[Your Full Name]
[Your Address, City, Postcode]
[your.email@example.com]  |  [+44 7700 000000]

[Date]

[Hiring Manager's Name]
[Job Title]
[Company Name]
[Company Address]

Re: Application for [Internal Job Title] – Internal Application

Dear [Hiring Manager's Name / Hiring Team],

I am writing to apply for the position of [Job Title] within [Department], as advertised on [internal portal / shared by [manager]]. Having been part of [Company Name] for [X] years, I have a deep understanding of the organisation's values, processes, and goals, and I am ready to take on a new challenge.

In my current role as [Current Job Title], I have [key achievement relevant to new role]. I have developed strong skills in [Skill 1] and [Skill 2], both of which are central to the [new role]. I have also [additional evidence of readiness – e.g. led a project, deputised for a manager, completed training].

I am motivated by [specific reason for applying – e.g. growing in this company, the scope of the new role, working on a specific project or with a specific team]. I believe I can bring [unique value] to this position while continuing to support [current team or area] during any transition.

I would appreciate the opportunity to discuss this application further with you. Thank you for considering me for this role.

Yours sincerely,

[Your Full Name]
