[Your Full Name]

[Phone Number] | [Email Address]
[LinkedIn Profile URL]

[City, State, Zip Code]

[Date]

[Hiring Manager Name]
[Title]

[Company Name]
[Company Address]

Re: Internal Procurement Specialist Application
Dear [Hiring Manager Name],

I am writing to express my interest in the Internal Procurement Specialist position at [Company
Name]. With a background in [Number] years of supply chain management and strategic
sourcing, I am confident in my ability to optimize [Company Name]'s internal purchasing
workflows and vendor relations.

In my previous role at [Previous Company], I successfully managed [Specific Category or
Budget Size], achieving a [Percentage]% reduction in annual procurement costs through rigorous
contract negotiation and spend analysis. I specialize in:

e Vendor Lifecycle Management: Onboarding, performance monitoring, and compliance
auditing.

e Process Optimization: Implementing ERP/e-Procurement systems to streamline internal
requisitions.

o Stakeholder Collaboration: Partnering with department heads to align procurement
strategy with operational budgets.

I am particularly drawn to [Company Name] because of your reputation for [Specific Company
Value or Recent Achievement]. I am eager to apply my expertise in cost-containment and ethical

sourcing to help your internal teams operate more efficiently.

Thank you for your time and consideration. I look forward to discussing how my procurement
strategies can support your organizational goals.

Sincerely,
[Your Signature]

[Your Printed Name]



