Lost Property Claim Letter

Date: [Insert Date]
[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]

[Phone Number]

To Whom It May Concern,
I am writing to formally report a lost property claim regarding educational materials that were
misplaced during my time at [School Name]. The items were lost on [date of loss] in [location
where loss occurred].
The following items are included in this claim:

o [Description of Item 1]

e [Description of Item 2]

o [Description of Item 3]

| kindly request your assistance in locating these materials or determining the next steps to take
in this matter.

Thank you for your attention to this issue. | look forward to your prompt response.

Sincerely,
[Your Signature]
[Your Printed Name]

[Your Student ID (if applicable)]



