To: [Hiring Manager Name]
Department: [Target Department Name|
Date: [Current Date]

Dear [Hiring Manager Name],
RE: Application for [Job Title/Position]

Please accept this letter as a formal expression of my interest in the [Job Title| position within
the [Target Department], as advertised on [Internal Job Board/Date]. I am currently a [Current
Job Title] in the [Current Department|, where I have served for [ Duration of Employment].

During my tenure at [Company Name]|, I have developed a strong understanding of our corporate
culture and operational goals. My experience in [Current Department| has allowed me to master
[Specific Skill or Achievement]|, which I believe will be highly beneficial to your team.
Specifically, I am eager to apply my knowledge of [ Specific System, Process, or Project] to help
the [Target Department| achieve its objectives regarding [Specific Goal].

I am seeking this transfer because [Brief Reason: e.g., desire for new challenges, alignment with
career path, or specialized interest]. I am confident that my internal insight and proven track
record with the company make me a strong candidate for this transition.

Thank you for considering my internal application. I look forward to the possibility of discussing
how my background and skills can contribute to the continued success of the [ Target
Department].

Sincerely,

[Your Signature]

[Your Printed Name]
[Employee ID Number]
[Contact Extension/Email]



