Salary Advance Request Letter
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 due to

unforeseen personal financial hardship.

Due to [briefly explain the reason for hardship, e.g., unexpected medical expenses, family
emergencies], | am currently facing a temporary financial strain that has made it difficult for me

to manage my expenses.

| am requesting an advance of [amount requested] against my upcoming salary to help me
alleviate this situation. | assure you that this advance will be repaid through my future salaries,

according to a plan that we can agree upon.

| appreciate your understanding and consideration of my request during this challenging time.
Please let me know if you require any further information or documentation to support my

request.
Thank you for considering my situation.
Sincerely,

[Your Name]



