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Request To Transfer To New Position
[Name, Company Name & Address here]

[Date]

Dear [name],

It has been a long time since I joined the family of [Company name]. I really enjoy working in this organization.  I like my job profile. I have worked here for over [duration] and, over these years, I learned a lot & have benefitted both personally & professionally.

Today, I am writing in discuss something important for my career progression.

It has been over [duration] since I started working in the capacity of [your position] in this organization, and now I have the knowledge & required skills, & abilities to handle senior roles in my department.

I always try to learn from my seniors and acquire more & more knowledge. I have worked hard & have delivered positive results while working for this organization.

Today, I have broad knowledge about changing market trends & customer demands. I can take new responsibilities on my shoulders and will contribute to the success of this organization.

I would like to request you to please consider my promotion for the open position of [State open position] in our Company.

I hope you will consider my request in the light of my achievements.

Sincerely,

[Your name & Designation]
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