
Flexible Working Request Letter

[Your Name]

[Your Address]

[City, State, ZIP Code]

[Your Email Address]

[Your Phone Number]

[Date]

[Employer's Name]

[Company Name]

[Company Address]

[City, State, ZIP Code]

Subject: Flexible Working Request

Dear [Employer's Name],

I hope this letter finds you well. I am writing to formally request a flexible working arrangement in my

role at [Company Name]. As an enthusiastic and dedicated member of the team, I believe that a

more flexible schedule would enable me to enhance my productivity, contribute effectively to the

company's goals, and maintain a healthy work-life balance.

I have thoroughly considered the potential impact of my request on my job responsibilities and team

collaboration. With that in mind, I propose the following flexible working arrangement:

1. Flexible Hours:

   I propose to have the flexibility to adjust my daily working hours. For example, I could start work

earlier or later in the day, as long as I complete my required hours per week.

2. Remote Work:

   I request the opportunity to work remotely on specific days each week. This would help me save

time on commuting and create a conducive environment for focused work.

3. Regular Check-ins:



   I assure you that even with a flexible working arrangement, I will maintain clear lines of

communication with my colleagues. I will actively participate in team meetings, provide timely

updates, and ensure seamless collaboration.

I firmly believe that a flexible working arrangement will positively impact my work performance and

overall job satisfaction. Studies have shown that employees who have the flexibility to manage their

work schedules are often more engaged, motivated, and productive.

I am committed to ensuring the success of this arrangement and will be happy to adjust it based on

the needs of the company and my team. I understand the importance of meeting business demands

and am willing to put in extra effort when required.

To demonstrate my commitment to this arrangement, I propose a trial period of [duration] during

which we can assess its effectiveness. If necessary, we can reevaluate and make necessary

adjustments.

I kindly request you to consider my proposal seriously, taking into account my track record of

dedication and hard work. I am confident that this arrangement will be beneficial for both me and the

company.

Thank you for your time and understanding. I am available to discuss this request further at your

convenience. I eagerly await your response and hope for a positive outcome.

Sincerely,

[Your Name]


