[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Date:
Re. Replacement of the Office Equipment

Dear Sir,
With reference to the above-cited subject, I am writing this letter to request you to replace my office equipment. The ambiance of working and tools of working are the two most important and primarily influencing factors while endeavoring to produce fair and productive content. If one works with old and broken furniture, slow and outdated computers, rusty file stands, and falling cabinets, then it is evident that the quality of work will be affected by these circumstances.
Sir, the computer installed in my office is quite old and outdated. Initially, I thought it must be some software problem but later the IT Department staff confirmed that it is due to the fact that this computer belongs to an older generation and that is why it keeps on lagging and shows really slow working. 
Besides the computer, the cabinets of the office need to be repaired or replaced because the wood is getting a lot of termites and thus it is about to fall. Moreover, other little equipment like document stand, file keeper, and folders also need to be replaced. The stapler that is used in the office is also damaged and the filing cabinet is also broken at the handle. The printer of the office is also out of order and needs to be replaced as suggested by the IT department.
Sir, so much damaged equipment in the office affects my working capacity as it creates a lot of annoyance and it becomes tough at work. It makes me tired and gives me slow progress with, sometimes, below-average results. 
I request you to replace my office equipment as soon as possible so that I can step out of this annoying situation. I hope you will understand my plea and act upon my request. I have also forwarded my office’ images to you via email so that you can better understand my problem.
Thanking in anticipation.
Regards,
Jessen Nil
Mercantile Head
Grasso Kane Groups
3042-KU street N NYC.
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