[Company Name]
[Address, City, STATE, Zip]
Date:
I am Roshan Nexia, former Assistant Multimedia Manager, Teleonomies Multimedia Group of Company. I am writing this letter to respond/reply to the letter I received from the HR Department of the company. I intend to confess the responsibility inflicted upon me by the HR Manager of the company who penned to remind me to return the company’s property I was bestowed with the designation of Assistant Multimedia Manager. 
I hereby confess the possession of the company’s property mentioned in the checklist sent to me by the HR Manager which goes by directing to return the company’s property within one week of the reception of the warning cum reminder notice letter. I worked in this company for seven years which means we are in great acquaintance with each other as per the long period of time spent in this company. By the terms of good acquaintance, I request you to give me a little more time to return the company’s property.
The reason behind making this request is my inability to return in my personal capacity. I am in San Francisco due to some family commitments. I assure you of the return of the company’s property which includes a laptop, Mobile phone, company card, and two files on financing and auditing. I shall be back to Houston soon in October and shall make the return instant once I get back.
I acknowledge not only my possession of the company’s above-mentioned items but also the responsibility if any of them found damaged or in a reckless position. For more, I will be available at [email] or [phone]. I will be grateful to you if you be kind to accept a little delay in the return which will be, for sure, not later than early October. Thank you.
Sincerely,
Signature
Roshan Nexia
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