
Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

 

I hope this message finds you well. I am writing to follow up on the status of the document I 

reported as lost on [Insert Date of Initial Report]. It is crucial for me to retrieve this document, as 

it impacts [briefly explain the impact, e.g., a project, application, etc.]. 

 

If there are any updates regarding the search for my lost document or any further actions needed 

from my side, please let me know. I would appreciate any assistance you could provide in 

expediting this matter. 

 

Thank you for your attention to this issue. I look forward to hearing from you soon. 

 



Sincerely, 

[Your Name] 


