[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Subject: Query for cash misuse
To
[The Recipient]
Dear Harry,
Through this letter, I would like to draw your attention to a problem which we are facing nowadays. You know very well that the company started functioning ten years ago and I am an employee since the very first day of its establishment. On the very first day, we were provided computer units, two printers, and a photocopier machine. I regret to say that we are not able to work efficiently on this old equipment since these are old ones and therefore, there is a dire need to replace this office equipment again.
The processing speed of these old model computers is very slow due to which rapid working is no more possible. These old model systems need to be replaced by new generation i-3 or i-5 instead of Core 2 due. 
Similarly, our old printers are printing at the rate of 5 minutes per page and under such a huge burden of work, nobody can wait for so long in order to get his pages printed after completion of an assignment. Therefore, we need to replace these printers with new ones that can print at least 40 pages per minute. Moreover, the photocopier machine has to be replaced by an automatic machine.
Dear Sir, it must be noted that I am not forwarding this request for my own sake rather I have requested to replace the above-mentioned office equipment for the betterment of the company. Therefore, keeping in view all the situations, I hope that you will pay personal attention to this request and replace this office equipment as soon as possible in order to enhance the efficiency of our work. Thanking you in anticipation.
Yours affectionately,
[XYZ]
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