To
[NAME HERE]
Dear,
I am John Doe working in the Sales department at XYZ since April 2017. I have just been promoted as the Sales Manager and will be assuming my new responsibilities from the 1st of November. I, therefore, require a new Employee ID card baring the updated information about my new job post. 
Kindly let me know if you need any documents or information for the process. I await your response. 
[Your Name]
[Designation]
[Company Name]
[bookmark: _GoBack][Contact]
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