UNIVERSITY OF CANBERRA
REPORT OF LOSS OF/ DAMAGE TO UNIVERSITY EQUIPMENT

L. Description of Item {include details of make, model and any accessory items.)
2 Asset No.(if applicable)............... Serial No. ..., Approx value ...................
3 Name & Staff Member filing Report (please print) .o....o.ooeoeeeovecereeeeeeeeeeeeeeeeeeeen
Faculty / SErvice COIITE .......oooiriiiiri v ettt ettt r e s enean e e e
4. Date loss or damage noted ......... F A T IO Reported ......... L foies
(see 8 below)
5. Circumstances in which loss or damage was sustained .......ooooooveveevereoeoeeeeeeeeeeen
6. Was the item in use by youn and/or under your personal control at the time of
loss/damage: YES/NO (If “NO* please elaborate) .......cooooevevoooeeoooee,
7 Where was the item located at the time of 10ss/damage? ..............coovovovvveeeeceieeeeern.

(If off campus please produce the relevant form for this item ‘Application for
Approval to Remove University Property from Campus?)

8, In the case of loss:-
(@) Is theft suspected? YES/NO (If YES please elaborate)
{b) Was there any evidence of forced YES/NO (If YES please elaborate and
entry into premises? and furnish details)
8. (¢) Describe the Security arrangements in Place ...........c.coocoovvvvvovoreeceee e

(d) Was any other University or private property also lost? YES/NO (If YES please claborate
and furnish details)



In respect of a damaged item, have you obtained an estimate of the cost of repairs?

I 50 From WHOMT ..ot et s ea et s b0 b e
ALWRAL COSE oot ettt e e ere e ae e
(Please attach copies of any guotes received)

Has the loss/damage been earlier reported to:

(a) Police Date .../ ... ...
(B) WHEIE Lot e e s et b e et s et e eeemereaere s ene e aes
(c) University security Date ...... Jovoiid e
{d) Assets Unit Date ...... S

[ inform you that the above mentioned item of equipment was lost/damaged whilst it
was in use by me or under my personal control and that all reasonable action was
taken to ensure its security from loss and safety from damage. In the case of loss

I have initiated action aimed at recovering the item or its cost as follows:

Name & Designation of Staff member Signature Date

{2) I have noted this loss/damage and consider that adequate security/safety procedures
were in place in my Faculty/Service Centre at the time of this incident. I consider that
no personal liability should rest with any member of staff in this matter,

(Please furnish a detailed statement otherwise)

(b) In light of this incident I have caused the security/safety procedures in my Faculty/
Service Centre to be reviewed, and arranged for the following changes to be put in place:

Dean of Faculty/Director/Manager of Service Centre Date



