	in	the	interview,	you	can	identify	potential	employer	concerns,	address	them,	and	gauge	whether	this	company	will	ever	let	you	work	remotely.	Some	employers	simply	aren’t	open	to	remote	work.	Many	companies	are	coming	around	to	the	idea,	and	it’s
not	such	a	delicate	subject	lately,	but	some	employers	still	have	possible	concerns	or	policies	against	remote	work.	
Email	vs.	Letter	vs.	Conversation:	The	Best	Way	to	Ask	to	Work	From	Home	Play	to	your	strengths	when	you	ask	to	work	from	home.	Above,	I	mentioned	some	advantages	to	asking	in	person	versus	through	email.	However,	if	you’re	someone	who	is	a	lot	more	comfortable	via	email,	then	this	is	a	good	choice,	too.	Perhaps	you	feel	you’ll	be	more
effective	and	organized	in	making	your	arguments	through	writing.	In	this	case,	it’s	wise	to	craft	an	email	outlining	all	of	the	reasons	you’d	like	to	work	from	home.	Plus,	with	email,	you	can	wait	a	day,	go	back	and	re-read	it,	and	ask	a	family	member	for	their	opinion,	before	you	press	“send.”	If	you	say	something	in	a	live	conversation,	you	cannot
take	it	back.	Still,	a	manager	will	appreciate	you	being	up-front	and	discussing	this	in	person	with	them,	so	weigh	the	pros	and	cons	of	each	option	as	you	decide	how	to	submit	your	request.	Email	Subject	Lines	to	Request	to	Work	from	Home	If	you	opt	to	put	send	your	work-from-home	request	via	email,	choose	a	simple	email	subject	line	such	as:
Work	arrangement	question	Work	question	Question	for	you	Question	Each	company	has	different	procedures	and	expectations	when	it	comes	to	email	communication	and	email	subject	lines,	so	if	in	doubt,	follow	your	company’s	internal	guidelines.	If	you’re	not	sure	what	subject	line	to	use	and	your	company	does	not	specify	in	their	official
documentation/guidelines	exactly	how	you	must	write	your	emails,	you	can	use	the	subject	lines	above.	Note	that	you	can	also	use	one	of	the	subject	lines	above	if	emailing	your	human	resources	department	to	ask	to	work	from	home.	However,	I	recommend	first	asking	your	direct	manager	for	permission	to	work	remotely.	
Working	remotely	will	impact	your	manager	and	team	most	directly,	so	this	is	a	request	that	you	should	send	directly	to	your	manager	when	possible.	Sample	Letters	Requesting	to	Work	From	Home	Temporarily	You	may	find	yourself	wanting	to	send	a	request	to	work	from	home	temporarily,	for	personal	reasons,	health	reasons,	family	issues,	etc.
You	can	use	the	two	templates	below	to	help	write	your	email	or	letter	to	request	temporary	remote	work.	Sample	request	to	work	from	home	temporarily	(personal	health	issues):	Hello	,	I	wanted	to	ask	whether	it	would	be	possible	for	me	to	work	from	home	temporarily	for	health	reasons,	for	approximately	.	I’m	working	on	resolving	a	personal
health	issue	and	it	would	help	me	greatly	if	I	could	work	remotely	during	this	period.	I’d	maintain	the	same	work	hours	and	quality	of	work,	and	would	be	available	online	for	check-in	calls,	meetings,	and	all	of	the	other	conversations	that	occur	throughout	my	workday	in	the	office.	Best	regards,	Sample	request	to	work	from	home	temporarily	(family
issues):	Hello	,	Would	it	be	possible	to	work	remotely	on	a	temporary	basis,	for	?	I’m	in	the	midst	of	a	family	emergency,	and	while	I	would	maintain	the	same	work	hours	and	quality	of	work,	it	would	help	me	greatly	to	be	able	to	do	so	from	home	for	this	period	of	time.	I’m	happy	to	discuss	further	or	clarify	anything	needed.	Best	regards,	What	to	Do	if
Your	Remote	Work	Request	is	Denied	Even	if	you’ve	done	amazing	work	for	the	past	year	or	more,	written	the	perfect	email	and	subject	line	to	request	to	work	from	home,	and	highlighted	multiple	strong	points	and	arguments,	there’s	no	guarantee	you’ll	hear	“yes”.	
