[Your Full Name]

[Current Job Title]
[Employee ID / Department]
[Date]

[Recipient Name]
[Chief Executive Officer / Board of Directors]
[Company Name]

Re: Application for Promotion to Chief Operating Officer
Dear [Recipient Name],

It is with great enthusiasm and a deep commitment to [Company Name]'s future that I submit my
formal application for the position of Chief Operating Officer. Having served as [Current Title]
for [Number] years, I possess an intimate understanding of our operational workflows,
organizational culture, and the strategic vision required to scale our impact.

During my tenure, [ have focused on [Key Achievement 1, e.g., streamlining departmental
efficiency] and [Key Achievement 2, e.g., cross-functional leadership]. These experiences have
prepared me to transition into the COO role, where I aim to bridge the gap between our high-
level strategy and daily execution. My familiarity with our internal systems allows me to bypass
the traditional learning curve, ensuring a seamless transition that maintains our current
momentum.

My vision for this role involves [Brief mention of a future goal, e.g., optimizing supply chain
resilience or enhancing inter-departmental synergy]. I am eager to leverage my institutional
knowledge to drive operational excellence and support your leadership in achieving our long-

term objectives.

I look forward to discussing how my internal perspective and proven track record can contribute
to the next chapter of [Company Name]'s success.

Sincerely,
[Signature]

[Your Printed Name]



