
School Property Loss Notification 

Date: [Insert Date] 

To: [Recipient Name] 

From: [School Name] 

Subject: Notification of School Property Loss 

Dear [Recipient Name], 

We regret to inform you that on [specific date], some property belonging to [School Name] was 

reported lost. The details are as follows: 

• Item Description: [Description of the lost item] 

• Estimated Value: [Value of the lost item] 

• Last Known Location: [Specific location on school premises] 

• Date of Loss: [Date of loss occurrence] 

We are currently investigating this matter and would appreciate any information that may assist 

us in recovering the lost property. 

If you have any questions or require further information, please feel free to contact us at [Contact 

Information]. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Position] 

[School Name] 


