
Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Manager's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Manager's Name], 

I am writing to formally express my interest in the [Job Title] position in the [Department Name] 

department, as advertised on [Where You Found the Position]. I believe that my skills and 

experiences align well with the requirements of this role, and I am excited about the opportunity 

to contribute to our company in a new capacity. 

Since joining [Current Department] as [Current Job Title] in [Year], I have gained valuable 

experience in [Brief Description of Relevant Experience]. I am passionate about [Related 

Field/Subject] and am eager to bring my expertise to the [New Department] team. 

I am particularly drawn to this position because [Explain Reason for Interest in the New 

Position]. I am confident that my background in [Specific Skills or Experiences] will enable me 

to make a significant contribution to your team. 

I am looking forward to the possibility of discussing this exciting opportunity with you. Thank 

you for considering my application for this internal transfer. I am happy to provide any further 

information needed. 

Sincerely, 

[Your Name] 


