[Your Full Name]
[Current Job Title]
[Employee ID]
[Date]

[Hiring Manager Name]
[Target Department Manager Title]
[Department Name]

RE: Internal Transfer Application for [Target Position Title]
Dear [Manager Last Name],

I am writing to formally express my interest in the [Target Position Title] position within the
[Target Department Name], as advertised on [Internal Job Portal/Date]. Having served as a
[Current Title] in the Customer Support Department for [Number] years, | am eager to transition
my front-line experience and technical knowledge to this new role.

During my tenure in Customer Support, I have developed a deep understanding of our product
suite and established a proven track record of [Mention 1-2 Key Achievements, e.g., maintaining
a 95% CSAT score or reducing ticket resolution time]. I believe my firsthand experience with
client pain points and my ability to [Mention a relevant skill, e.g., troubleshoot complex
technical issues or manage high-volume workflows] make me a strong candidate for your team.

My goal is to leverage my institutional knowledge to help the [Target Department Name]
achieve its objectives regarding [Mention a specific department goal]. [ am confident that my
familiarity with company internal processes will allow for a seamless transition and immediate
contribution.

Thank you for considering my application for this internal move. I look forward to the possibility
of discussing how my background aligns with the needs of your department.

Sincerely,

[Signature]
[Your Printed Name]



