Request for Missing Item Detalils

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Your Email]

[Your Phone Number]

[Recipient's Name]

[Recipient's Title]

[Company/Organization Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to request details regarding an item that appears
to be missing from my recent order placed on [Insert Order Date]. The order number is [Insert
Order Number].

Specifically, I would like to inquire about the following item:

e Item Name: [Insert Iltem Name]
« Item Description: [Insert Item Description]

Please provide any details you have regarding this item's status and estimated delivery time. |
appreciate your assistance and look forward to your prompt response.

Thank you for your attention to this matter.
Sincerely,

[Your Name]



