
Lost Item Recovery Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

To whom it may concern, 

I hope this message finds you well. I am writing to request your assistance in recovering a lost 

item that I believe was misplaced during my recent visit to [Apartment Name or Address]. 

Details of the lost item: 

• Item Description: [Description of the item] 

• Last Seen Date: [Date] 

• Location Last Seen: [Description of location] 

I kindly request your help in notifying me if the item is found or if there are procedures I should 

follow to report my lost item formally. I greatly appreciate any assistance you can provide. 

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

 

Sincerely, 

[Your Name] 


