[Company Logo]   [Company Name]
INTERNAL JOB APPLICATION FORM
	Company:
	[Company Name]

	IJP Reference No.:
	[Reference Number]

	Date of Submission:
	[Date]



Section A: Employee Details
	Employee Name
	 

	Employee ID
	 

	Current Designation
	 

	Grade / Band
	 

	Department
	 

	Work Location
	 

	Reporting Manager
	 

	Date of Joining
	 

	Months in Current Role
	 

	Official Email ID
	 

	Mobile Number
	 



Section B: Position Applied For
	Position Title
	 

	Department / Function
	 

	Location
	 

	Grade of Position
	 

	Hiring Manager
	 

	Where did you see this opening (intranet / email / notice board)
	 



Section C: Qualifications and Experience
	Highest Qualification
	 

	Professional Certifications
	 

	Total Work Experience (years)
	 

	Experience within the Company (years)
	 

	Key Skills Relevant to the Position
	 

	Major Achievements in Current Role
	 

	Last Two Performance Ratings (Year and Rating)
	 



Section D: Statement of Interest
	Why are you interested in this position
	 

	How will your experience help in the new role
	 

	Earliest date you can move if selected
	 



Section E: Current Manager's Acknowledgement
	Manager Name
	 

	Comments on Applicant's Readiness
	 

	Proposed Release Time (days)
	 

	Manager Signature and Date
	 



Section F: For HR Use Only
  Minimum tenure in current role met
  Performance rating meets IJP criteria
  No disciplinary proceedings pending
  Application forwarded to hiring manager on [Date]
	HR Remarks
	 

	Shortlisted (Yes / No)
	 

	Interview Date
	 

	Final Outcome
	 



Declaration
I confirm that the information given in this form is true and complete. I have read the Internal Job Posting policy of [Company Name] and understand that applying does not guarantee selection, and that my current terms of employment continue until a written decision is issued.

	______________________________
Applicant
[Employee Name]
Date: [Date]
	______________________________
Received by HR
[HR Name]
Date: [Date]
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