
Salary Advance Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Manager's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Manager's Name], 

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

my family due to unforeseen circumstances that have arisen. As you are aware, family matters 

can sometimes require immediate financial assistance, and I am currently facing such a situation. 

I am requesting an advance of [specific amount] which I intend to repay through deductions from 

my future salary payments. I assure you that this request is made solely out of necessity and I 

would greatly appreciate your understanding and support. 

Thank you for considering my request. I am more than willing to discuss this matter further and 

provide any additional information you may require. 

Sincerely, 

[Your Name] 

[Your Job Title] 


