
Formal job requisition letter template

Subject: Requisition for Approval of New Job Position

Dear [Managerâ€™s Name],

I am writing to formally request the creation of a new position within our department. Due to the

increasing workload and the expanding scope of responsibilities, it has become essential to add a

[Job Title] to ensure smooth operations and maintain productivity.

The addition of this role will help us achieve [specific objectives such as meeting deadlines,

supporting clients, improving efficiency]. I have attached a draft job description and justification for

your review and approval.

I kindly request your consideration and approval to proceed with the requisition process.

Sincerely,  

[Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/requisition-letter-for-job


