To
[The Recipient]
[Designation]
Dear Ms. Anna Marie,
Good day. I am writing this letter to request you to please clear my due salary which has been delayed for some reason. I have not been paid salary for the month of September which is now overdue by fifteen days. I have emailed HR and given them reminders, but I did not hear back from them. I double-checked from the bank as well and they informed me the salary has not been transferred yet. I also wish to bring to your notice that every month the salary is delayed by at least a week, but this time it has been overdue for about two weeks now.
I request you to please pay your employees on time as many of us have hand-to-mouth salaries. Delaying payments causes unnecessary stress on the workers and they get demotivated. I am the sole breadwinner of my family and delayed payments put a lot of pressure on me as I am unable to fulfill my household duties. 
In addition, my medical bills need to be paid every month which get late, and I am charged a fine almost every time. I have also attached a copy of my medical bills with this letter for your reference. Considering my financial issues, I request the company to please clear my dues at your earliest so I can fulfill my duties towards my family. Thank you for your time and consideration. I look forward to hearing from you.
Yours sincerely,
John Doe
Sales Director
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