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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) who is serving as (designation) in our department has been coming in late to the office and despite multiple warnings, no change has been observed in his timings.
As you know that we have initiated a new policy to counter these late arrivals. Any employee coming in late for 3 days, would have one day's salary deducted at the end of the month. Since Mr. (name) was absent for (number) days hence his salary deduction would be of (amount).
Please remember that this is only a one-time cut. The purpose of this new policy is not to burden the employees but to make them realize the importance of punctuality and to improve office discipline which has been deteriorating increasingly over the last few months. This decision was taken in the last monthly meeting of the Department Heads held on (date).
All the employees were notified about the policy through a letter issued by the HR department. This policy has initially been implemented for the next six months, after seeing its results it will be revised or revoked as they need maybe. In case of any queries, please contact me on my (phone number) or email me at my (email address).
Yours Sincerely.
Name
Designation
Department name
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