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

[Date]

[Hiring Manager Name]

[Title]

[Operations Department Name]

SUBJECT: INTERNAL TRANSFER APPLICATION FOR [TARGET POSITION
TITLE]

Dear [Manager Name],

I am writing to formally express my interest in transferring to the position of [Job Title| within
the Operations Department, as advertised via [Internal Job Portal/Company Announcement].
Having spent [Number| years in my current role as [Current Role], I am eager to apply my
internal knowledge and technical skills to support the operational efficiency of [Company
Name].

During my tenure in the [Current Department], I have successfully [List a key achievement or
project|. My experience in [Relevant Skill 1] and [Relevant Skill 2] has provided me with a deep
understanding of our company's internal workflows. I believe this perspective will allow me to
transition seamlessly into the Operations team and contribute immediately to streamlining
[Specific Operational Process].

I am particularly drawn to this role because of the Operations Department's focus on [Specific
Department Goal or Project]. I am confident that my background in [Specific Area of Expertise]
aligns with the requirements of the team and the broader goals of the organization.

I have discussed my interest in this transfer with my current supervisor, [Supervisor Name]|, who
is supportive of my career growth within the company. I look forward to the possibility of

discussing how my skills can benefit the Operations team.

Thank you for your time and consideration.

Sincerely,

[Your Signature]
[Your Printed Name]



