
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Manager's Name]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Manager's Name],  

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

advance on my salary for the upcoming pay period. Due to [brief 

explanation of the reason, e.g., unexpected expenses, medical bills, 

etc.], I am currently facing a financial situation that requires 

immediate attention.  

I assure you that this request is not made lightly, and I am committed to 

repaying the advance through future salary deductions, if necessary. I 

believe this arrangement will provide the support I need to manage my 

current circumstances without affecting my performance at work.  

I greatly appreciate your understanding and consideration of my request. 

Please let me know if you need any additional information or 

documentation to process my application.  

Thank you for your attention to this matter. I look forward to your 

positive response.  

Sincerely,  

[Your Name]  

[Your Job Title] 


