
	LOSS/DAMAGE/DESTRUCTION REPORT
	Control No.



	Document Originator:  
	Org Name:  

	Property Specialist/Representative:  
	Org Code/Contractor Name:  

	Equipment category:               ( Sensitive
       ( Capital              ( Admin Controlled

	Type of loss: 

( Suspected Theft

( Inventory Loss

( Other

( Excessed w/o

   Documentation

( Buried w/o Documentation   
Date and time Single Point of Contact was notified:

	Item
	Property No.
	Serial No.
	Description

(Include Acquisition Date)
	Unit Acquisition Value
	Depreciated Value (PM Use Only)

	
	
	
	
	
	

	I. Circumstances of Loss:  



	II.
Detail Steps Taken to Locate Property:  



	III.
Pertinent Questions:

(1) When was the last time the item was seen and by whom?  (Names of persons involved)  (Last known location/last known user).  

(2) Did anyone borrow the item   ( Yes   ( No           Was the loan documented?      ( Yes   ( No           
(3) Last inventory date?
(4) If item stores information (e.g., computer, PDA, digital camera, etc.), 
is the stored information of a sensitive nature?    ( Yes      ( No

	IV.
Administrative Action: What actions have been taken by the Manager to prevent further losses?  



	Property Custodian (print or type name):


	Signature
	Date 

	Technical Group/Immediate Manager (print or type name):  

  
	Signature
	Date 

	 Division Director/Level II Manager (print or type name):  


	Signature
	Date 

	Investigator:
	Signature
	Date 



	NOTE:  Please obtain the signatures required above and return this document to PROPERTY MANAGEMENT.

	DOE Concurrence:  


	Date  
	Property Management:  
	Date  
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