[Your Name]

[Current Executive Title]
[Current Department]
[Email Address]

[Phone Number]

[Date]

[Recipient Name]
[Title, e.g., Chief Executive Officer / Board Selection Committee]
[Company Name]

Dear [Recipient Name],

It is with great enthusiasm and a deep commitment to [Company Name]'s future that I submit
my formal application for the position of [Target Executive Role]. Having served as [Current
Title] for the past [Number] years, | have gained an intimate understanding of our corporate
culture, operational challenges, and the strategic vision necessary to drive our next phase of
growth.

During my tenure in my current role, I have focused on delivering measurable value to the
organization. My key contributions include:

e [Key Achievement 1]: [Briefly describe impact on revenue, efficiency, or market share].

e [Key Achievement 2]: [Briefly describe leadership of a high-stakes project or
departmental turnaround].

e [Key Achievement 3]: [Briefly describe cross-functional collaboration or organizational
cultural development].

I view the [Target Executive Role] position as a critical opportunity to leverage my institutional
knowledge to [State primary goal, e.g., scale global operations / spearhead digital
transformation|. My intimate familiarity with our internal teams and existing workflows will
allow for a seamless transition, ensuring that strategic momentum is maintained without the
typical learning curve of an external hire.

I look forward to discussing how my leadership philosophy and proven track record of [Specific
Skill, e.g., fiscal discipline] align with the board's objectives for the coming fiscal year.

Sincerely,

[Your Signature]
[Your Printed Name]



