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MT 5 - 
Formal notice to provide a salary slip [footnoteRef:1] [1:  Or any other document that the employer is obliged to give to the employee, such as a salary certificate.] 

At the end of each month, the employer must give the employee a pay slip indicating how that person’s salary was calculated, the number of hours worked, the rate of pay for the hours worked and any other benefits in kind or in cash. 
When the employment contract is terminated, this salary slip must be provided and any outstanding salary amounts must be paid no later than five days from the end of the employment contract. 
How to respond to failure to provide salary slips 
Wage disputes are usually handled in the following manner: 
a registered letter is sent to the employer to put him on notice to provide the salary slip within a set period of eight or 15 days. A copy of this notice can be sent to the Labour and Mines Inspectorate (ITM) 
if the disagreement persists, i.e. if the formal notice remains unanswered, the dispute will be brought before the labour courts by means of a request for delivery of the payslip


(Name and address of employee)

(Name and address of employer)
(place and date)

BY REGISTERED POST
Regarding: Salary slip
Dear Sir or Madam [footnoteRef:2], [2:  Unnecessary wording should be deleted. ] 

I am still waiting for my salary slip for the month(s) of _________________________________.
By virtue of Article L.125-7 of the Labour Code, choose one of the following two options: 
employers are required to provide their employees with an exact and detailed statement stating how their salary was calculated at the end of each month together with the last salary payment, expressing in particular the period of work and the total number of working hours corresponding to the salary paid, the rate of salary for the hours worked as well as any other cash or in-kind benefits.[footnoteRef:3] [3:  In case of failure to provide a salary slip during the performance of the employment contract. ] 

or 
when the employment contract is terminated, the salary slip must be provided within five days [footnoteRef:4] of the end of the contract.  [4:  In case of failure to provide a salary slip following termination of the employment contract. ] 

I would therefore ask you to send me my salary slip within 8 days. 
Failing that, I will refer the matter to the Labour Tribunal without further notice. 
This is without prejudice to any rights and is a notice of default. 
A copy of this letter shall be sent to ITM for information. [footnoteRef:5] [5:  Optional.] 

Yours sincerely,
	________________
	(signature)
	
	
	





Note: In this document, terms used in the masculine form are for convenience only and are intended to refer to all persons, regardless of their sex or gender.
