[bookmark: _GoBack]{your name}
{your address}
{your phone number}
{you email address}

{date}

{recipient name}
{recipient title}
{recipient company name}
{recipient address}
Dear {recipient}:
My name is (name), and I have been part of your esteemed company (name) for over (*** years), working as (role) in the (department name). As your employee, I have always been focused, determined and hardworking to contribute towards the company's continued success by offering our customers exceptional quality services. With that said, I take this chance to inform you that I am yet to receive my salary for the month of (Month Name), which sums up to (amount). This goes against the (Terms) we had agreed upon as I signed my contract and company policy. (Explain in –depth the actual situation and problem). I have never had any issues in the past with salary payment, and I am bringing this to your attention so that this issue can be resolved as quickly as possible. Before writing this letter, I have raised this issue with (department name), but my efforts were in vain (Describe the situation). This delayed salary disbursement is causing me to struggle financially since I have pending bills I need to clear (Explain your requirements). I hope you address this matter immediately to allow me to settle these pending bills. Please make the payment latest by (***).
Thank you for your time, and looking forward to getting a favorable response.
Yours Sincerely,
Sender/Your name
Job Designation and Department name
Contact info. and signature

