January 16, 20XX
Stalin Cruise
Cooperative Manager
XYZ Company
Manchester, TY12
Dear Mr. Cruise, 
I am working in your company for the post of assistant manager for the last ten years and I have proved to a very hardworking and efficient worker from day first till now. I have tried my level best to provide the company best of my services. This letter is a request to you for the advanced salary request. Due to the financial crisis, I could not pay the college fee of my brother for the last three months and his name has now come on the draw list. His college principal has sent me a notice that if his fee is not paid at the given time, his name will be excluded, and he would not be able to take admission to the college again.
I should not have requested you for an advanced salary but now the circumstances have reached to level that there is no other option left than to request you. As you know my father has passed away, while he was alive, I did not have any worries about household expenses. After his death, all the household responsibilities have fallen on me and I am facing a severe financial crisis nowadays. I have to manage everything from grocery, crockery, monthly rent of the house to pay the fee of my younger siblings. 
Under the view of all circumstances that I have mentioned above, I request you to please give me an advanced salary of three months so may I be able to pay the college fee of my brother on time otherwise he would not be able to continue his studies again.
I hope that you will give a kind consideration to my request for an advanced salary as I am in dire need of it. I would be very thankful to you for this act of kindness.
Sincerely,
Sachin Tagore
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