
[Your Full Name] 

[Current Internal Job Title] 

[Employee ID Number] 

[Email Address] 

[Phone Number] 

[Date] 

[Hiring Manager Name] 

[Title] 

[Department Name] 

[Company Name] 

RE: Application for Contract Specialist / Internal Procurement Specialist Position 

Dear [Hiring Manager Name], 

I am writing to formally express my interest in the Contract Specialist / Internal Procurement 

Specialist position within the [Department Name] department. Having served as a [Current Role] 

at [Company Name] for [Number] years, I possess an intimate understanding of our internal 

operational standards and a strong commitment to the organization's long-term fiscal objectives. 

In my current capacity, I have developed a deep familiarity with our existing vendor relationships 

and internal supply chain workflows. My background in [Specific Skill, e.g., Budgeting or Project 

Management] has prepared me to effectively manage the lifecycle of procurement contracts, from 

initial solicitation and negotiation to final execution and compliance monitoring. I am particularly 

skilled at identifying cost-saving opportunities without compromising the quality of service or 

goods provided. 

During my tenure here, I have successfully [Mention a specific internal achievement, e.g., 

improved a process or met a specific KPI]. I am eager to transition these skills into a specialized 

procurement role where I can ensure our contractual agreements mitigate risk and maximize value 

for the company. 

I look forward to the possibility of discussing how my internal knowledge and procurement 

expertise can support the [Department Name] team. Thank you for your time and for considering 

my internal application. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 


