[Your Full Name]
[Current Job Title / Department]
[Email Address]

[Phone Number]

[Date]

To: [Hiring Manager Name or Search Committee]
Position: Vice President, Internal Operations

Dear /[Name/,

I am writing to formally express my interest in the Vice President, Internal position at
[Organization Name]. Having served as /Current Role] for [Number| years, 1 have developed a
deep understanding of our corporate culture, operational infrastructure, and strategic objectives.

In my current capacity, I have successtully /Major Achievement 1] and [Major Achievement 2].
My intimate knowledge of our internal workflows allows me to identify efficiencies that an
external candidate might overlook. I am particularly committed to strengthening our /Specific
Internal Focus, e.g., cross-departmental collaboration or human capital management].

My vision for this role involves three key pillars:

e Operational Excellence: /Briefly describe goal]
e Culture & Engagement: /Briefly describe goal]
e Strategic Alignment: /Briefly describe goal]

I am eager to leverage my institutional knowledge to drive the next phase of our internal growth.
Thank you for considering my application for this executive leadership transition.

Sincerely,

[Signature]

[Printed Name]



