[Company Name]
[Address, City, STATE, Zip]
Date:
To
[The Recipient]
I am Roman Nick from the HR Department of the company. I have been working as a senior HR Manager since 2010. As it has been ten years working here in the same department, I have a few suggestions and requests to make as I received your email yesterday in which you mentioned if any senior employee of the company wants to suggest or request anything novel. The reason and purpose of writing this letter to you are to request a few new articles of furniture to be replaced in the waiting lounge and admin office of the company. 
Moreover, it has also been realized that there is a dire need to replace the furniture of the conference room and to purchase a few adorning items to decorate the corridor which leads from the lounge to the conference room. As furniture and environment thus created is the first impact factor which has been noticed by the customers and contract parties. 
To run a business perfectly, one needs to add an adorning environment by establishing good infrastructure and furniture. Furniture is the second most noticed thing according to a social media poll. Keeping in view this, I request you to replace the furniture of the conference room, waiting lounge, and admin office number 3 and direct the purchase of a few items like wallpapers, sceneries, and paintings to embellish the corridor leading to conference hall which seems to be too simple for an office like the one we have. 
Couches of the waiting area and side tables have become really outdated and abrasive, chairs and tables in the admin office are too old and out of trend, and the round table and big screen have to be installed in the conference hall. I hope you will ascend to this request by making my mentions sure. 
I shall be thankful to you if you please investigate this.
Cordially
Oven Kim Rose
Senior HR Manager
Regal Heights, California, River Side 
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