Date:
[Company Name]
[Address, City, STATE, Zip]
[Contact]
Re. Return of the company’s laptop

Dear Nelson,
I hope you find everything fine around. I believe you must have an idea about the company’s policy after an employee gets terminated or resigns. You have been a part of this firm since March 2017.
According to the company’s policy the employee, who is no more part of the company, must return all its property within a certain period given by the company. The property should be in its same exact state in which it was delivered to your hands otherwise the person has to pay for the damages as compensation. In the wake of the above-mentioned statement, I, as an HR Manager of Kato Planet Groups, request you to return the company’s laptop which was a deposit at your end for safekeeping and use for official purposes.
I mean to write this request to you to make the return of the company’s laptop at your deposit soon within a given period which is one week (28th September 20XX to 2nd October 20XX). The company regularly sends the laptops or other electronics for the refurbishment of the articles to bring it to the effectiveness in performance for the use of the other employees. 
According to the jurisdiction of the Company Law, all the employees are liable to return the company’s property in its original form or pay for the compensation in case of loss or damage. Otherwise, local law enforcement intrudes into the matter and takes strict actions.
For more queries, you are welcomed to call at [X] or write directly to Mr. Nobel Rich, the HR Deputy Manager at [email]. I hope you will make the tabulation until the 2nd of October 2020. In case of any delay kindly inform the company at any of the above-mentioned contact details.
Thank you
Sincerely,
Signature
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