[Business Name]
[Address: other text]
Subject: Formal request of purchase of [YXZ]
Dear Sir,
This is Arjun, laboratory technician of city diagnostic lab, Michigan. I am feeling pleasure to inform you that by means of efficient media usage, we have been successful so far to draw the attention of people towards our lab. That is why patients are consulting our laboratory to get their blood tested for various diseases as prescribed by the doctor. But here, I want to draw your attention towards an important matter which is to be addressed on a priority basis and the matter is to purchase the new laboratory equipment. 
You know that blood is to be centrifuged prior to testing and we have only one centrifuge machine in our laboratory. Since we are receiving the blood samples from the public on daily basis. Not only the public but three famous hospitals also refer their patients to us. In this way, we receive 300–400 blood samples on daily basis.
My dear, this is a huge amount, and the presence of one machine is not enough to meet the demands of the lab. Sometimes, laboratory staff has to work for extra hours because the handling of samples in bulk is another issue that arises apart from centrifugation, and samples received on a particular day are to be handled and centrifuged on the same day. Therefore, the purchase of a new centrifuge machine is the only way to cope with the work pressure and I am requesting you to resolve this matter as soon as possible.  
I hope you will give attention to my request and take some practical steps to resolve this issue as soon as possible to avoid any inconvenience because patients get embarrassed if they won’t get their report on the date promised. If you have any query, you can contact me on my cell number or you may personally visit the lab to see the whole situation what I described in the early part of this letter. Waiting for your positive response in this regard.
Yours sincerely,
XYZ
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