
Payroll Processing Authorization Inquiry 

Date: [Insert Date] 

To: [Insert Recipient Name] 

[Insert Company Name] 

[Insert Company Address] 

Subject: Payroll Processing Authorization Inquiry 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to inquire about the status of the payroll 

processing authorization for [Insert Employee Name/ID] for the pay period of [Insert Pay 

Period]. 

As we aim to ensure timely and accurate payroll disbursement, I would appreciate your prompt 

attention to this matter. If there are any outstanding documents or information needed, please let 

me know at your earliest convenience. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


