
Letter Template for Retrieving Lost 

Documents 

[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

[City, State, ZIP Code] 

Dear [Recipient's Name], 

I am writing to formally request assistance in retrieving lost documents that are crucial for 

[specify purpose, e.g., my application process, legal matter, etc.]. The documents in question are 

[describe the documents briefly, e.g., birth certificate, academic transcripts, etc.]. 

Details of the lost documents: 

• Document Type: [Specify Document] 

• Date of Issue: [Specify Date] 

• Last known location: [Specify Location] 

I believe these documents may have been misplaced on [mention date or occasion if applicable]. 

I understand the procedures in place for retrieving lost documents and am prepared to fulfil any 

requirements needed for this process. 

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

in retrieving these vital documents. 

Sincerely, 

[Your Name] 


