[Company Name]
[Address]
[Contact/slogan]
To
[The Recipient]
[Position]
Re. Uninformed Deduction in the Salary of December 2020 for Misunderstood Undervalued Reasons

Dear Sir,
I am composing this letter to bring your kind attention to the matter of payment as the salary of December 20XX. I work as an Assistant Designer in the Department of Development and Extension in this company. Recently, I received my December 20XX salary which was already due on 8th January 20XX. I received it late because of internal affairs and conflicts in the Finance Section of the Company. The Section has been dealing with some grave internal conflicts for three months. I came to know about this a week ago from a colleague.
I received my paycheck in which an undue and uninformed deduction of 5% has been done. When I met Mr. Jen Hill in person to enquire about the reason behind the deduction, he told me that the deduction has been done due to my excessive leave in the previous month. After checking my personal record, I realized that my leave comes under the provision of medical leaves. 
Also, I have not exceeded the allowed number of medical leaves. I discussed it with the HR Manager, but he did not accede to my stance. According to him, it is a matter of the Finance Section; therefore, he cannot get involved in this. When it comes to Finance Section, they opine that the matter can be settled by the HR Manager.
I am swinging between the rivalries of two departments like a pendulum. Sir, I request you to personally look into this matter and get the report. moreover, it is unjust to deduce the salary for medical issues during lockdown when everything else haunts and looks extremely unprecedented. I shall be grateful to you if you get this matter settles as soon as possible so that I can avoid the financial crunch to tighten anymore.
If you want to meet me in person, I am available during office hours, or you can also call me at +[X]. Thank you.
Regards
Denim Lowell,
The Assistant Designer,
Lockhart de’ Beauvoir
Simone Square, California, USA
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