
Request for Assistance 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email Address] 

[Your Phone Number] 

[Recipient Name] 

[Recipient Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to request your assistance regarding some 

missing items that were expected as part of [specify the situation, e.g., an order, shipment, etc.]. 

On [insert date], I noticed that the following items were missing: 

• [Item 1] 

• [Item 2] 

• [Item 3] 

These items were critical for [explain why these items are important, if necessary]. I would 

greatly appreciate any help you could provide in locating these items or providing replacements. 

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

Sincerely, 

[Your Name] 


