
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Employer's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [Employer's Name],  

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

financial assistance due to [briefly explain the reason, such as 

unexpected medical expenses, family emergency, etc.].  

Given my current circumstances, I am reaching out to seek [specify the 

type of assistance you are requesting, e.g., a loan, grant, one-time 

payment]. I have always appreciated the support our company provides to 

its employees, and I believe that with this assistance, I can [explain 

how the assistance would help you and the company, if applicable]. 

I am committed to my role and the success of our team, and I assure you 

that this request comes after careful consideration of my options. I am 

open to discussing this matter further and am willing to provide any 

additional information you may need. 

Thank you for considering my request. I look forward to your response. 

Sincerely,  

[Your Name]  

[Your Job Title] 


