Request for Replacement of Lost Document

Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally request the replacement of a
document that | have unfortunately lost.

The details of the lost document are as follows:

e Document Type: [Type of Document]
o Date of Issue: [Issue Date]
o Document Number: [Document Number]

| have taken all necessary steps to locate the document but have been unsuccessful. I kindly ask
for your assistance in issuing a replacement at your earliest convenience.

Please let me know if you require any further information or documentation to process my
request.

Thank you for your attention to this matter. | look forward to your swift response.
Sincerely,

[Your Name]

[Your Address]

[City, State, ZIP Code]
[Email Address]
[Phone Number]



