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STRICTLY PRIVATE AND CONFIDENTIAL
[NAME] [SURNAME]
[EMPLOYEE ADDRESS]



[DATE]
Dear [NAME]
Failure to return Company property
I am writing to you regarding the above.
Under the terms of your contract of employment, you are required to return all Company property in your possession upon termination and we reminded you of this obligation in our letter of [DATE].
However, your employment ended on [DATE] and you have so far failed to return the following Company property: 
· [LIST PROPERTY]
· ETC.
In the circumstances, I am now writing to formally demand the return of such property detailed above within 7 days from the date of this letter. Please contact me as soon as possible to make arrangements for the return of the above property. 
Should you fail to make contact, and the property is not returned within the timeframe set out above, the Company will consider legal action to recover the costs of this property. This could include issue civil proceedings being issued against you without further notice. If civil proceedings are issued, a claim will also be made for the Company’s legal costs.
[OPTIONAL If this is not returned within the time period stated, the Company would propose to report this matter to the police as an allegation of theft.]
I hope legal action is not necessary and look forward to receiving all listed Company property without further delay.
Yours sincerely,


[NAME]
On behalf of ***Employer name***
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