Internal Job Promotion Request
Date: [Insert Date]

To: [Manager's Name]
[Company Name]
[Company Address]

Dear [Manager's Name],

I hope this message finds you well. I am writing to formally request consideration for a
promotion to [desired position] within [Department/Team] at [Company Name]. After [duration
of time] in my current role as [your current position], | believe | have demonstrated the necessary
skills and dedication to excel in this new position.

In my current role, | have successfully [mention key achievements or responsibilities that relate
to the desired position]. Through these experiences, | have honed my [mention relevant skills or
competencies], and | am eager to bring these strengths to [desired position].

| am enthusiastic about the potential to contribute to [specific goals or projects related to the new
position] and help our team achieve continued success. | am keen on taking on more challenges
and responsibilities, and | am confident that this promotion would align with my career
aspirations and the strategic goals of our organization.

| would greatly appreciate the opportunity to discuss this further and explore how I can
contribute in a larger capacity. Thank you for considering my request.

Warm regards,
[Your Name]

[Your Job Title]
[Your Contact Information]



