
Cash Advance Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Manager's Name] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to formally request a personal cash advance of 

[insert amount] to assist with [briefly explain reason for request, e.g., unexpected expenses, 

medical bills, etc.]. 

Given the circumstances, I believe that this advance will significantly help me manage my 

current situation. I assure you that I will repay the amount through payroll deductions over the 

next [insert repayment time frame, e.g., month, two pay periods, etc.]. 

Thank you for considering my request. I am looking forward to your positive response. 

Sincerely, 

[Your Name] 


