
Request for Lost Item Recovery 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

 

I am writing to formally request your assistance in recovering a lost item that I misplaced on 

[Insert Date] at [Insert Location]. The item is a [Description of the Item], and it holds significant 

personal value to me. 

Details of the lost item are as follows: 

• Item Description: [Insert Description] 

• Color: [Insert Color] 

• Brand: [Insert Brand] 

• Any distinguishing features: [Insert Features] 



I have already checked with [List Any Locations/Departments You've Contacted], but 

unfortunately, it has not yet been recovered. I would appreciate it if you could notify me of any 

developments regarding the item. 

Thank you for your attention to this matter. I look forward to your prompt response. 

 

Sincerely, 

[Your Name] 


