11 January 20XX,

Martin Luther
Valley Stream, RT67
Dear Mr. Luther,
I have greatly enjoyed working with your company for seven months as Supervising Director. During this time, I’m sure you would also be agreed that I did not take any uninformed leaves or was involved in any kind of misconduct. I have performed the tasks and targets way beyond your expectations and had been consistent in my performance. I also remained available for other responsibilities as well and worked extra hours for the company’s sake when you wanted me. I was also asked energetically for more responsibilities. I also remained available on weekends when you required us for the completion of projects.
Considering what has been mentioned above, I would like to ask you for an advanced salary of two months. I had also discussed this matter with you verbally that my wife is suffering from a brain tumor and for her treatment, I need a huge amount of money. I have sold many expensive things from my house, but these are not enough to meet the treatment of my wife. There are many other expenses of the house and I am running through the financial crisis nowadays. 
Therefore, I request you to give me an advanced salary of two months, so may I be able to get her proper treatment. I also know that the company has always tried hard to provide good to its employees and is involved in productivity.
I hope you will give a kind consideration to this and will help me to come out from this darkest phase of life. I promise that I will work hard more positively in the future.
Regards,
Putin Alexei
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