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Legal Disclaimer: This document is intended for informational purposes only, and does not constitute legal information or advice. This information and all HR Support Center materials are provided in consultation with federal and state statutes and do not encompass other regulations that may exist, such as local ordinances. Transmission of documents or information through the HR Support Center does not create an attorney-client relationship. If you are seeking legal advice, you are encouraged to consult an attorney.


[Date]
[Employee Name]
[Street Address]
[City, State, Zip Code]

Dear [Employee Name], 

According to [Company] policy, employees are required to return all company equipment at the end of employment. [In addition you signed an agreement on DATE that you would return company property entrusted to you. (use if you have such a document)] As of the writing of this letter, our records indicate that you have not retuned the following item(s):

· [Insert Item]
· [Insert Item]
· [Insert Item]

As a result, these items must be returned in good condition immediately. If the above listed items are not returned as required by [Date], [Company] will begin appropriate legal or other permissible action to recover this property. 

Please contact us as soon as possible to arrange for the return of all property belonging to [Company].

Sincerely,
[Signature]

[Name and Position Title]
[Company Name]
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