
Formal Request for Lost Identification 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Organization/Institution Name] 

[Organization Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request assistance regarding the loss of my identification. I realized that 

I misplaced my [Type of ID, e.g., driver's license, passport] on [Date of Loss] and have been 

unable to locate it since then. 

The details of my identification are as follows: 

• Type of ID: [Type] 

• Issuing Authority: [Authority] 

• ID Number: [Number] 

• Full Name: [Your Full Name] 

• Date of Birth: [Your DOB] 

I would appreciate any guidance or assistance you can provide in the process of obtaining a 

replacement for my lost identification. Furthermore, if there are any forms or documentation 

needed, please let me know. 

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

Sincerely, 



[Your Name] 


