Date:
To
[The Recipient]
[Designation]
[Department]
RE: Request for housing allowance
I am Smith Levies, and I am working as an executive officer in ABC Companies for the last seven years. This message aims to ask for housing allowance for the month of November and December. As per the organization’s policy, the group to which I belong is entitled to housing allowance. But it is sad to say that allowance has not been credited to my account yet for the months above mentioned. 
I have fulfilled all the requirements necessary for this purpose but still, I have not received 5,000$ in allowance. I have never come across this problem before and it is very difficult for me to evacuate the house in which I have spent almost seven years. 
Moreover, I have made many visits to the account's office for the same purpose. I would like to request you now to please investigate the matter. If you find any updates regarding this matter then please do let me know. Thanking you in advance.
[Your Name]
[Designation]
[Company Name]
Ref: [X]
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