Date: [DATE]
To
[The Recipient Name]
[Designation]
[Company Name]
[Address, City, STATE, Zip]
Subject: Request letter for photocopier machine
Respected sir,
I hope you will be fine and doing well these days. Through this letter, I am requesting you to provide a photocopier machine for the office. You know this fact very well that our business demands frequent communication with our clients which usually takes place through written letters on company letterhead. For record maintenance purposes, these letters need to be photocopied.
Photocopier machine has become an essential part of every office. This is required to get all the important work photocopied so as to be attached in the file for maintaining a good record. I am noticing these days that the absence of this machine in our office is creating hurdles in the smooth functioning of employees’ work. 
No doubt, there is a market opposite to the office but most of the employees have to go there in order to get their work and important letters photocopied. At certain times, we need to submit the work within a specified deadline but due to a long queue in the photocopy shop, it takes too long. This practice is not suitable for two reasons: First, it irritates the employees when they have to visit the market again and again, and secondly, the company has to pay a huge amount in lieu of photocopy expenses.
The provision of a photocopier machine is not only helpful for maintaining a healthy working environment in the office but also it ensures a hassle free and productive work. It will save money as well as time. So, keeping in view all the above-mentioned circumstances, I hope you will give due consideration to my request and provide the required machine to the office as soon as possible. Thanking you in anticipation.
Yours affectionately,
[XYZ]
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