Date:
[Company Name]
[Address, City, STATE, Zip]
[Contact]
Re. Return of the Company’s Laptop
Dear Emmy,
I feel really delighted that our organization has been blessed with the talent of an employee like you in its recent past. It was great working with you as many of our employees are working on your model of working. I regret that you could not work for long here and resigned on the account of your migration to Scotland, UK. We all wish you a great career full of success ahead.
Emmy, after the lockdown has been lifted, we are trying to bring everything lined up and well-organized again like before. I got a list from the Assistant General Manager of the company which also lists your name among our former employees who did not return a few items related to the company’s property. To line up the stuff, we have set a certain date as a deadline to accomplish this.
For this sake, I request you to return the company’s (HP core i5, specter 489) in its actual form before 10th October 2020. According to the company’s policy, the employee, after resigning, has to return all of the company’s property in its original form or/and with compensation in case of loss or damage.
The company would give articles of use to other employees for working. For smooth working, we need you to return the laptop in its original form before the given date. In case of damage or loss, please report our Inquiry Department and Restore House as soon as possible, so that they may guide you further in this regard. 
For queries, kindly write directly to the HR Manager, Mr. Noah at [email].
Thank you for the cooperation
Sincerely,
Signature 
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