Advance Salary Request Email Format

Date: 12 June 2024

To,

The HR Manager,
[Company Name]
[Company Address]

Subject: Request for Advance Salary
Dear Sir/Madam,

I am writing this email to formally request an advance on my salary for the month of June 2024. Due to unforeseen
personal circumstances, | am in need of financial assistance and kindly request the advance amount of [specify
amount or percentage, e.g., 40% of my monthly salary].

| assure you that the advance amount can be adjusted against my upcoming salary as per company policy. | have
always tried to fulfill my responsibilities sincerely and this will greatly help me at this moment.

Kindly consider my request and initiate the process at the earliest.

Thank you for your understanding.

Sincerely,

[Your Name]

[Your Designation]
[Employee ID]
[Contact Information]

Specify the reason and the required advance amount clearly.
Follow company policy for salary advance requests.

Keep your request polite and professional.

Ensure all your details (designation, employee ID) are correct.
Maintain confidentiality and discuss sensitive matters privately.
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