[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
To
[Recipient Name]
Respected Supervisor,
This letter is written in response to my request of asking a personal laptop on Date: [Letter date]. I am here to express my sincere gratitude for accepting my request and issuing me a laptop for work purposes.
I expressed my reasons for a personal laptop in the letter in which I told the supervisors that how will it benefit my work capabilities. I was unable to complete my work on the due date and could not take the project at home, as the files and tools were only installed on the office's personal computer. This will help me in organizing my workload and providing the best of my skills.
However, I am well aware of the laptop issuing policy that the company beholds. It states that any issued property must be returned to the company if the employee opts for resignation or the authorities generate a termination against him. As per the work expectations that the company has set against me, I will make sure to bring the quality of my work up to the mark and not fail your expectations.
Thank you again for helping me out in this matter.
[bookmark: _GoBack]Your Sincerely,
[Your Name]
[Designation
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