Date: [DATE]
To
[The Recipient Name]
[Designation]
[Company Name]
[Address, City, STATE, Zip]
Subject: Urgent request of photocopier machine
Respected sir,
I am writing you this letter as a request to provide a photocopier machine to the office. I usually send emails to all the clients but sometimes, it happens when I have to use the company letter pad for communication purposes and the written communication needs to be photocopied. As we don’t have this machine in our office so, I have to send somebody to the market in order to get the required documents photocopied. What I think is that this practice seems harmful for the smooth functioning of the office because sometimes, it takes too long to get the required documents copied during the rush hours.
In addition, you know this thing very well that owing to the nature of our work we rely heavily on written communication through company letter pads. To avoid inconvenience, I always get all the documents photocopied from the market. As the volume of our work has increased manifolds for the last six months, therefore, we have started relying heavily on the photocopier machine. So, it has become a dire need to purchase one for the office to maintain a productive and hassle-free work.
I request you once again to entertain my request and provide us with a photocopier machine so that we would easily get our work photocopied without wasting a lot of time and money. In this way, we would also be able to provide our best services to the company. I say you thank in anticipation.
Yours affectionately,
[XYZ]
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