No	matter	what	your	manager	says	to	your	request	to	work	from	home,	try	not	to	show	disappointment	in	the	meeting,	and	definitely	don’t	show	anger.	If	the	lack	of	remote	work	options	is	a	deal-breaker	for	you,	then	you	can	quietly	conduct	a	job	search	and	look	to	move	on	when	you’re	ready.	Sometimes,	it’s	easier	to	find	a	fully-remote	job	than
trying	to	convert	your	current	in-office	position	into	a	remote	one.	This	is	especially	true	if	none	of	your	coworkers	are	currently	able	to	work	from	home.	However,	starting	a	job	search	is	a	drastic	option,	so	first,	you	could	also	ask	your	manager	a	few	open-ended	questions,	such	as:	“What	is	your	main	concern	when	it	comes	to	me	working
remotely?”	“I	see.	Why	is	that?”	You	can’t	respond	and	continue	making	your	case	if	you	don’t	understand	their	objection	first.	Asking	open-ended,	non-threatening	questions	can	be	a	fantastic	way	to	negotiate	and	move	the	conversation	forward.	If	no	one	in	your	company	has	ever	worked	remotely,	your	manager	may	just	be	caught	off-guard	by	the
idea	and	need	some	time	and	discussion	to	start	seeing	the	benefits.	As	one	more	option,	if	your	boss	isn’t	open	to	letting	you	go	remote,	but	you	know	other	departments/teams	in	the	company	are	partially	or	fully	remote,	you	can	request	a	transfer.	Conclusion	If	you	follow	the	tips	above,	you’ll	have	a	professional,	formal	work-from-home	request,
whether	you’re	hoping	to	work	remotely	regularly	or	temporarily.	While	some	companies	won’t	offer	permanent	remote	work,	more	and	more	employers	are	becoming	open	to	the	idea	and	therefore,	it	can’t	hurt	to	ask!	Remember	to	lay	out	why	a	remote	work	arrangement	would	be	beneficial	to	the	employer,	and	consider	starting	out	by	sending	a
trial	basis	request	where	you	ask	to	work	from	home	for	two	days	per	week.	That	strategy	will	give	you	the	greatest	chance	of	achieving	the	dream	of	working	from	home	and	the	better	work-life	balance	that	comes	with	it.	And	if	you	hear	“no”	don’t	get	discouraged.	You	may	simply	be	up	against	a	company’s	culture	and	old-school	mindset.	Or	a
particular	manager	who	doesn’t	believe	in	allowing	remote	work.	Sometimes,	you’ll	need	to	change	jobs	to	find	the	remote	work	arrangement	you	seek.	At	least	you	asked	and	found	out	before	making	a	big	change!	Further	reading:	Highest-paying	remote	jobs.	In	today’s	digital	age,	working	from	home	has	become	famous	for	many	professionals.
However,	sometimes	unforeseen	circumstances,	such	as	illness,	can	make	it	difficult	to	commute	to	the	office.	In	such	cases,	writing	a	convincing	work	from	home	request	letter	or	email	to	your	boss	is	essential.	In	this	article,	we	will	provide	you	with	a	detailed	guide	on	how	to	write	a	compelling	work	from	home	request	letter	or	email	due	to	illness.
Writing	a	work	from	home	request	letter	or	email	due	to	illness	can	be	challenging,	especially	if	you	need	clarification	on	the	policies	and	procedures	of	your	organization.	However,	it	is	crucial	to	communicate	with	your	boss	and	inform	them	of	your	situation,	as	well	as	your	intention	to	work	from	home.	This	article	will	guide	you	on	how	to	write	a
convincing	work	from	home	request	letter	or	email	and	provide	tips	on	communicating	effectively	with	your	boss.	TEMPLATE	#1	(Request	letter	to	boss	for	work	from	home)	Date:	……………….	To	(Name	of	the	boss/manager)(Designation)(Company	Name)	Sub.:	Request	for	approval	for	work-from-home	on	(date)	Ref:	(Employee	Name),	(Designation),
(Department),	(Employee	Code)	Dear	Sir,	I	am	writing	to	request	your	approval	for	work-from-home	on	(date).	I	have	been	feeling	a	bit	unwell	lately	and	would	not	like	to	come	into	the	office	and	risk	infecting	others.	
