Lost Belongings Alert

Date: [Insert Date]
To Whom It May Concern,

| am writing to report a lost item that | misplaced during the [Insert Conference Name] held on
[Insert Conference Dates] at [Insert Location].

Details of the lost item are as follows:
e Item Description: [Insert Item Description]
e Color: [Insert Color]
e Brand: [Insert Brand]
e Last Seen Location: [Insert Last Seen Location]

If you have any information concerning the whereabouts of my lost item, | would greatly
appreciate your assistance.

Thank you for your attention to this matter.
Sincerely,
[Your Name]

[Your Contact Information]



