
To: [Hiring Manager Name] 

From: [Your Name] 

Current Role: [Current Job Title] 

Date: [Date] 

Subject: Internal Application for Lead Research Associate - [Department/Project Name] 

Dear [Hiring Manager Name], 

I am writing to formally express my interest in the Lead Research Associate position within the 

[Target Department], as advertised via [Internal Portal/Reference]. Having spent the past 

[Number] years with [Company Name] in the [Current Department], I am eager to apply my 

institutional knowledge and technical expertise to this leadership role. 

During my tenure as [Current Title], I have successfully [Key Achievement 1] and [Key 

Achievement 2]. My intimate familiarity with our organization's [Specific 

Protocols/Software/Compliance Standards] ensures that I can transition into this elevated role with 

minimal onboarding time, providing immediate support to the research team and project timelines. 

In this new capacity, I am particularly interested in overseeing [Specific Area of the New Role]. 

My background in [Specific Technical Skill], combined with my proven ability to mentor junior 

staff, aligns with the strategic goals of the [Target Department]. I am confident that my internal 

perspective will help bridge collaborative gaps between our current research initiatives and the 

objectives of the new team. 

I have discussed this potential transition with my current manager, [Manager's Name], who is 

supportive of my professional growth within the company. I look forward to the possibility of 

discussing how my experience as a Senior/Associate member of the [Current Team] can contribute 

to the continued success of your department. 

Thank you for your time and consideration. 

Sincerely, 

[Your Name] 

[Employee ID / Contact Extension] 


