[Your Full Name]

Current Position: [Current Principal Director Title]
Current Department: [Current Department Name]
[Employee ID Number]

[Work Email Address]

[Phone Number]

[Date]

[Hiring Manager Name]

[Title of Hiring Manager/Committee Chair]
[Target Department Name]
[Company/Organization Name]

RE: INTERNAL TRANSFER APPLICATION FOR PRINCIPAL DIRECTOR,
[TARGET DEPARTMENT]

Dear [Recipient Name],

I am writing to formally express my interest in the Principal Director position within the [Target
Department], as recently announced. Having served as the Principal Director of [Current
Department] for the past [Number] years, I have a deep understanding of our organization's
strategic goals and operational framework. I am eager to transition my leadership and expertise to
this new vertical to drive similar levels of success and innovation.

During my tenure in [Current Department], I successfully oversaw [Key Achievement 1] and
implemented [Key Achievement 2], which resulted in a [Percentage/Metric] increase in
organizational efficiency. My experience in high-level stakeholder management and multi-million
dollar budget oversight aligns directly with the requirements outlined for the [Target Department]
leadership role. I am confident that my institutional knowledge will allow for a seamless transition
and immediate contribution to the department's ongoing initiatives.

My motivation for this transfer stems from a desire to [Reason for Transfer, e.g., apply my
technical expertise to a different market segment / lead the department through its upcoming
restructuring]. I am particularly drawn to this opportunity because of [Specific Project or Goal of
the Target Department)]. I believe my proven track record in [Specific Skill, e.g., Global Operations
or Digital Transformation] makes me the ideal internal candidate to steer this department toward
its future objectives.

I look forward to discussing how my background as a Principal Director can support the strategic
evolution of the [Target Department]. Thank you for your time and consideration of my internal
application.

Sincerely,



[Your Signature]
[Your Printed Name]



