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	Title: [Your Name Here] [Street or Mailing Address] [City], [State] [ZIP] 
	Body: [Insert Date]  [Recipient Name][Job Title][Company Name][Street or Mailing Address][City], [State] [ZIP] [Courtesy Title] [Last Name]:  I am so proud to be a member of the [insert company name] team. I have really enjoyed working here for the past [insert number of years] years, and look forward to continuing with the company well into the future. I enjoy my role as a(n) [insert job title]. I have accomplished a lot in this position, including [insert a few specific accomplishments]. With that in mind, I am ready to explore opportunities to advance within the company.  The purpose of this letter is to formally request consideration for advancement into a(n) [type of position] position with [insert company name]. You have always been such a supportive leader. I appreciate everything you have done to help me achieve success in my current role, and am hoping that you will continue to provide guidance as I seek opportunities to grow in my career with [insert company name].  I would appreciate any assistance or guidance you could provide in my efforts to be considered for a promotion.Would you be willing to schedule a discussion with me about what opportunities are available now, and what may become available in the future? Additionally, what steps should I take in order to be considered for these types of positions? Please let me know what will work with your schedule. I will be happy to meet in person or virtually at your earliest convenience, either during or outside of standard work hours. I look forward to speaking with you about this matter very soon. Thank you in advance for your assistance and continued support.  Regards,    [Your Name Here]    


