[Your Full Name]

[Current Job Title / Department]
[Employee ID]

[Phone Number]

[Email Address]

[Date]

[Hiring Manager Name]
[Title]

[Department Name]
[Company Name]

Dear [Mr./Ms./Mx. Last Name],

I am writing to formally express my interest in the Internal Procurement Specialist position
within the Inventory Management department, as advertised on the [Internal Job Board/Company
Portal]. Having served as [Current Title] in the [Current Department] for [Number] years, |
possess an intimate understanding of our internal supply chain requirements and operational
standards.

During my tenure at [Company Name], I have consistently demonstrated a commitment to
[mention a key skill: e.g., cost-reduction, vendor relations, or data accuracy]. Specifically, my
experience with [mention a specific company system or software, e.g., SAP, Oracle, or internal
ERP] has allowed me to optimize inventory flow and maintain lean stock levels without
compromising production deadlines.

In this role, I aim to leverage my existing relationships with our internal stakeholders and
external suppliers to further streamline our procurement lifecycle. My familiarity with our
corporate procurement policies and [mention a specific company goal, e.g., sustainability
initiatives or budget constraints] ensures that I can transition into this role with minimal
oversight and deliver immediate value.

I am eager to apply my analytical skills and inventory management expertise to this new

challenge. Thank you for considering my internal application. I look forward to the possibility of
discussing how my background aligns with the goals of the procurement team.

Sincerely,

[Your Signature]
[Your Printed Name]



