
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Manager's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [Manager's Name],  

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

promotion to [desired position] within [Company's Name]. Over the past 

[duration of time at the company], I have had the privilege of 

contributing to our team's success and would like to outline the reasons 

why I believe I am a strong candidate for this advancement. 

Firstly, during my time as [current position], I have successfully 

[mention specific achievements, projects, or responsibilities]. These 

experiences have equipped me with a deep understanding of our operations 

and demonstrated my commitment to the company's goals. 

Additionally, I have taken the initiative to [highlight any additional 

responsibilities, trainings, or skills acquired]. This not only showcases 

my ability to grow professionally but also my dedication to [Company's 

Name] and our mission. 

Moreover, I have received positive feedback from peers and clients 

regarding [mention any relevant feedback or recognition]. This reinforces 

my belief that I am ready to take on new challenges and responsibilities 

associated with the [desired position]. 

I envision that in the role of [desired position], I would be able to 

[mention how you will add value to the company in the new role]. I am 

excited about the potential impact I can make and am eager to contribute 

even more significantly to our team's success. 

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

to discuss my request further and explore how my skills and experiences 

align with the needs of our team. I look forward to your feedback and 

hope to schedule a meeting at your earliest convenience. 

Warm regards, 

[Your Name]  

[Your Job Title]  

[Company's Name] 


