
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

prepayment of my upcoming salary due to [briefly explain the reason, 

e.g., personal financial needs, unforeseen expenses, etc.].  

As per my understanding of the company's policy, I would like to kindly 

ask for [specific amount or percentage] of my salary to be disbursed in 

advance. This assistance would greatly help me during this time.  

I assure you that this prepayment will not affect my ongoing commitment 

and performance at work. I appreciate your consideration of my request 

and look forward to your favorable response.  

Thank you for your understanding.  

Sincerely,  

[Your Name]  

[Your Job Title] 


