
Subject: Request for Retrieval of Lost Item 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request assistance in retrieving an item that I 

believe I left at [location or event name] on [date]. The item is [description of the item, including 

any identifiable features]. 

If it has been found or can be retrieved, I would greatly appreciate your help in arranging a time 

for me to collect it or providing guidance on the next steps to take. 

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

Best regards, 

[Your Name]  

[Your Contact Information]  

[Your Address] 


