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Authorization Letter for Salary Deduction ﻿
Date:
To
[The Recipient Name]
[Address]
Dear [NAME],
I (name), (designation) from (department name) am writing this letter to authorize you to deduct (amount) from Mr.(name)’s salary for this month. Mr.(name) is serving as (designation) in (department). 
This deduction is being done because of his actions on (date), where due to his Incompetence the motherboard of the printer was fried, and the entire printing network went offline. 
His negligence and incompetence caused not just monetary loss to the company, but a lot of backlogs collected from which all departments suffered because the printers were out, and every department had to face undue delay in work.
I have taken this decision as his department head because we do not have any place in this office for such a careless attitude. This decision is aimed to remind everyone to be extra vigilant when they are working in the office and if they do not know about the working of any electronic equipment or device, they should report to their immediate senior or the IT department instead of messing with it.
The inconvenience and undue stress, everyone had to face due to his incompetence had to be penalized to send out the message that this behavior will not be tolerated or condoned. If any further clarification is required, please call me at (phone number) or email me at (email address).
Yours Sincerely.
Name
Designation
Department name
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