To
[The Recipient Name]
[Designation]
Dear Mr. [name]
We received your department’s request for the provision of funds for new office equipment. After review, we found that the office furniture in [department name] was very old and due to hiring of new employees, it was insufficient. 
Hence, the company has approved funds for new equipment and the list of sanctioned equipment to be procured is attached with this letter. If there is any change, you want to make to this list please get in touch with Mr. [name] from [department name] before [date].
Funds would be transferred next month to the expense account of your department. Kindly ensure that the furniture you acquire is comfortable, durable, and in line with the office decor. The most important factor we want to draw your attention to is that the same options are available in the market in a widely different price range. So please ensure that you survey the market properly before making a purchase.
Lastly, after making the purchase please submit the detailed invoices along with pictures of the procured furniture for record-keeping. All the best!
Yours sincerely,
[Name]
Date:
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