
Missing Items Documentation 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

I am writing to officially document the missing items from our recent inventory check conducted 

on [Insert Date]. Below is a list of the missing items along with their corresponding details: 

Item Name Item ID Quantity Missing Last Known Location 

[Item Name 1] [Item ID 1] [Quantity 1] [Location 1] 

[Item Name 2] [Item ID 2] [Quantity 2] [Location 2] 

Please look into this matter at your earliest convenience. If you require any further information, 

feel free to contact me directly at [Your Contact Information]. 

Thank you for your attention to this issue. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 

[Your Contact Information] 


