[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
To
[Recipient Name]
Subject: Letter to request arrears

Dear Sir,
My name is Johnson and I am working as an Assistant Director in the HR department under your kind supervision for the last five years. As per our company’s policy, after completion of five years of service, I was promoted to the rank of Deputy Director, HR. with effect from 1st of March, 20XX.
As an Assistant Director, I was being paid an amount of USD 1500 in lieu of monthly payments. My problem is that, despite being promoted the high rank, I am getting the same amount of salary as stated above. It means that I have not been paid any increment of a higher scale since my date of the promotion. Moreover, five months have been passed and due to non- upgradation of my salary, the amount so accumulated has also become an arrear which must be paid to me with the next month’s salary.
[bookmark: _GoBack]I want to mention here that before writing and requesting you for arrears, I wrote several emails to the accounts department, but they did not pay any attention to my request and they caused that much delay. Therefore, I request you to direct the accounts department to take the necessary steps in order for the timely payment of my salary and promotion increment arrears with the next month’s salary. I shall be very thankful to you for this act of kindness.
Yours affectionately,
[XYZ]
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