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Lost property form
[bookmark: _GoBack]As per the school’s Property Liability policy, all lost property must be reported to the school administrator immediately.
	Date loss reported
	

	Time loss reported
	

	Site / department
	

	Reported to
	

	Reported by
	

	Item lost
	

	Further details and description of lost item
	



	Last location item was used in
	

	Owner’s name
	

	Owner’s contact details
	

	Lost item found by
	

	Lost item found when
	

	Lost item found where
	

	Date owner contacted
	

	Date owner collected
	

	ID checked by
	

	Owner’s signature
	





Please also see Briarwood School’s Property Liability policy and Personal Property loss, damage and theft disclaimer.
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