
Writing a letter to request remote work due to health reasons
involves presenting a clear and respectful request to your
employer,  outlining  your  needs  and  proposing  how  you  can
continue  to  fulfill  your  job  responsibilities.  This  guide
offers  a  free  template  for  such  a  request,  along  with  a
realistic example, essential components, and tips for writing.

 

Purpose of Letter Requesting Remote Work
Due to Health Reasons

Request  Remote  Work  Arrangement:  Propose  working
remotely  due  to  specific  health  concerns  or  medical
advice.
Explain  Health  Circumstances:  Provide  a  brief
explanation of your health condition that necessitates
remote  work,  respecting  your  privacy  and
confidentiality.
Outline Work Plan: Demonstrate how you intend to manage
your  responsibilities  effectively  while  working
remotely.
Seek Understanding and Approval: Politely ask for your
employer’s understanding and approval of your request.

 

Key  Components  of  a  Letter  Requesting
Remote Work Due to Health Reasons
Introduction: State the purpose of your letter.

Health Reason: Explain your health situation that requires a
remote  work  setup,  within  the  bounds  of  what  you  are
comfortable  sharing.

Remote Work Proposal: Detail how you plan to fulfill your job
duties remotely.



Duration of Remote Work: If possible, provide an estimated
duration for the remote work arrangement.

Reaffirm Commitment: Reiterate your dedication to your role
and the company.

Closing: Conclude with a request for a meeting or discussion
to finalize the arrangement.

 

Tips  for  Writing  a  Letter  Requesting
Remote Work Due to Health Reasons
Be Honest but Discreet: Share enough information about your
health to justify your request but maintain your privacy.
Be Specific: Clearly outline how you will manage your tasks
and responsibilities remotely.
Be Professional: Keep the tone respectful and express your
commitment to your role.
Address  Potential  Concerns:  Acknowledge  any  challenges  and
propose solutions to reassure your employer.
Proofread:  Ensure  your  letter  is  error-free  and  clearly
communicates your request.

 

Letter  Requesting  Remote  Work  Due  to
Health Reasons Template

[Your Name]
[Your Position]
[Your Company]
[Company Address]
[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]



[Manager’s Name]
[Manager’s Position]
[Company Name]
[Company Address]
[City, State, Zip Code]

Dear [Manager’s Name],

I am writing to request a temporary transition to remote work
due to health reasons. Recently, I have been advised by my
healthcare provider to minimize exposure to certain conditions
in the workplace, which can exacerbate my health situation.

Given these circumstances, I believe that working remotely is
the  most  practical  solution  to  maintain  my  health  while
continuing to fulfill my responsibilities as [Your Position].
I propose to work from home for [duration, if known], after
which my situation can be reassessed.

During this period, I plan to ensure seamless communication
with  the  team  and  manage  my  tasks  effectively  using  our
existing digital tools. I am confident that with adjustments
such as [mention any specific adjustments, like flexible hours
or  special  software],  I  can  maintain,  if  not  enhance,  my
productivity.

I understand the importance of my role and am committed to
ensuring that my work quality remains consistent during this
period. I am open to discussing any concerns you may have
regarding this arrangement and finding a mutually beneficial
solution.

I appreciate your understanding and support in this matter and
am available for a meeting or a call to discuss this request
in more detail.

Thank you for considering my health needs and my commitment to
[Company Name].

Sincerely,



[Your Signature (if sending a hard copy)]
[Your Printed Name]

 

Example Letter Using the Template

Jessica Miller
Account Manager
Bright Solutions
123 Business Way
Market Town, MT 45678
jessica.miller@brightsolutions.com
(555) 654-3210
May 13, 2024

Karen White
Director of Sales
Bright Solutions
123 Business Way
Market Town, MT 45678

Dear Karen,

I am writing to request a temporary transition to remote work
due to recent health issues. After consulting with my doctor,
it has been advised that I minimize exposure to a traditional
office environment to help manage my condition.

Given these circumstances, working remotely appears to be the
most appropriate option to ensure my health and continued
productivity in my role as Account Manager. I propose to work
from home for the next three months, subject to reevaluation
based on my health progress.

During  this  period,  I  am  committed  to  maintaining  active
communication with our team and clients. I plan to utilize
tools such as Zoom, Slack, and our CRM system to ensure that
all projects continue to move forward efficiently.

I  understand  this  is  a  change  from  my  usual  working



arrangement,  and  I  am  willing  to  make  any  necessary
adjustments  to  ensure  my  responsibilities  are  met.  Your
understanding and support would be greatly appreciated during
this time.

I  look  forward  to  discussing  this  further  and  finding  an
agreeable solution. Please let me know a suitable time for a
conversation.

Thank you for your consideration of my health needs and my
commitment to our team at Bright Solutions.

Sincerely,

Jessica Miller

 

Letter  Requesting  Remote  Work  Due  to
Health Reasons Template Variation

[Your Name]
[Your Position]
[Your Company]
[Company Address]
[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

[Manager’s Name]
[Manager’s Position]
[Company Name]
[Company Address]
[City, State, Zip Code]

Dear [Manager’s Name],

I  hope  this  letter  finds  you  well.  Due  to  recent  health
developments that require a less physically demanding routine,



I am seeking your approval to work remotely for an extended
period. My medical team has recommended this change to better
manage my health while I continue treatment.

In my role as [Your Position], I am confident that I can
perform all my duties effectively from a remote setting. I
propose to maintain regular working hours and remain fully
accessible via email, phone, and video conferencing. I am also
ready  to  adapt  to  any  collaborative  tools  that  the  team
prefers for project management and communication.

I believe this arrangement can be a temporary but necessary
measure to ensure my health and productivity. I am committed
to delivering the same level of excellence in my work and
staying aligned with the team’s goals.

I would appreciate the opportunity to discuss this proposal
with you and address any concerns you may have. Thank you for
considering my situation and the flexibility to adapt to these
unforeseen circumstances.

Sincerely,

[Your Signature (if sending a hard copy)]
[Your Printed Name]


