
Promotion Request Justification 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Department] 

[Your Company] 

[Your Email] 

[Your Phone Number] 

 

Dear [Manager's Name], 

I am writing to formally request consideration for a promotion to [desired position] within 

[Department/Team]. Over the past [duration], I have diligently worked to exceed the 

expectations of my current role as [current position] and have taken on additional responsibilities 

that align with the requirements of the [desired position]. 

In my tenure at [Company Name], I have accomplished the following: 

• [Achievement 1] 

• [Achievement 2] 

• [Achievement 3] 

These contributions demonstrate my commitment to the success of our team and the company as 

a whole. I believe that my skill set, experience, and dedication make me a strong candidate for 

this promotion. 

Thank you for considering my request. I am eager to discuss this further and explore how I can 

continue to grow and contribute at [Company Name]. 

Sincerely, 

[Your Name] 


