Date:
To
[The Recipient’s Name]
Re. Request for Salary Certificate for the Home Loan Application in the Bank [NAME]
Dear Sir, 
I am [NAME]. I have been working in your company since 20XX which means I have completed [X] years working here. I joined the company in 20XX as a [POSITION]. Later, in 20XX, I was promoted to the designation of a [POSITION]. I am working on the rank [x] which means I am eligible to apply for loans of certain kinds from different finance institutes or companies to get loans or credits. For this, I need a salary certificate, for which I am writing this letter.
I have applied for a home loan in a private financial institute/company named [NAME]. I have applied for the 30-months installment plan which means the loan shall be paid back in thirty months. I have to submit a few official documents to the company to get approval for the loan. For that, I need two guarantors of the same cadre and a salary certificate. 
Therefore, I am writing to request a salary certificate with certain credentials mentioned. The certificate must have my salary mentioned in exact numbers, type of employment, terms of reference, and approval by the company’s accounts department.
I request you to grant me my salary certificate as soon as possible. In case of late release of salary certificate, the process shall be lagged due to further processing. Please contact me if there is any confusion. I am thankful to you for your cooperation.
Regards
[Your Name]
[Address]
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