WRITEFORMAT.COM
[Date]
Request Letter to Release Pending Arrears ﻿
Date:
To
[The Recipient Name]
[Address]
Dear Sir
I [name] was serving as [designation] in your reputable company for the last three years. I am a [name]national and now due to some personal reasons, I have to go back to my country which is why I resigned from my post last month. I have completed my notice period and I was assured that my dues would be cleared by the end of the month.
I am writing to request you release my pending payment which includes the bonus I was given last year and my overtime wage. I would be very grateful if all this could be processed before [date] as I have to leave for [country name] on [date] and it would be very inconvenient for me to handle the money transfer from there.
In the end, I would like to thank you for your hospitality. I had a great experience working here and I learned a lot. I made some great friends here and am leaving with memories I would always cherish. I want to wish you and my colleagues all the best for the future.
Looking forward to your positive response,
Sincerely.
[name]
Department name
Date
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