


Procedure Number: 107.2 
Found Property 

 

IV. Receiving Property: 
 

A. An ARMS report must be generated for all Lost and Found Property reports: 
 

B. Two clip boards are maintained at the front counter: 
 

V. Found Property Board: 
 

A. The Found Property Board is where the ARMS report, or the hand written Found Property Forms are 
kept, pending property return and signature of the rightful owner picking up the property. 

 
B. Once disposition has been made (property picked up, donated, or disposed of) the form or report will 

be filed. 
 

VI.  Lost Property Board: 
 

A. The Lost Property Board is a 
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