
Payroll Processing Authorization Request 

Date: [Insert Date] 

To: [Insert Recipient Name] 

Company: [Insert Company Name] 

Address: [Insert Company Address] 

City, State, Zip: [Insert City, State, Zip] 

 

Dear [Insert Recipient Name], 

I am writing to formally request authorization for payroll processing for the [insert pay period, 

e.g., "month of October 2023"]. This request includes the processing of payroll for our 

employees, including calculations for wages, deductions, and any applicable taxes. 

Please find the necessary details below: 

• Pay Period: [Insert Pay Period] 

• Total Employees: [Insert Total Number of Employees] 

• Payroll Amount: [Insert Total Payroll Amount] 

• Due Date for Payroll Processing: [Insert Due Date] 

We request that you confirm your authorization at your earliest convenience to ensure timely 

processing of payroll. If you require any additional information or documentation, please do not 

hesitate to contact me. 

Thank you for your prompt attention to this matter. 

 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


