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Purpose

To provide a procedure to report stolen College property.

A

Procedure

A person who determines that property is stolen shall immediately notify the property
custodian (department head, director, etc.).

The property custodian reports stolen items to the Public Safety Department for
investigation and submits the Property Disposition/Transfer Form to the Comptroller’s
Office. An Accident/Incident Form is completed and forwarded to the Public Safety
Department within 24 hours of determining an item being stolen.

The Public Safety Department, after investigation, sends a copy of the report to the Vice
President, Business Affairs.

After a determination that the property will probably not be located, the Vice President,
Business Affairs, places decaled tangible personal property items on the annual list of
missing property for the fiscal year to be presented to the Board of Trustees for approval
of removal from inventory.
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