SOUTHWEST MINNESOTA STATE UNIVERSITY

Fiscal Internal Procedure

Missing or Stolen Inventory

When items are determined to be missing and possibly stolen, University Public Safety should be notified as soon as possible.  An officer of Public Safety will come to get all pertinent information.  The officer will need to know the following:  

1. Brand name

2. Serial number

3. Approximate cost

4. Location

5. Responsible Person

As soon as Public Safety has all the information necessary to make the report, a copy of the security report form should be submitted to the Inventory Clerk in preparation of deleting the item from the moveable inventory listing.  The Inventory Clerk will notify the affected department before the deletion is made to ascertain the status of the missing item.  

