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                 MISSING ITEMS REPORT
   Date:   Police Report Case #:   Lost: Missing: Stolen:
   Property Tag #:   Description:  
   Make:   Model:   Serial #:  
   Date Property was Last Accounted for:   Date Property was Discovered
   Missing:  
   Person to Whom Property was Issued:   Net ID:   Phone:  
   Person Discovering Loss:   Net ID:   Phone:  
   Authorizing Official:   Net ID:   Phone:  
   Authorizing Official Signature:
   Circumstances: Provide a brief description.  
   In an effort to keep legible/accurate records. You are required to
   fill out the entire form electronically then print, sign and obtain
   the Authorizing Official signature.
   Questions can be directed to CSUEB Property Coordinator, Matt OKeefe
   at x5-4256 or [email protected]
   Revised 3/2012
   Missing Items Report Instructions
   1. Fill out the Missing Items Report starting from the Date field.
   Fill in form electronically except the **Authorizing Official
   Signature which requires a wet signature. (Be sure to fill in All
   Fields) **Authorizing Official is your direct superior.
   2. For Asset(s) Lost, Missing or Stolen on campus file a UPD Police
   Report.
   3. For Asset(s) Lost, Missing or Stolen off campus file a Police
   Report from the City where items were stolen.
   (UPD Police Report not needed)
   4. Send the Missing Items Report and UPD or Local Police Report to
   Matt OKeefe/SA2750.
   5. Keep a copy of these reports for you records.
   Revised 3/2012
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