
[Your Name]  

[Your Position]  

[Your Department]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to formally request 

financial assistance due to [briefly explain your situation, e.g., 

unexpected medical expenses, family emergencies, etc.].  

Despite my best efforts to manage my financial obligations, [provide a 

few details about your situation, emphasizing its impact on your well-

being and your ability to continue working effectively].  

I am seeking financial assistance in the amount of [specific amount] to 

help me navigate this challenging period. I believe that this support 

would provide me the necessary relief to focus on my work and maintain my 

productivity.  

I appreciate your time and consideration regarding my request. I am happy 

to discuss this matter further and provide any additional information 

needed.  

Thank you for your understanding.  

Sincerely,  

[Your Name]  

[Your Position] 


