
Lost Item Inquiry 

Date: [Insert Date] 

To: [Conference Organizer's Name] 

[Conference Name] 

[Conference Address] 

Dear [Organizer's Name], 

I hope this message finds you well. I am writing to inquire about a personal item I seem to have 

misplaced during [conference dates] at [conference location]. 

The item in question is [describe the item, e.g., a black leather wallet, a silver laptop, etc.]. It is 

[provide any distinctive features, e.g., "contains my ID, credit cards, and personal items"]. 

If you have found it or if there is a lost and found service at the conference venue, I would 

greatly appreciate your assistance in retrieving it. 

Thank you for your help. 

Sincerely, 

[Your Name] 

[Your Contact Information] 

[Your Affiliation] 