I	will	be	able	to	complete	all	my	work	tasks	from	home	with	no	problem	and	will	make	sure	to	stay	in	communication	with	you	and	the	team	through	email/Slack/phone	as	needed.	I	appreciate	your	understanding,	and	I	hope	this	arrangement	is	okay	with	you.	Let	me	know	if	there’s	anything	else	I	need	to	do.	Kind	request	to	approve	my	work-from-
home	application.	Thanking	you,	Yours	sincerely,(signature)(Name	of	the	Employee)(Designation)	TEMPLATE	#2	(Work	from	home	request	email	to	boss)	Dear	Sir/Madam,	I	hope	you’re	doing	well.	I’m	writing	to	request	permission	to	work	from	home	for	the	next	two	weeks.	I’ve	been	feeling	under	the	weather,	and	I	think	it	would	be	best	if	I
recuperated	at	home.	I’ll	be	able	to	work	just	as	effectively	from	home	and	won’t	need	to	take	any	time	off.	
Regards,	(Name	of	the	Employee)	Employee	Code:	…………	Before	writing	a	work	from	home	request	letter	or	email,	it	is	essential	to	understand	the	work	from	home	policy	of	your	organization.	Review	your	employee	handbook	and	company	policies,	or	speak	to	your	HR	representative	to	determine	if	your	organization	has	a	policy	regarding	remote
work.	If	your	organization	does	not	have	a	work	from	home	policy,	it	is	crucial	to	discuss	the	matter	with	your	boss	and	determine	the	best	course	of	action.	When	you	are	experiencing	an	illness	that	affects	your	ability	to	commute	to	work	or	perform	your	duties,	it	is	appropriate	to	request	to	work	from	home.	This	includes	illnesses	such	as	the	flu,	a
cold,	or	any	other	medical	condition	that	makes	it	difficult	for	you	to	be	present	in	the	office.	It	is	essential	to	consider	your	role	and	responsibilities	and	determine	if	remote	work	is	feasible	and	productive.	When	writing	a	work	from	home	request	letter	or	email,	it	is	crucial	to	be	clear,	concise,	and	professional.	Your	message	should	communicate
your	situation,	your	intention	to	work	from	home,	and	any	relevant	details	or	accommodations	you	may	require.	Here	are	the	essential	elements	of	a	work	from	home	request	letter	or	email:	Salutation:	Begin	your	letter	or	email	with	a	professional	greeting,	such	as	“Dear	[Manager’s	Name],”	Opening:	Begin	your	message	by	stating	the	purpose	of
your	communication.	For	example,	“I	am	writing	to	request	to	work	from	home	due	to	illness.”	Details:	Briefly	explain	your	situation,	including	any	medical	information	or	accommodations	you	may	require.	Be	specific	about	the	dates	and	times	you	will	be	working	from	home.	Benefits:	Outline	the	benefits	of	working	from	home	during	your	illness,
including	increased	productivity,	reduced	risk	of	spreading	illness	to	coworkers,	and	reduced	stress.	Commitment:	Communicate	your	commitment	to	your	role	and	your	intention	to	remain	productive	while	working	from	home.	Closing:	Close	your	message	by	thanking	your	boss	for	their	consideration	and	reiterating	your	appreciation	for	their
support.	Writing	a	convincing	work	from	home	request	letter	or	email	can	be	challenging,	especially	if	you	need	to	become	more	familiar	with	the	policies	and	procedures	of	your	organization.	Here	are	some	tips	to	help	you	write	a	compelling	work	from	home	request	letter	or	email:	Your	message	should	be	clear	and	concise.	Use	simple	language	and
avoid	using	technical	terms	your	boss	may	need	help	understanding.	Your	boss	should	be	able	to	understand	your	message	easily	and	quickly.	Your	message	should	be	professional	and	respectful.	
Avoid	using	casual	language,	emojis,	or	slang	in	your	communication.	Use	a	professional	tone	throughout	your	message.	Provide	relevant	details	about	your	illness	and	how	it	affects	your	ability	to	work	in	the	office.	If	you	need	any	accommodations,	mention	them	in	your	message.	Explain	the	benefits	of	working	from	home	during	your	illness,
including	increased	productivity,	reduced	risk	of	spreading	illness	to	coworkers,	and	reduced	stress.	Your	boss	may	be	more	likely	to	approve	your	request	if	they	understand	the	benefits.	
