[bookmark: _GoBack][Senders Name]
[Address line]
[State, ZIP Code]
[Letter Date]
[Recipients Name]
[Address line]
[State, ZIP Code]
[Subject: Normally bold, summarizes the intention of the letter] -Optional- 

Dear [Recipients Name],
This letter is to authorize Mr. Sander C. Schumaker to be able to collect my personal laptop and files from my office at his discretion.
Sincerely, 

[Senders Name]

