University of Houston-Downtown



Property Management

Capital Property Transfer Loss Incident Detail Report
This questionnaire will assist in providing Property Management and The State of Texas Comptroller’s Office information concerning the recent loss of State Property as reported by your department.  Please answer all questions completely.   Attach a copy of the University Police Report if property is known to be stolen.  Please forward completed form to Property Management (S970).               




Property Tag #:_____________Serial Number: ________________ Dept. Name: __________________
Brief description of property: ____________________________________________________________
	1.  Who had custody of the item?



	2.  What documentation is available showing transfer or loan of equipment?

	3.  Who saw the property last?

	4.  When was the property last seen?

	5.  How was the area/property secured?

	6.  Was the loss due to a “break in”?

	7.  If missing from a vehicle, was the vehicle secured?

	8.  If the vehicle was secured, were high risk items placed out of sight?

	9.  Who has access to the area/property/keys?

	10.  Who was notified of the loss, and how?

	11.  When was the property determined to be missing?

	12.  What action has been taken to prevent further losses?

	13.  Was a police report made?  In a timely manner?

	14.  Who was interviewed during this investigation?

	15.  Were there procedures in place to safeguard this property?

	16.  Were these procedures followed correctly?

	17.  Was everything possible done to safeguard this equipment?

	18.  Are all employees aware of policies and procedures regarding the use, maintenance, and safeguarding of property?

	Additional Comments:

	


Property Custodian_______________________________Signature_____________________________Date:________
Department Head________________________________Signature_____________________________Date:________
College Dean___________________________________Signature_____________________________Date:________

VP Academic Affairs/Provost______________________Signature_____________________________Date:________

VP Administration/Finance________________________Signature_____________________________Date:________
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