
Accidental Loss Documentation 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally document an accidental loss that occurred on [insert date of incident]. 

Despite my best efforts to secure my belongings, I lost [describe the item(s) lost] under 

circumstances that I believe warrant your attention. 

The details of the incident are as follows: 

• Date of Loss: [Insert Date] 

• Location of Loss: [Insert Location] 

• Description of Item(s): [Insert Description] 

• Circumstances of Loss: [Insert Circumstances] 

Attached to this letter are copies of any relevant documents and evidence related to the loss, 

including [list any documents, receipts, or police reports if applicable]. 

I would appreciate your assistance in this matter and look forward to your response. Should you 

need any additional information, please do not hesitate to contact me at [insert phone number] or 

[insert email address]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 


