
Letter for returning office equipment

Subject: Surrender of Office Equipment

    Dear [Recipient Name],

    I am returning the following office equipment as per company policy: [list of equipment]. The items

are surrendered in good working condition on [date].

    Please acknowledge the receipt of the equipment.

    Sincerely,

    [Your Name]

    [Department/Position]

Get more templates here: https://www.lettersandtemplates.com/letters/surrender-letter-format


