Workplace Request Letters Pack
Five editable letters for common workplace requests
Each letter starts on its own page. Copy the letter you need into a new document (or delete the other pages), replace every [placeholder] and review it before sending. A short How to Use guide is on the last page.
Letters in this pack
1.  Salary Increase Request — Ask your manager for a salary review, supported by your achievements.
2.  Promotion Request — Ask to be considered for a more senior role.
3.  Experience Certificate Request — Ask HR for a certificate confirming your employment and role.
4.  NOC Request — Ask HR for a No Objection Certificate for a visa, travel, studies or similar.
5.  Leave Application — Apply for leave with dates, reason and handover details.
6.  How to Use guide
Free resource from BabaDigit · babadigit.com · General guidance only, not legal or HR advice.
LETTER 1 OF 5 · SALARY INCREASE REQUEST   (delete this line before sending)
[Employee Full Name]
[Job Title], [Department]
Employee ID: [Employee ID]
[Phone Number]  |  [Email Address]
[DD Month YYYY]
[Recipient Name]
[Recipient Job Title — e.g. Line Manager]
[Company Name]
[Company Address, City, Country]
Subject: Request for Salary Review
Dear [Recipient Name],
I am writing to respectfully request a review of my current salary. I joined [Company Name] as [Job Title] on [Joining Date], and since then I have taken on additional responsibilities and contributed to the results of the [Department] team.
Over the past [period — e.g. 12 months], my main contributions have included:
1. [Achievement 1 — with a measurable result, e.g. reduced month-end reporting time by two days]
1. [Achievement 2 — e.g. took over responsibility for a key process, client or report]
1. [Achievement 3 — e.g. trained new team members or completed a relevant qualification]
In view of these contributions and [my expanded responsibilities / market rates for similar roles], I would be grateful if my salary could be reviewed from [Current Salary and Currency] to [Requested Salary and Currency] per [month / year], or to a level the company considers appropriate.
I value my role at [Company Name] and remain committed to contributing to the team. I would welcome the opportunity to discuss this at a time convenient for you, and I am happy to provide any further information that may help.
Thank you for your time and consideration.
Yours sincerely,
______________________________
[Employee Full Name]
[Job Title]
LETTER 2 OF 5 · PROMOTION REQUEST   (delete this line before sending)
[Employee Full Name]
[Job Title], [Department]
Employee ID: [Employee ID]
[Phone Number]  |  [Email Address]
[DD Month YYYY]
[Recipient Name]
[Recipient Job Title — e.g. Line Manager]
[Company Name]
[Company Address, City, Country]
Subject: Request for Consideration for Promotion to [Proposed Job Title]
Dear [Recipient Name],
I am writing to request consideration for promotion from my current role of [Current Job Title] to [Proposed Job Title]. I have worked in the [Department] department since [Joining Date], and I believe my experience and recent results have prepared me for this next step.
In my current role, I have:
1. [Higher-level responsibility you already handle — e.g. supervising two junior staff or leading a process]
1. [Key achievement with a result — e.g. delivered a project on time and within budget]
1. [Relevant qualification, training or certification completed]
In the role of [Proposed Job Title], I would aim to [one or two priorities — e.g. strengthen reporting accuracy and support the growth of the team].
I understand that promotion decisions depend on business needs and company policy. Whatever the outcome, I would appreciate your feedback on any areas I can develop further.
I would welcome the chance to discuss this with you at a convenient time. Thank you for considering my request.
Yours sincerely,
______________________________
[Employee Full Name]
[Job Title]
LETTER 3 OF 5 · EXPERIENCE CERTIFICATE REQUEST   (delete this line before sending)
[Employee Full Name]
[Job Title], [Department]
Employee ID: [Employee ID]
[Phone Number]  |  [Email Address]
[DD Month YYYY]
[Recipient Name]
[Recipient Job Title — e.g. HR Manager]
[Company Name]
[Company Address, City, Country]
Subject: Request for Experience Certificate
Dear [Recipient Name],
I am writing to request an experience certificate for my period of employment with [Company Name]. My employment details are as follows:
Full name: [Full Name as on Passport or ID]
Employee ID: [Employee ID]
Job title(s) held: [Job Title(s)]
Department: [Department]
Period of employment: [Start Date] to [End Date or Present]
I require the certificate for [purpose — e.g. a new job application, higher studies or professional registration]. [Optional] The receiving organisation has asked that the certificate include [required details — e.g. job duties, employment dates and company stamp] and be addressed to [To Whom It May Concern / Organisation Name].
