
Report of Lost Item in Transit 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally report a lost item that was in transit. The details of the lost item are as 

follows: 

• Item Description: [Description of the Item] 

• Tracking Number: [Tracking Number] 

• Date of Shipment: [Date of Shipment] 

• Last Known Location: [Last Known Location] 

Despite our efforts to locate this item, we have been unable to determine its whereabouts. We 

kindly request your assistance in investigating this matter and advising on the next steps to 

resolve this issue. 

Thank you for your prompt attention to this matter. I look forward to your response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


