Lost Communication Equipment Alert

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Urgent: Lost Communication Equipment
Dear [Recipient's Name],

I am writing to formally report the loss of communication equipment that occurred on [Insert
Date of Loss]. The details of the lost equipment are as follows:

Equipment Type: [e.g., Radio, Laptop, etc.]
Model Number: [Insert Model Number]

Serial Number: [Insert Serial Number]
Last Known Location: [Insert Location]

This equipment is vital for [explain the importance or function of the equipment]. | request your

assistance in locating the equipment or any information regarding its whereabouts.

If you have any questions or require further details, please do not hesitate to contact me at ['Your
Phone Number] or [Your Email Address].

Thank you for your attention to this matter.
Sincerely,

[Your Name]

[Your Position]

[Your Company/Organization]



