Date
To
The HR Manager
Company Name
Company Address
Subject: Request for Release of Gratuity Amount
Dear HR Manager,
I hope you are doing well. I am writing to request the processing of my gratuity payment following the completion of my employment with the company. I worked as a Senior Executive in the Finance Department and completed more than five years of continuous service. My employment commenced on [Date], and my last working day was [Date].
As I have completed all exit formalities, I kindly request you to initiate the gratuity settlement at your earliest convenience. Please let me know if any additional documents or declarations are required from my side. I sincerely appreciate the opportunities and support provided during my tenure and look forward to your confirmation regarding the processing of my gratuity claim.
Regards,
[Your Name]
[Your Employee ID]
[Mobile Number]
[Email Address]

