[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Subject: Query for cash misuse
To
[The Recipient]
Dear Harry,
My name is Johnson, working as an assistant manager in your company. Through this letter, I want to forward my formal request for replacing the old office equipment which we have been using since the very first day of the establishment of this company. 
As we have been using this old equipment, our working in terms of efficiency has been reduced to a significant level and work is no more productive. In this era of technological advancement, it has become the reality that in all the industries, office equipment must be in top condition.  
You know that we have to deal with a lot of office work, and it becomes hectic when your office equipment is not in a good condition. We are heavily dependent upon this equipment and owing to their importance, the equipment such as computers, printers, photocopier, telephones, and papers have also been given the status of workers because, in their absence or non-availability, the whole work suffers. And if the equipment of any one of the workers is not in a good condition, the whole team can suffer which is alarming.  
Keeping in view the above-mentioned condition, I am of the view that the company’s business can fall in presence of old office equipment because they yield less productivity, efficiency, and reliability of this old equipment is suspicious as well. So, I am requesting you again to replace this old equipment with the new ones because only then, we would be able to work with our full potential while rapidity and productivity of the work will obviously be enhanced. Thanking you in anticipation.
Yours sincerely,
[XYZ]
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