
Casual internal handover message

Subject: Surrender of [Item/Equipment]

    Hi [Recipient Name],

    I am handing over [item/equipment] effective [date]. Everything is accounted for, and

keys/documents are included.

    Please confirm once received.

    Thanks,

    [Your Name]

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


