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 Early Learning Coalition of the Nature Coast

Serving Citrus-Dixie-Gilchrist-Levy-Sumter Counties
Notification of Missing Property 

For stolen property complete: #1, 2, 3, 4, 6, 7, 8 and Supervisor’s review. Use additional pages if sufficient space is not provided for your explanation.

Tag Number:      

Serial Number:      
Descriptions:      
1. The property described above has been discovered:  FORMCHECKBOX 
Missing  FORMCHECKBOX 
 Stolen

2. The date this item was last seen:      
Date of last inventory:      
3. Date the item was discovered missing:      
4. What circumstances lead up to this item being missing/stolen?      
5. What steps have been taken to locate the property?      
6. What steps were taken prior to the incident to secure the property?      
7. What steps have been taken to prevent a similar incident from happening again?      
8. Is a legible copy of the police report attached?   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No Explain      
Custodian Signature ________________________________ 
Date ______________________
Org. Code: _______________________________________ 
City: ______________________
Supervisor Review: Was this loss caused by negligence?  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
Comments:      
Supervisor’s Signature: _________________________________________ Date: _____________
Property Manager’s Signature: ___________________________________ Date: _____________
ELCNC125: Notification of Missing Property Form


