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OVERVIEWPRIVATE 

This procedure addresses reporting and replacing equipment and/or supplies (property) which is missing or damaged through theft, vandalism, or loss.

FORMS USED

Campus Lost/Stolen Report


GCCCD Requisition form, PU1-f1

CODES, REGULATIONS, AND DISTRICT POLICIES RELATED TO THIS PROCEDURE

None.

PRIMARY STAKEHOLDERS: Department of Public Safety, site Business Officers

COMMENTS
In order to be considered for replacement by the site, District property (equipment and supplies purchased by the District) which is missing or damaged through theft, vandalism, or loss must:


  a.
Have had appropriate security measures in place


  b.
Have a lost/stolen report filed immediately with 



the San Diego Sheriff’s Department.

  c.
Be a needed and necessary item for institutional effectiveness and/or is a part of the Site Strategic Plan.

There is no District insurance policy to cover mysteriously lost or damaged equipment.  Replacements must be paid for from the site's unrestricted general fund.

Personal items brought into a classroom or office will not be replaced.  The practice of bringing personal items into a classroom or office is strongly discouraged.  The District is not liable for damage, mysterious loss, or theft.
STEP
TASK PERFORMED BY
DESCRIPTION
1
Initiator
File Lost/Stolen Report

Obtain Lost/Stolen Report
The form, available at the business office,must be filled out by the person responsible for the lost or stolen item, and must be submitted within 72 hours following loss identification.  The statement should be as specific as possible and should include any additional information which might be beneficial to the investigation.  The following questions must be addressed:

•When was the item discovered missing?

•Who saw or used it last?

•Where was it seen last?

•Where is it usually stored?

•Do you think it was stolen?

•Do you suspect anyone in particular of stealing
 the property?  If yes, state reasons.



Submit Lost/Stolen report to the site Business Office.

2
Site Business Office
Process Lost/Stolen Report


Remove gold copy of the Lost/Stolen Report and forward to the Department of Public Safety.

3
Site Business Officer
Obtain Approval for Replacement


Obtain a decision on whether or not to replace the item at the site Cabinet.

4
Cabinet
Approve/Disapprove Replacement


If approved, identify appropriate Budget number and return disposition to the site Business Office.




6
Department of Public Safety
Investigate Loss


The San Diego Sheriff’s Department will ivestigate the loss.  Distribute the white copy of the Lost/Stolen Report to the site Business Officer, and the green copy to the Warehouse.
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