To
[The Recipient Name]
[Designation]
[Company Name]
Subject: Letter asking for advance salary for family needs
Dear Sir,
I, John Smith, working as a senior accountant in your company, am forwarding a formal request to you through this letter and asking for company favor to give me an advance salary of just one month owing to the financial crisis I am facing right now in my personal life. No doubt, I am well aware of the company’s policies regarding the employees’ salary and in the best knowledge of this fact that employees will be entitled to be paid the salary of only that month during which they worked. But at the same time, I believe that exception could be granted in my case.
Sir, since last two months, I have not been able to pay my house rent and school fee of my kids. 
My father has retired from a bank service two months back. Since his bank had been privatized, therefore he had been paid nothing in lieu of pension, emoluments, EOBI fund, etc. except his last month's salary. Due to this reason, the entire responsibility of my house has been put to my shoulders right now and I am short of cash this month. 
I would never have asked you for such favor but to pay house rent, deposit my school going kids’ fee, and to buy the medicine for my mother, I don’t have enough to fulfill all these needs. Therefore, I am asking you for such a favor.
I am, therefore, requesting you to consider my current situation and would really appreciate you if you grant me a one-month advance salary with this month. I will clear this advance amount in three equal installments. Thanking you in anticipation.
Yours truly,
John Smith
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