
Request for Promotion to [Managerial 

Position] 

[Your Name] 

[Your Job Title] 

[Department] 

[Email] 

[Phone] 

[Date] 

[Manager's Name] 

[Manager's Job Title] 

[Company Name] 

[Company Address] 

Dear [Manager's Name], 

I am writing to formally request consideration for the promotion to the position of [Managerial 

Position] within our team. Over the past [duration of time] in my current role as [Your Current 

Position], I have taken on additional responsibilities and have successfully achieved [mention 

any relevant accomplishments or contributions]. 

My experiences in [relevant experience or skills] have equipped me with the necessary skills to 

contribute effectively to our management team. I am motivated by the opportunity to lead and 

mentor others, and I believe that my vision aligns with the goals of our department and company. 

I am excited about the possibility of bringing my leadership skills to the [specific team or 

project] and helping guide our team to achieve even greater success. I would appreciate the 

opportunity to discuss this further at your earliest convenience. 

Thank you for considering my request. I look forward to your response. 

Sincerely, 

[Your Name] 


