To
[NAME HERE]
[Designation]
[Company Name]
[Address]
Subject: Request letter for salary arrears
Dear Sir,
I hope you will be doing well. My name is Johnson, working as marketing manager in this company since 2000. I am writing you this letter to send you my formal request for payment of my salary arrears. I have more than 20 years of service on my credit and it was decided in the last annual meeting of the company that after the completion of 20 years of service, the employee will be promoted to the next rank. Keeping in view the policy, I was elevated to the rank of marketing manager from assistant manager marketing. With my promotion, there was also an increment of US$ 2000 in my salary.
But the issue I am facing now is that despite an increase in my salary, I have been receiving the same salary as it was before my promotion. Once I talked to the head of the finance department about this matter and he told me that salary will be adjusted accordingly and the amount in lieu of salary up-gradation will be paid in the form of salary arrears. Now, it has been more than six months, neither my salary has been upgraded nor have I received any salary arrears.
Despite sending many emails to the finance department, my issue remained unresolved and it seems that the concerned department has no interest in resolving this issue and it all went in vain. That is why I have been forced to write to you like this. 
I am requesting you humbly to resolve my issue and direct the finance department to pay my salary arrears which are pending from last six months. It would be a great virtue from your side if you give your kind consideration to my request on an urgent basis. I shall be very thankful to you for this act of kindness. Thanking you in anticipation.
Yours sincerely,
XYZ
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