Date:
To
[The Recipient]
[Department]
Re. Frequent Delay in Salary
Dear Sir, I am [NAME OF THE COMPLAINANT] from the [NAME OF THE DEPARTMENT]. I am writing this letter to report a problem to you and bring your kind attention to this much-ignored matter of salary payment. I am working here since 20XX, and this year marks my [NO. OF YEARS] in the [COMPANY].
Since 20XX, I never faced the issue of salary delay. Whenever salary was delayed, it was informed by the relevant department or its head. It is the first time since I am working here that my salary is delayed this frequently. Since [SPECIFY THE TIME WHEN THE ISSUE STARTED], this problem is being faced by me. Almost none of the other employees is going through this problem as I have asked a few regarding this.
I have written many times to the HR and Accounts Department but I am not given a satisfactory reply. I do not have any other job and I pay all my bills and meet other expenses with this salary. Frequent salary delay not only affects my financial balances but also impact me mentally.
Therefore, I request you to look into this matter by yourself and direct the relevant department to not delay my salary if there is not any serious problem. I have enclosed an image of my profile from the web portal of the company for your convenience. It indicates the exact dates when the salary was deposited into my account.
Regards
[Name]
[Designation]
[Department]
[COMPANY & ADDRESS]
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