[Company Name]
[City, STATE, Zip]
[Contact]
[Website]
To
[The Recipient]
Re. Return of the Company’s Property

Dear Mrs. Roxon,
This letter has been penned to you by Mr. Ralston Still, Assistant HR Manager, on behalf of Flew Rendon Groups. According to the Company’s Policy 2018 of Employee Termination/Resignation, it has been stated that the employee who resigns from the job or even gets terminated is entitled to return the company’s belonging equipped with him/her during the tenure of working. 
You are advised to return the company’s property that you possessed during your working period in the office within one week of receiving this letter. The return must be accorded with the company’s policy of returning the possession i.e. all the items must be in their original state when they were given. In case of any damage, the company would be liable to deduce the charges from the final paycheck.
It is advised that the missing or damaged property must be paid in cash. These include the following items;
· Laptop (Model and Model Number)
· Phone (Model and Model Number)
· Badge
· Credit Card (Card Number)
· Parking Pass
· Three books on Business
· A few papers related to HR and Finance.
In case of no return within a given time, no paycheck shall be granted, and the company will be compelled to contact local law enforcement to make the return consummated. For further process, a form for the return of the company’s process has been enclosed with the letter along with the checklist of the items to be returned which is to be filled accordingly. You are welcomed to contact the HR Manager in the working hours and days on [X] or write to [X] or fax [X].
Thank you.
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