Salary Advance Request for Debt Repayment
Date: [Insert Date]

To,

[Manager's Name]
[Company Name]
[Company Address]

Dear [Manager's Name],

| hope this message finds you well. | am writing to formally request a salary advance to assist
with an urgent debt repayment that |1 am currently facing. | understand the policies regarding
salary advances and would like to provide my reasons for this request.

Due to [briefly explain your situation, e.g., unexpected medical expenses, home repair bills, etc.],
| find myself in a situation where | need financial assistance to meet my immediate obligations. |
would like to request an advance of [specify amount] from my upcoming salary.

| assure you that this request is made purely out of necessity, and | am committed to repaying the
advance through deductions from my future salaries over the next [specify time frame, e.g., two
months, three pay periods, etc.].

| appreciate your understanding and consideration of my request. I am willing to discuss this
matter further at your convenience and provide any necessary documentation to support my
situation.

Thank you for your time and assistance.

Sincerely,

[Your Name]

[Your Job Title]

[Your Employee ID]

[Your Contact Information]



