Department 
HR Department 
362 Duncan Street
Devon, United Kingdom 
Head
Richard Martin 
Head of HR Department 
Contact 134 343-5295
Dated: 29th November 20XX 
Respected Sir,
I am writing this letter to inform you about my request for changing the department within the XYZ company. I have been associated with the following company for 8 years. After my graduation, I joined as an assistant and later was promoted to the rank of manager due to my determination and passion for getting the work done in every situation. 
I have been serving as a manager for 4 years and have really enjoyed my time being here occupied with work and projects. I lead a team of 4 members, and we try to give our best to every project. I feel immense pleasure to be associated with great mentors and colleagues who allow me to work on my own terms. 
Our company is fortunate enough to hold a great place in the business market which increases its value and gets new clients each day. The company recently set up a new venture of recruitment that will help other companies and clients in recruiting their employees. It is a great venture and will help the overall company rank in the business market.
I am aware that the higher management is considering hiring a few employees from the company to make a board of recruiting personnel. I would really want to join the panel as I am sure that I am fully equipped for the job. I have already devised a proposal for the recruitment company that can be presented to potential clients. I seek your approval for the switching.
Anxiously waiting for your response.
Regards,
Mason Fay
Manager at XYZ
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