Date:
To
[The Recipient]
[Designation]
Dear Mr. John Smith,
This letter is to inform you that my salary is due for the month of September. I have been working as a sales representative for the white Matter Company for the past six months and have worked with honesty and dedication. My sincerity with the work can be judged by my excellent professional record.
I would like to bring it to your notice that for the last three months, my salary has been transferred very late into my account. Usually, after about ten days and multiple reminders, my salary is finally transferred to my account which causes a lot of inconvenience to me.
I have to pay bills and installments for the property I recently purchased, and it gets delayed every month due to the late transfer of my salary. I request you to please pay me my salary on time, so I can pay my bills within their due date and avoid the late fee.
I have forwarded the matter to HR as well, but I am writing to you since I got no response from HR. I have checked with the bank before writing this letter and they informed me that the salary for the month of September has not been transferred. I request you to please investigate this matter and resolve this issue.  Thank you very much for your time and consideration in this matter. Looking forward to hearing from you.
Yours sincerely,
Ms. Elizabeth Hanna
Sales representative,
White Matter and Co.
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