
Lost Item Retrieval Request 

Date: [Insert Date] 

To: [Insert Recipient's Name or Organization] 

Address: [Insert Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request the retrieval of a lost 

clothing item that I believe may have been left [insert location or event, e.g., "at your facility" or 

"during my last visit"]. 

The details of the lost item are as follows: 

• Item Description: [Insert Description] 

• Brand: [Insert Brand] 

• Color: [Insert Color] 

• Size: [Insert Size] 

• Date Lost: [Insert Date of Loss] 

If you have any information regarding this item or if it has been found, I would greatly 

appreciate your assistance in retrieving it. Please feel free to contact me at [Insert Your Phone 

Number] or [Insert Your Email Address]. 

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

Sincerely, 

[Your Name] 

[Your Address] 

[Your City, State, Zip Code] 


