[Company Name]
[Address, City, STATE, Zip]
Date:
To
[The Recipient]
I am writing this letter to request you to order new furniture for a few compartments of the office. A few places of the office depict a really outdated image of the office in terms of interior decor.
As you already know the interior of the offices is one of the primary concerns of the offices as it displays and showcases the office’s culture in the primness of working. Good offices are always equipped with furniture of fine taste and quality. Good quality of furniture not only adorns the place but also tells a lot about the taste and mannerism of the office. It also creates a great ambiance for good work production. Ambiance plays a vital role in the productivity of the workplace.
I have also emailed you a few photographs of the places where there is a dire need for the furniture replacement. The conference hall, reception area, and waiting area need to be renovated with some fine furniture. I have also emailed you the contact numbers of a few furniture makers and shops who have some great articles for offices.
There is not much need to replace all the furniture but a few articles. I have calculated the budget needed for this replacement which makes some $4025 for this task. I request you to spare a few moments to look into this. I shall be thankful to you.
Thank you
Cordially
Rash Nil
Assistant Director
HR Department of Jell Nessa
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