
Subject: Urgent Action Required - Lost Shipment Notification 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to bring to your immediate attention a critical 

issue regarding our recent shipment, which appears to be lost in transit. 

Details of the shipment are as follows: 

• Tracking Number: [Tracking Number] 

• Order Date: [Order Date] 

• Delivery Address: [Delivery Address] 

Despite our attempts to track the package through your carrier, we have been unable to locate it. 

As this shipment contains vital items necessary for our operations, we request your urgent 

assistance in resolving this matter. 

Please take the following actions: 

1. Investigate the current status of the shipment. 

2. Provide us with an update at your earliest convenience. 

3. If the shipment cannot be located, please initiate the lost goods claim process. 

We appreciate your prompt attention to this issue and look forward to your swift response. 

Thank you for your cooperation. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


