
To: [Hiring Manager Name / HR Department] 

From: [Your Name] 

Current Position: [Your Current Job Title] 

Date: [Date] 

Subject: Internal Application for Quality Assurance Supervisor - [Department/Location] 

Dear [Hiring Manager Name], 

Please accept this letter as a formal expression of my interest in the Quality Assurance 

Supervisor position within the [Target Department], as posted on [Date/Internal Job Board]. 

Having served as [Current Title] at [Current Department] for [Number] years, I am eager to 

apply my internal knowledge and technical expertise to this leadership role. 

During my tenure with [Company Name], I have developed a deep understanding of our quality 

standards and operational workflows. My key contributions include: 

• [Key Achievement 1: e.g., Reducing defect rates or improving compliance scores] 

• [Key Achievement 2: e.g., Implementing a new testing protocol or SOP] 

• [Key Achievement 3: e.g., Mentoring team members or leading a specific project] 

I am particularly drawn to this supervisory role because of my commitment to maintaining 

[Company Name]'s reputation for excellence. I am confident that my familiarity with our 

existing QA software, safety protocols, and company culture will allow for a seamless transition 

and immediate contribution to the team's productivity. 

I look forward to the possibility of discussing how my background in [Specific Skill] and my 

dedication to continuous improvement can support the goals of the [Target Department]. Thank 

you for your time and consideration. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 

[Employee ID Number] 

[Phone Extension/Email] 


