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	PROPERTY LOSS REPORT

(Instructions)
	SAFETY/RISK MANAGEMENT

(951) 765-5100 ext 2302, 2301, 2305, 2300
FAX (951) 765-5121



SCROLL TO PAGE 2 FOR AN EXAMPLE AND TO PAGE 3 FOR A BLANK REPORT
SITE INSTRUCTIONS: If you discover that a theft, entry, vandalism or other property loss such as flood or fire damage has occurred, do the following:
IMMEDIATE ACTIONS::

1. If criminal activity is involved (e.g., theft or vandalism), contact the proper law enforcement agency to report the incident. 
2. Notify your site administrator.
3. If repairs or safety issues exist, enter a Work Order in the system.  Place a follow up phone call to Maintenance & Operations.
4. Complete the Property Loss Report form below. Make sure you specify the work order number and law enforcement case number, if applicable.

5. Save the Property Loss Report form on your computer and distribute copies of the completed form as follows:

· eMail the completed form to (safetydepartment@hemetusd.org) or, if necessary, fax it to (951)-765-5121

· If a Work Order has been submitted, send one copy to Maintenance & Operations referencing the Work Order Number via fax (951-765-5126) or eMail. Retain a copy on your computer or print a hard copy for your site records.
IF EQUIPMENT HAS BEEN STOLEN, DAMAGED, OR DESTROYED:
· Document the loss with an inventory list including serial numbers and District inventory asset tag numbers for items over $500. Take photographs of damaged or destroyed items.  Compile labor costs (include a list of employees and the dates and number of hours they worked with a copy of their time card).
· Distribute information as follows:

· Send to Risk Management: A copy of the purchase requisition, inventory loss list, photographs of damaged/destroyed items, labor costs, and the work order. Risk Management will process the claim only after all required information is submitted.

· Send to Purchasing: A copy of the inventory loss list and the completed Property Loss Report form. Purchasing needs this information to remove the items from their inventory asset list.
IF EQUIPMENT NEEDS TO BE REPLACED/REORDERED:

· Send to Financial Services: A purchase requisition for the replacement value of the loss. Make sure the purchase requisition includes your funding code and appropriate vendor information. Attach a copy of the loss inventory list and the completed Property Loss Report form.

SCROLL DOWN TO PAGE 3 FOR A BLANK REPORT
Date Submitted:  Today’s Date
School/Department:  Your site location name
Form Completed by:  Your name
Contact Phone:  Your phone number and extension
 FORMCHECKBOX 
 Break-in       FORMCHECKBOX 
 Theft      FORMCHECKBOX 
 Vandalism      FORMCHECKBOX 
 Unaccounted For      FORMCHECKBOX 
 Fire      FORMCHECKBOX 
 Flood      FORMCHECKBOX 
 Other: Describe other kind of incident
	Date/Time Discovered: Specific time of discovery
By Whom: Name of person who made discovery
Rooms/Area Affected: Area affected by incident
Probable Date/Time of Occurrence: Best estimate
How was building or area entered or affected? Short description
	Date/Time Police Notified: Specific time of report
Name of Investigating Officer: Officer’s name
Report No.: Law enforcement case number

Phone No.: Law enforcement contact number
	Person Responsible for Payment of Damages 
(if known):

Name: 
Name of responsible party
Address:
Street/mailing address of responsible party





Phone No: Contact phone number for responsible party


	Describe damage to site: Describe loss or damage in detail
	Work Order Number: Maintenance work order #    (attach completed copy of work order)

	IF EQUIPMENT HAS BEEN STOLEN, DAMAGED, OR DESTROYED:

· Document the loss with an inventory list including serial numbers and District inventory asset tag numbers for items over $500. Take photographs of damaged or destroyed items.  Compile labor costs (include a list of employees and the dates and number of hours they worked with a copy of their time card).

· Distribute information as follows:

· Send to Risk Management: A copy of the purchase requisition, inventory loss list, photographs of damaged/destroyed items, labor costs, and the work order. Risk Management will process the claim only after all required information is submitted. (Please note Risk Management will not process purchase requisition for replacement of equipment….see below).

· Send to Purchasing: A copy of the inventory loss list and the completed Property Loss Report form. Purchasing needs this information to remove the items from their inventory asset list.

IF EQUIPMENT NEEDS TO BE REPLACED/REORDERED:

· Send to Financial Services: A purchase requisition for the replacement value of the loss. Make sure the purchase requisition includes your funding code and appropriate vendor information. Attach a copy of the loss inventory list and the completed Property Loss Report form.



	
	

	Signature of Principal or Department Head
	
	Signature of Safety Officer/Risk Manager


Disposition of Insurance Claim:   
Claim Filed:   ( Yes ( No
Date Filed: 

Settlement: $

Date: 


Responsible Person Billed:             Date Billed: 

Settlement: $

Date:


Date Submitted:
School/Department:   
Form Completed by:  
Contact Phone:  

 FORMCHECKBOX 
 Break-in       FORMCHECKBOX 
 Theft       FORMCHECKBOX 
 Vandalism      FORMCHECKBOX 
 Unaccounted For      FORMCHECKBOX 
 Fire      FORMCHECKBOX 
 Flood      FORMCHECKBOX 
 Other: 
	Date/Time Discovered: 
By Whom: 

Rooms/Area Affected: 

Probable Date/Time of Occurrence: 
How was building or area entered or affected? 
	Date/Time Police Notified: 

Name of Investigating Officer: 

Report No.:
Phone No.: 
	Person Responsible for Payment of Damages 
(if known):

Name: 

Address:

Phone No:



	Describe damage to site: 
	Work Order Number: 

	If equipment has been stolen, damaged, or destroyed:

IF EQUIPMENT HAS BEEN STOLEN, DAMAGED, OR DESTROYED:

· Document the loss with an inventory list including serial numbers and District inventory asset tag numbers for items over $500. Take photographs of damaged or destroyed items.  Compile labor costs (include a list of employees and the dates and number of hours they worked with a copy of their time card).

· Distribute information as follows:

· Send to Risk Management: A copy of the purchase requisition, inventory loss list, photographs of damaged/destroyed items, labor costs, and the work order. Risk Management will process the claim only after all required information is submitted. (Please note Risk Management will not process purchase requisition for replacement of equipment….see below).

· Send to Purchasing: A copy of the inventory loss list and the completed Property Loss Report form. Purchasing needs this information to remove the items from their inventory asset list.

IF EQUIPMENT NEEDS TO BE REPLACED/REORDERED:

· Send to Financial Services: A purchase requisition for the replacement value of the loss. Make sure the purchase requisition includes your funding code and appropriate vendor information. Attach a copy of the loss inventory list and the completed Property Loss Report form.



	
	

	Signature of Principal or Department Head
	
	Signature of Safety Officer/Risk Manager


Disposition of Insurance Claim:   
Claim Filed:   ( Yes ( No
Date Filed: 

Settlement: $

Date: 


Responsible Person Billed:             Date Billed: 

Settlement: $

Date:

eMail one copy to Safety/Risk Management
eMail one copy to Maintenance with Work Order
Retain one copy for your site records
Revised 10/29/2014
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