[Your Name]

[Your Address]

[City, State, ZIP Code]

[Email Address]

[Phone Number]

[Date]

[Recipient Name]

[Recipient's Title]

[Company/Organization Name]

[Company Address]

[City, State, ZIP Code]

Dear [Recipient Name],

I am writing to formally submit my application for elevation to the [specific media position]
within [Company/Organization Name]. Having worked diligently in my current role as [Your
Current Position] for [Duration], | believe that my skills and contributions have prepared me for
this opportunity.

In my time at [Company/Organization Name], | have successfully [briefly outline key
achievements or responsibilities]. I am confident that these experiences have equipped me to

excel in the [specific media position] and contribute further to our team's success.

| appreciate your consideration of my application and am eager to discuss how I can contribute
even more to [Company/Organization Name]. Thank you for your time and support.

Sincerely,

[Your Name]



