Drafting a letter to request a promotion requires a strategic
and professional approach, highlighting your achievements and
readiness for increased responsibilities. This guide provides
free templates for requesting a promotion, along with an
example that closely matches the template, essential factors
to consider, and suggestions for crafting your request.

Approach and Merits of Requesting a
Promotion

- State Promotion Interest: Clearly express your interest
in a specific promotion opportunity within the company.

= Highlight Achievements: Showcase your accomplishments
and contributions that make you a suitable candidate for
the promotion.

= Discuss Future Contributions: Explain how you can bring
further value to the company in the new role.

» Express Commitment: Reinforce your dedication to the
company and your enthusiasm for new challenges.

Elements to Include in a Promotion
Request Letter

Opening: Address your supervisor or relevant decision-maker
directly.

Current Role Recognition: Reference your present position and
time with the company.

Case for Promotion: Lay out your reasons for seeking the
promotion and how your skills and experiences align with the
new role’s requirements.

Record of Success: Highlight significant achievements in your



current role that demonstrate your readiness for advancement.

Future Vision: Share your vision for contributing to the
company’s success 1in the higher role.

Request for Discussion: Conclude with an invitation to discuss
the promotion in a meeting.

Recommendations for Writing a Promotion
Request Letter

Direct and Clear Expression: Be explicit about your desire for
promotion and the specific role you’re interested in.
Professional and Positive Tone: Ensure the letter 1is
respectful, reflects positively on your accomplishments, and
demonstrates your eagerness for the new role.

Emphasize Achievements and Potential: Focus on how your track
record and potential make you a strong candidate for the
promotion.

Invite Further Dialogue: Suggest a face-to-face meeting to
discuss your proposal in more detail.

Meticulous Composition: Craft a letter that is well-organized,
error-free, and reflective of your professional approach.

Promotion Request Letter Template

[Your Name]

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

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

[Phone Number]



[Date]

[Supervisor’s Name]
[Supervisor’s Position]
[Company Name]

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

Dear [Supervisor’s Name],

I am writing to express my interest in the [Desired Promotion
Title] position that has recently become available. As a
dedicated [Your Current Position] for [Duration] at [Company
Name], I have continuously strived to contribute to our team’s
success and believe I am ready to take on the responsibilities
of this new role.

During my tenure, I have achieved [highlight your significant
accomplishments], which have contributed to [mention the
positive impact on the team or company]. I am particularly
proud of [mention a specific achievement or project].

In the [Desired Promotion Title] role, I am excited about the
opportunity to [mention how you plan to contribute in the new
role, such as leading projects, driving innovation, or
developing strategies]. My experience in [mention relevant
experience or skills] uniquely positions me to make a
significant impact in this role.

I would greatly appreciate the chance to discuss my candidacy
for this promotion further. I am eager to explore how my
experience and vision align with the expectations of the
position and how I can continue to contribute to [Company
Name]'s growth and success.

Thank you for considering my application for this promotion. I
look forward to the opportunity to discuss this exciting
possibility with you.

Sincerely,



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

Example Letter Matching the Template

Alex Johnson

Marketing Coordinator

Marketing Department

Innovative Solutions Inc.

123 Innovation Drive

Tech City, TC 67890
alex.johnson@innovativesolutions.com
(555) 987-6543

May 24, 2024

Samantha Lee

Marketing Director
Innovative Solutions Inc.
123 Innovation Drive
Tech City, TC 67890

Dear Ms. Lee,

I am writing to express my interest in the Marketing Manager
position that has recently become available. As a dedicated
Marketing Coordinator for over three years at Innovative
Solutions Inc., I have continuously strived to contribute to
our team’s success and believe I am ready to take on the
responsibilities of this new role.

During my tenure, I have successfully managed multiple high-
profile marketing campaigns, which have contributed to a 20%
increase in brand awareness and a significant expansion of our
customer base. I am particularly proud of leading the award-
winning “Innovate Today” campaign last year.

In the Marketing Manager role, I am excited about the
opportunity to lead our team in developing cutting-edge
marketing strategies and initiatives. My experience 1in



campaign management and digital marketing uniquely positions
me to make a significant impact in this role.

I would greatly appreciate the chance to discuss my candidacy
for this promotion further. I am eager to explore how my
experience and vision align with the expectations of the
Marketing Manager position and how I can continue to
contribute to Innovative Solutions Inc.’s growth and success.

Thank you for considering my application for this promotion. I
look forward to the opportunity to discuss this exciting
possibility with you.

Sincerely,

Alex Johnson



