
Appeal for Lost Item Search 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

 

[Recipient's Name] 

[Organization/Company Name] 

[Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

 

I am writing to formally appeal for assistance in locating a lost item that I believe may have been 

misplaced at your [location/event] on [date of incident]. The item in question is [describe the 

item, including any unique identifiers such as color, model, size, etc.]. 

 

I have taken the following steps to locate it: [briefly describe any actions you've taken such as 

checking with lost and found, searching the area, etc.]. However, I have not been successful and 

am hoping you can assist me in this matter. 

 

If there are any specific procedures I should follow or if you require additional information from 

me, please do not hesitate to let me know. I appreciate any help you can provide and look 

forward to your response. 



 

Thank you for your attention to this matter. 

 

Sincerely, 

 

[Your Name] 


