To,








             Dated: ………………………….
The Finance Officer

Sikkim Manipal University – Tadong.

Through : The Proper Channel
Sir,

Subject: Request for issue of Pay/ Salary Certificate
I, Mr./Mrs/Miss/Dr……………………………………………………………………………………………. [Employee Code: ………] working as [designation] ………………………………………………… in the department of …………………………………. of                    [Establishment/Unit] ……………………… Since [date of joining] ……………………………………..nature of appointment (contract/ probation/ confirmed/ deputation) would like to request for above subject matter for  :-

1) Requirement of the loan from bank/ financial institution(s) to the maximum amount of Rs…………………………..., being less than existing six month’s net salary.
2) Have taken/ Not taken [Rs …………………………] loan of any nature given reference of employment from any bank/financial institution at present.

3) The reason of taking loan is ………………………………………………………………………………………………………….

4) Requirement for guarantor.

5) Others…………………………………………………
On fulfilling above criteria, may I therefore, request your good-self to issue pay certificate based on salary drawn by me last month and obliged.

Thanking you,

Signature of Employee





     Recommendation & Signature of HOI
=============================================================================================

(space for use of Finance Office only)

Prepared by : ………………………. 

Signed by: …………………………… 

Received by: ……………….
