
[Your Name]  

[Your Job Title]  

[Your Department]  

[Your Company]  

[Your Email]  

[Your Phone Number]  

[Date]  

[Manager's Name]  

[Manager's Job Title]  

[Company Name]  

Dear [Manager's Name],  

I hope this message finds you well. I am writing to formally request 

consideration for a promotion to [Desired Job Title]. I believe my 

contributions and performance over the past [duration] have significantly 

aligned with the goals of our team and organization. 

**Achievements**:  

- [Specific achievement #1]  

- [Specific achievement #2]  

- [Specific achievement #3]  

**Skills and Qualifications**:  

- [Relevant skill #1]  

- [Relevant skill #2]  

- [Relevant skill #3]  

**Goals for the Future**:  

In the role of [Desired Job Title], I am committed to [specific goals or 

objectives you plan to accomplish]. 

Thank you for considering my request. I would appreciate the opportunity 

to discuss this further at your earliest convenience. 

Sincerely,  

[Your Name]  

[Your Job Title] 


