
Date: [Current Date] 

Name: [Full Name] 

Current Position: [Current Job Title] 

Current Department: [Current Department Name]  

To: [Hiring Manager or Human Resources Name] 

Re: Internal Application for [Target Position Name] - [Target Division/Department] 

Dear [Recipient Name], 

Please accept this formal application for the [Position Name] role within the [New Division 

Name] as part of the upcoming divisional realignment. Having served as [Current Title] for 

[Duration], I am eager to transition my institutional knowledge and technical skills to support 

the objectives of this new structural framework. 

During my tenure in the [Current Department], I have achieved [Key Achievement or Metric]. I 

believe my experience with [Specific System, Process, or Skill] makes me an ideal candidate to 

bridge the gap between our current operations and the goals of the realigned division. 

My familiarity with the company's internal culture and cross-departmental workflows will allow 

me to contribute immediately to the [New Division]. I am particularly interested in how this 

realignment will improve [Specific Business Goal], and I am committed to ensuring a seamless 

transition during this period of change. 

I look forward to discussing how my background aligns with the needs of the new divisional 

structure. 

Sincerely, 

[Signature/Printed Name] 

Employee ID: [ID Number] 


