[Your Name]

[Current Executive Title]
[Current Department/Division]
[Date]

To: [Recipient Name]
[Recipient Title]
[Company Name]

RE: Application for [Target Executive Role Title]
Dear [Recipient Name],

Please accept this formal expression of interest regarding the [Target Executive Role Title]
position. Having served as [Current Title] for the past [Number] years, I have developed a
deep understanding of [Company Name]'s strategic trajectory, culture, and operational
complexities. I am eager to leverage this institutional knowledge to drive the next phase of
growth within the [Target Department/Division].

During my tenure in my current role, I have focused on [High-Level Strategy/Theme]. My key
contributions to the organization include:

e [Major Accomplishment 1]: [Detail the quantifiable impact on revenue, efficiency, or
market position].

e [Major Accomplishment 2]: [Detail a leadership initiative or cultural transformation
led].

e [Major Accomplishment 3]: [Detail a cross-functional success or strategic partnership].

My transition into the [Target Executive Role Title] role would allow for a seamless leadership
integration. [ have identified three immediate priorities to ensure [Department/Company] meets
its upcoming [Year/Quarter] objectives: [Priority A], [Priority B], and [Priority C]. My existing
relationships with the board and executive leadership team will enable me to execute these
initiatives with minimal ramp-up time.

I welcome the opportunity to discuss how my vision for this role aligns with the company's long-
term strategic plan. Thank you for your continued trust and consideration.

Sincerely,

[Your Signature]

[Your Printed Name]