Communicate	your	commitment	to	remaining	productive	while	working	from	home.	This	may	include	outlining	your	work	plan	and	providing	updates	on	your	progress.	Follow	up	with	your	boss	after	sending	your	work	from	home	request	letter	or	email.	This	will	show	that	you	are	committed	to	your	role	and	taking	your	request	seriously.	There	are
several	benefits	to	working	from	home	during	an	illness,	including:	Working	from	home	can	increase	productivity	by	reducing	distractions	and	allowing	you	to	focus	on	your	work.	Working	from	home	can	reduce	the	risk	of	spreading	illness	to	coworkers	and	help	prevent	the	spread	of	contagious	diseases	in	the	workplace.	Working	from	home	can
reduce	stress	by	eliminating	the	need	for	a	daily	commute	and	allowing	you	to	work	in	a	comfortable	and	familiar	environment.	Working	from	home	during	an	illness	can	also	present	some	challenges,	including:	Working	from	home	can	be	isolating,	mainly	if	you	are	used	to	working	in	a	team	environment.	
Working	from	home	can	present	distractions,	such	as	household	chores,	pets,	or	family	members.	
Working	from	home	can	make	communication	with	coworkers	and	managers	more	challenging.	You	must	have	access	to	all	necessary	communication	tools,	such	as	email,	video	conferencing,	and	messaging	platforms.	
There	are	several	tools	and	resources	available	to	help	you	work	from	home	during	an	illness,	including:	Video	conferencing	tools,	such	as	Zoom,	Skype,	or	Microsoft	Teams,	can	help	you	stay	connected	with	your	team	and	attend	Meetings	remotely.	Collaboration	tools,	such	as	Google	Drive	or	Dropbox,	can	help	you	share	and	work	on	documents	with
your	team	in	real	time.	Project	management	tools	like	Trello	or	Asana	can	help	you	stay	organized	and	track	your	progress	on	tasks	and	projects.	Communication	tools,	such	as	Slack	or	Microsoft	Teams,	can	help	you	stay	in	touch	with	your	team	and	managers.	If	you	need	access	to	company	files	or	systems,	a	virtual	private	network	(VPN)	can	provide
secure	access	from	your	home	computer.	Writing	a	convincing	work	from	home	request	letter	or	email	can	be	daunting,	but	by	following	these	tips	and	providing	relevant	details,	you	can	increase	your	chances	of	getting	approval	from	your	boss.	Remember	to	remain	professional,	outline	the	benefits,	and	commit	to	remaining	productive	while
working	from	home.	By	working	together,	you	and	your	boss	can	find	a	solution	that	works	for	everyone.	
Can	I	work	from	home	for	an	extended	period	due	to	illness?	It	depends	on	the	policies	of	your	organization	and	the	nature	of	your	illness.	It’s	essential	to	communicate	with	your	boss	and	HR	department	to	determine	the	best	course	of	action.	
What	if	my	boss	denies	my	work-from-home	request?	If	your	boss	denies	your	work-from-home	request,	you	can	ask	for	feedback	on	why	your	request	was	denied	and	if	there	are	any	alternative	solutions.	Remember	to	remain	professional	and	respectful	in	your	communication.	What	if	I	need	the	necessary	tools	and	resources	to	work	from	home?	You
can	communicate	this	to	your	boss	and	HR	department	if	you	need	the	necessary	tools	and	resources	to	work	from	home.	They	can	provide	you	with	the	necessary	equipment	or	recommend	alternative	solutions.	How	can	I	ensure	that	I	remain	productive	while	working	from	home?	You	can	ensure	that	you	remain	productive	while	working	from	home
by	creating	a	work	plan,	outlining	your	tasks	and	goals,	and	providing	regular	updates	on	your	progress.	It’s	also	essential	to	avoid	distractions	and	establish	a	dedicated	workspace.	How	can	I	stay	connected	with	my	team	while	working	from	home?	You	can	stay	connected	with	your	team	while	working	from	home	by	using	communication	and
collaboration	tools,	such	as	video	conferencing,	messaging	platforms,	and	project	management	tools.	It’s	also	essential	to	check	in	regularly	and	participate	in	team	meetings	and	discussions.	Ansari	Alam


