
Conference Lost and Found Procedure 

Dear Participants, 

We hope you enjoyed the conference and had a productive experience. As with any large event, 

items may be misplaced or lost. To assist you in retrieving your lost belongings, please follow 

the procedure outlined below: 

Lost and Found Reporting 

If you have lost an item during the conference: 

1. Visit our Lost and Found desk located at [Location]. 

2. Fill out the Lost Item Report form provided at the desk. 

3. Provide a detailed description of the item you lost, including any identifiable marks. 

Found Items 

If you have found an item: 

1. Please bring the item to the Lost and Found desk. 

2. Complete a Found Item Report, including your contact information and a description of 

the item. 

Contact Information 

If you need further assistance, please contact us at: 

• Email: [email@example.com] 

• Phone: [Phone Number] 

Thank you for your cooperation! We hope you enjoy the rest of the event. 

Sincerely, 

[Your Organization Name] 

[Conference Organizer's Name] 


