To
[NAME HERE]
[Designation]
[Company Name]
[Address]
Subject: Request letter for salary arrears

Dear Sir,
I hope you will be fine. My name is Anna Williams, and I am working as an assistant manager in your organization since May, 20XX. I have accumulated 15 years of service in my account. According to an announcement made by the management of our company, the finance department was issued a circular in which they were directed to adjust an increment in the basic salaries of those employees who have completed 15 years of service within this organization. This circular was issued on the 30th of September and was to be implemented from the 1st of October, 20XX.  
Since I have also completed 15 years of service, therefore I am also eligible and entitled to be given an increment of 10 percent in my basic salary as per notification of the company. But the problem I am facing is that it has been three months since the circular has been issued and since then, I am receiving my salary without increment and the same has been accumulated as salary arrears.
The occurrence of such a problem in this organization is something beyond the level of understanding because I had not faced such a problem during my whole service. I have sent several emails to the Head of the finance department and requested him to resolve my issue but unfortunately, my issue remained unresolved. Now, I am requesting you to investigate the matter and direct the finance department to increase my salary as per notification and adjust the arrears in my salary accordingly. I shall be grateful if you give your kind attention to my request and direct the finance department personally to resolve my issue. Thanking you in anticipation.
Yours sincerely,
XYZ
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