[Company Logo]   [Company Name]
APPLICATION FOR INTERNAL VACANCY
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
The Head – Human Resources
[Company Name]
[Company Address]
Through: [Reporting Manager], [Department]
Subject: Application for the Post of [Vacant Position] – Vacancy Notice No. [Vacancy Notice Number] dated [Date]
Dear Sir / Madam,
With reference to the above vacancy notice, I wish to apply for the post of [Vacant Position] in the [Hiring Department] at [Work Location].
I joined [Company Name] on [Date of Joining] and am presently working as [Designation] in the [Department], Employee ID [Employee ID]. Over the last [Number] years I have been responsible for [key responsibility], which has given me direct experience in the areas required for this post.
Some of my contributions relevant to the role are:
1. [Achievement 1, e.g. reduced month-end closing time from 8 to 5 working days]
1. [Achievement 2, e.g. trained six new joiners on the vendor portal]
1. [Achievement 3, e.g. led the branch audit with no major observations]
I am applying because [reason, e.g. the role allows me to build on my process experience and take on team responsibility]. I meet the eligibility conditions mentioned in the notice and have no disciplinary proceedings pending against me.
I request you to consider my application. I will be glad to appear for any interview or assessment and, if selected, can take up the new role after a handover period agreed with my manager.
Enclosures:
1. Updated resume
2. Copies of last two appraisal summaries
3. [Any certificate required by the notice]
Yours faithfully,

	______________________________
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
	______________________________
Forwarded with remarks
[Reporting Manager]
Date: [Date]


Copy to: [Reporting Manager]
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