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[Date]
Letter to Change a Job Role ﻿
Raymond Mike
Director at XYZ Company
Date: 23rd July 20XX
Subject: Complaint letter against salary deduction.
Respected Sir,
It is respectfully stated that I, Patrick Adams, have been associated with XYZ company for 5 years. After completing graduation, I joined as an intern to gain some experience. I became very good at my work and was offered the job of assistant manager. 
Over the years, knowledge and experience have only been invested and contributed a lot to upgrading me in my rank. I have always been a fan of employee policies that are practiced at the company. Employees are given benefits and awarded generously for their efforts. There never has been a complaint against higher authorities.
I am writing this letter to lure your attention to a serious matter that I have been facing for several months. Employees are always paid on a specific date; therefore, I receive my salary on time but in the past few months there have been unknown deductions. 
For 2 months, I didn’t do anything and considered it a glitch or mistake but when it continued for the 3rd month, I contacted HR to resolve this issue or justify these deductions. 
According to HR, I have taken several leaves without prior notice, which is not true as I only took two authorized leaves a few months back. I informed management about my absence and the reason behind it. I replied to HR, but they are not entertaining my complaint as a priority therefore, I am writing to you to kindly look into this matter and resolve or ask HR to check their records about my absence.
I belong to a middle-class family and these deductions have disturbed my budget. I’m in debt of a few thousand which will continue to increase if these deductions continue. 
Kindly provide me the reason for the deduction so I can know if it happened by mistake or system issue, then kindly provide all the amount that has been deducted in the previous few months. I hope you will consider my issue a priority and help me through this problem.
Anxiously waiting for your response.
Regards,
Patrick Adams
Manager of Marketing Department
XYZ Company
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