I understand that the certificate will be issued in the company's standard format and in line with company policy. I would be grateful if it could be provided by [Required Date] as a [signed and stamped printed copy / digital PDF].
Please let me know if any form, clearance or further information is needed from my side. Thank you for your assistance.
Yours sincerely,
______________________________
[Employee Full Name]
[Job Title]
LETTER 4 OF 5 · NOC REQUEST   (delete this line before sending)
[Employee Full Name]
[Job Title], [Department]
Employee ID: [Employee ID]
[Phone Number]  |  [Email Address]
[DD Month YYYY]
[Recipient Name]
[Recipient Job Title — e.g. HR Manager]
[Company Name]
[Company Address, City, Country]
Subject: Request for No Objection Certificate (NOC) — [Purpose]
Dear [Recipient Name],
I am writing to request a No Objection Certificate (NOC) from [Company Name] for [purpose — e.g. a visa application, travel abroad, a driving licence, higher studies or a bank application]. My details are as follows:
Full name: [Full Name as on Passport or ID]
Employee ID: [Employee ID]
Job title: [Job Title]
Date of joining: [Joining Date]
Passport or ID number: [Passport or ID Number — only if the authority requires it]
The NOC is required by [Name of Authority, Embassy or Institution] for [brief description of the purpose]. [Optional] I plan to travel from [Departure Date] to [Return Date], and this period is covered by my approved leave.
I understand that the NOC will be issued in the company's standard format, and that the receiving authority may require specific wording. [Optional] The authority's required format is attached for your reference.
I would be grateful to receive the NOC by [Required Date]. Please let me know if you need any additional documents from me. Thank you for your support.
Yours sincerely,
______________________________
[Employee Full Name]
[Job Title]
LETTER 5 OF 5 · LEAVE APPLICATION   (delete this line before sending)
[Employee Full Name]
[Job Title], [Department]
Employee ID: [Employee ID]
[Phone Number]  |  [Email Address]
[DD Month YYYY]
[Recipient Name]
[Recipient Job Title — e.g. Line Manager]
[Company Name]
[Company Address, City, Country]
Subject: Application for [Leave Type] Leave — [Start Date] to [End Date]
Dear [Recipient Name],
I would like to apply for [Leave Type — e.g. annual, sick, emergency or unpaid] leave from [Start Date] to [End Date], a total of [Number of Days] [working / calendar] days. I will return to work on [Return Date].
The reason for my leave is [brief reason — e.g. a family commitment, a medical appointment or travel to my home country]. [Optional] A supporting document is attached.
During my absence, [Colleague Name], [Colleague Job Title], has agreed to cover [main tasks or responsibilities]. Before my leave starts, I will complete or hand over [pending work] and share a handover note with [Colleague Name] and you.
For urgent matters, I can be reached on [Phone Number] or [Email Address].
I would be grateful if you could approve this leave. Please let me know if any change to the dates is needed to suit the team's schedule.
Yours sincerely,
______________________________
[Employee Full Name]
[Job Title]
cc: [HR Department or HR Contact Name]
HOW TO USE — delete this page before sending
How to Use This Pack
Before you send
1. Replace every [placeholder], including the brackets. Use Find (Ctrl + F) and search for "[" to make sure none are left.
1. Sentences starting with [Optional] are for some situations only: delete the whole sentence if it does not apply, or delete just the [Optional] tag if it does.
1. Adjust the wording to your employer's format. Many companies have their own request forms, HR portal or letterhead.
1. Check all names, job titles, employee ID and dates. Write dates in full (e.g. 1 March 2027) to avoid confusion.
1. Review the whole letter before sending. Keep a copy for your records.
1. Remove the "LETTER X OF 5" line at the top of the letter and delete the pages you do not need.
NOC and experience certificate wording
These documents are issued by your employer, usually in the company's standard format and signed or stamped by HR. Your letter is only the request. If an embassy, authority, university or new employer needs specific wording, attach their requirements so HR can include them. The final wording may need employer-specific changes.
Employer and country differences
Practices vary by employer and country — for example, how leave is approved, which documents need a stamp, and whether requests go by email, letter or HR system. Follow your company policy and any official requirements that apply to you.
Sending tips
1. By email: use the Subject line as the email subject and paste the letter body into the email, or attach it as a PDF (File > Save As > PDF).
1. Salary and promotion requests: send them ahead of a planned discussion or review, and keep the tone positive and factual.
1. Leave: apply as early as your company policy requires and confirm your handover before you go.
Free resource from BabaDigit · babadigit.com · General guidance only, not legal or HR advice. Approval of any request is at your employer's discretion.
