
[Your Full Name] 

[Current Job Title] 

[Current Department] 

[Date] 

[Hiring Manager Name] 

[Operations Department Title] 

[Company Name] 

Dear [Manager Last Name], 

RE: Internal Transfer Application for [Target Operations Position] 

I am writing to formally express my interest in transferring to the Operations Management 

Department for the position of [Position Title]. Having spent [Duration] in the [Current 

Department], I have developed a comprehensive understanding of our internal workflows and 

seek to apply my skills toward optimizing our operational efficiency. 

During my tenure in my current role, I have achieved the following milestones relevant to 

operations management: 

• [Key Achievement 1: e.g., Process Improvement or Cost Saving] 

• [Key Achievement 2: e.g., Project Coordination or Resource Allocation] 

• [Key Achievement 3: e.g., Cross-departmental Collaboration] 

My background in [Specific Skill, e.g., Supply Chain, Data Analysis, or Quality Control] aligns 

with the strategic goals of the Operations team. I am particularly drawn to this role to help 

streamline [Specific Operations Process] and contribute to the company's scalable growth. 

Thank you for considering my application for this internal transition. I look forward to the 

possibility of discussing how my institutional knowledge and operational focus can benefit the 

team. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 


