Date
[Patron Name]
[Patron address line 1]
[Patron address line 2]

Dear [Name]:
On [date], you checked out a laptop computer from the Spokane Community College Library. It was due back on [date], but it has not been returned. A fine/fee notice was mailed to you on [date] reminding you that the laptop was to be returned. We also sent an e-mail and left a message on your phone on [date]. We have not heard back from you.

Enclosed is the documentation you signed when you checked out the equipment, which indicates that you are financially responsible for the items you checked out.


 Laptop Computer



$706.00

     Processing Fee



      5.00


         Total Charge



 $711.00
If you do not return the laptop computer, you will be charged for the replacement cost of the items and possibly face criminal charges (see * below). We will also pursue collection proceedings through a third party collection agency.

Please contact Dana Mannino at 509-533-8170 to resolve this issue before [date]t. 
Thank you for your cooperation in this matter.

Regards,

Dana Mannino,
Circulation Supervisor
Spokane Community College Library
509-533-8170
*RCW 9A.56.096 – THEFT OF RENTAL, LEASED, LEASE-PURCHASED, OR LOANED PROPERTY.

(2)(a) That the person who rented or leased the property failed to return or make arrangements acceptable to the owner of the property or the owner’s agent to return the property to the owner or the owner’s agent within seventy-two hours after receipt of proper notice following the due date of the rental, lease, lease-purchase, or loan agreement;
