Lost Item Report

Date: [Insert Date]
To Whom It May Concern,

I am writing to formally report a lost item that I believe was misplaced/lost on [insert date of
loss] at [insert location]. The details of the lost item are as follows:

e Item Description: [Insert Description]
e Brand/Model: [Insert Brand/Model]
e Color: [Insert Color]
o Identification Marks: [Insert any identifying features or marks]
« Date and Time of Loss: [Insert Date and Time]
| would greatly appreciate any assistance in locating this item. Please feel free to contact me at
[insert your phone number] or [insert your email address] if you have any information regarding
its recovery.
Thank you for your attention to this matter.
Sincerely,
[Insert Your Name]
[Insert Your Address]

[Insert Your Contact Information]



