Proposing a new role or department within a company requires a
well-structured and compelling approach. This guide provides
an innovative letter template for such a proposal, along with
an example that matches the template precisely, essential
considerations, and recommendations for crafting your request.

Framework and Advantages of Proposing a
New Role or Department

» Introduce the Proposal: Present your idea for a new role
or department.

= Justify the Need: Explain the rationale behind your
proposal and how it aligns with the company’s goals.

- Detail the Benefits: Highlight the potential advantages
and positive impact of your proposal on the company.

= Qutline Your Qualifications: If proposing a new role for
yourself, detail why you are the ideal candidate.

Key Elements of a New Role or Department
Proposal Letter

Opening Address: Begin by addressing your supervisor or
relevant decision-maker.

Introduction of Idea: Present your idea for the new role or
department.

Rationale and Justification: Explain why this new role or
department is necessary and how it will benefit the company.

Proposed Structure and Function: Describe how the new role or
department would function and its potential structure.

Personal Qualification: If applicable, explain why you are
well-suited for the new role.



Request for Consideration: Conclude with a request for a
meeting to discuss your proposal in detail.

Advice for Drafting a New Role or
Department Proposal Letter

Clear and Persuasive Argument: Clearly articulate the purpose
and benefits of the new role or department.

Professional and Enthusiastic Tone: Ensure your letter conveys
your enthusiasm and commitment to the company’s success.
Emphasis on Organizational Benefits: Focus on how the proposal
aligns with the company’s objectives and can lead to improved
performance or efficiency.

Demonstrate Insight and Foresight: Show your understanding of
the company’s needs and how your proposal addresses them.
Well-structured and Error-free Composition: Present a well-
organized proposal free from errors.

Template for Proposing a New Role or
Department

[Your Name]

[Your Current Position]
[Your Department]
[Company Name]

[Company Address]
[City, State, Zip Code]
[Email Address]

[Phone Number]

[Date]

[Recipient's Name]
[Recipient’s Position]
[Company Name]



[Company Address]
[City, State, Zip Code]

Dear [Recipient’s Name],

I am writing to propose the <creation of a [new
role/department] at [Company Name]. As a [Your Current
Position], I have noticed a gap in [area/field where the new
role or department is needed], which I believe can be
effectively filled by establishing [new role/department name].

The primary purpose of this [role/department] would be to
[briefly describe the main functions and objectives]. This
addition could lead to [list benefits such as increased
efficiency, better customer service, more innovation, etc.].
In my observation, this aligns well with our company’s goals
of [mention relevant company objectives or values].

[IT proposing a new role for yourself, include a paragraph
here about your qualifications and why you are well-suited for
this role. Mention specific skills, experiences, and
achievements that make you the ideal candidate.]

I believe that the implementation of this [role/department]
would be a strategic step towards [mention the expected
outcomes, such as enhancing competitiveness, dimproving
operations, etc.]. I have prepared a more detailed plan
outlining the potential structure, functions, and projected
outcomes of this [role/department] and would welcome the
opportunity to discuss it with you in more detail.

Thank you for considering this proposal. I am enthusiastic
about the possibility of this new [role/department] and am
confident in its potential to contribute significantly to
[Company Name]'s success.

Sincerely,

[Your Signature (if sending a hard copy)]
[Your Printed Name]



Example Letter Matching the Template

Alice Johnson

Senior Analyst

Market Research Department
ABC Corp

456 Business Avenue
Business City, BC 23456
alice.johnson@abccorp.com
(555) 123-4567

May 26, 2024

John Smith

Director of Operations
ABC Corp

456 Business Avenue
Business City, BC 23456

Dear Mr. Smith,

I am writing to propose the creation of a Digital Innovation
Department at ABC Corp. As a Senior Analyst in the Market
Research Department, I have noticed a gap in embracing and
implementing digital solutions, which I believe can be
effectively filled by establishing this new department.

The primary purpose of the Digital Innovation Department would
be to spearhead digital transformation initiatives across the
company. This addition could lead to increased operational
efficiency, enhanced customer engagement, and the fostering of
a culture of innovation. In my observation, this aligns well
with our company’s goals of staying ahead in the market and
continuously improving our service offerings.

I believe that the implementation of the Digital Innovation
Department would be a strategic step towards strengthening our
market position and enhancing our operational capabilities. I
have prepared a more detailed plan outlining the potential
structure, functions, and projected outcomes of this
department and would welcome the opportunity to discuss it



with you in more detail.
Thank you for considering this proposal. I am enthusiastic
about the possibility of this new department and am confident

in its potential to contribute significantly to ABC Corp’s
success.

Sincerely,

Alice Johnson



