To,
[The Recipient Name]
[Designation]
[Company Name]
Subject: Letter to make correction in salary

Dear Sir,
I hope you will be fine. I am writing this letter to bring into your notice that due to unknown reasons, I have received an incorrect amount of salary in my account for the current month. I was surprised at seeing the salary details because my net monthly salary is USD 5000, after a tax deduction but I have been paid only USD 3500 in lieu of this month's salary. Sir, I will not be able to look after my daily affairs with this substantially low amount. I joined this company five years back from now and since then I had never faced such an issue.
Moreover, the amount credited to my account is incorrect as it is USD 1500 less than the negotiated amount. This is a matter of great seriousness for me as I am a salaried person and I must look after my all expenses with my salary. I had never been late in terms of completing the tasks assigned to me and I am a loyal person with my company, but this situation could create a serious financial problem, if not addressed on time.
[bookmark: _GoBack]I had discussed this matter with the chairman HR, but he did not show any interest to resolve my issue. It is therefore my humble request to you please investigate the matter and resolve my issue in minimum possible time so that my salary for the current month could be corrected as soon as possible. Thanking you in anticipation.
Regards,
Robert Lee,
Communication Manager,
XYZ Industries
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