Student Name
Street Address
City State Zip

Date
Dear (Student Name):

According to our records, you have withdrawn from all of your classes here at (Your College Name Here) for the (term/yr) semester.  Moreover, according to our records you have borrowed a laptop computer from EOPS/CARE.

Since you are in possession of (Your College Name Here) property (EOPS/CARE Dell Inspiron 7500 Laptop Computer #14), you are officially requested to return said laptop computer to the EOPS/CARE department by (deadline date).
Whereas you have terminated your classes at (Your College Name Here) you have agreed to “return the laptop and all associated equipment and software to the EOPS/CARE office within 48 hours” (see enclosed copy of signed contract).  If we do not hear from you or receive the laptop by the date specified in this letter, we will take whatever legal action necessary to secure the return of said laptop.
If you have any questions, please feel free to call our office at (Your Phone Number Here).

We look forward to hearing from you soon.

Sincerely,

Your Name
Title

Your College

