
[bookmark: _GoBack]Date: ____________________
The Departmental Head
Company Name
Address
 
Subject: Application for Advance Salary
Dear Sir / Madam,
I will be grateful to you if you will please advance Rs. ________ to me from my salary of the month of _____________. Please deduct a sum of Rs. _________ from my salary of the scheduled month as I have already taken it in advance.
Thank you.
Signatures: _____________________________
 
Name: __________________________________
Department: _____________________________
Designation: _____________________________
Place of duty: ____________________________
 
The Advance recommended / not recommended.
Signatures of Departmental Head: _____________
Date: ____________________________________
Advance Sanctioned / not sanctioned.
Executive Director _________________________
Date: ____________________________________

