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NEBRASKA DEPARTMENT OF EDUCATION


ADMINISTRATIVE MEMORANDUM #304


ISSUED: FEBRUARY, 2014
TO:


Nebraska Department of Education Staff

FROM:


Dr. Matthew L. Blomstedt, Commissioner of Education

SUBJECT:

EMPLOYEE RESPONSIBILITY FOR REPORTING LOST, STOLEN, OR 
MISSING STATE PROPERTY

FOR ASSISTANCE:
Contact Office Services Supervisor (OSS) in NDE Administrative Services at 



471-2930.
PURPOSE

Section 81-118.02(2), Reissue Revised Statutes of Nebraska, 1943, authorizes the Department of Administrative Services Materiel Division Administrator to take proper steps to recover State property (or the reasonable value thereof) that has been lost, destroyed, or is unaccounted for by the negligence or carelessness of the individuals or agency responsible for such property.

Each employee has a definite responsibility for the proper safekeeping of State property entrusted to his/her care and used by the employee in work-related duties. This responsibility is defined to mean providing reasonable care and appropriate security for these items. This responsibility also includes prompt verbal and written reporting of missing items when first presumed to be lost, missing, or stolen.
To assist an employee in reporting all lost, stolen, or missing State property items, the following procedure is furnished. Personally-owned property should also be reported.

1.
A verbal report will be made immediately.

(a)
At the Nebraska State Office Building, Lincoln, the verbal report will be made to the OSS in NDE Administrative Services.  The responsible and reporting individual(s) will immediately confer with the Security Officer on duty if the item is reported as stolen.

(b)
At all other offices a verbal report will be made to the Administrator or Supervisor, and the OSS in NDE Administrative Services.  The responsible and reporting individual(s) will immediately confer with the Security Officer and/or local police as may be necessary if the item is reported as stolen.

2.
A written report of the incident will be filed within five-ten days when State property cannot be located and is presumed to be lost, stolen, or missing. NOTE: Personally-owned property should also be reported.   The report is required to be on Department Letterhead.
(a)
The written report will be submitted to the Leadership Council member (LCM) or designee for review and signature.  The report will then be submitted through the team’s inventory coordinator to the OSS in NDE Administrative Services.

The report will include the following:

(1)
Identity of team.

(2)
Reporting individual.

(3)
Date of occurrence or first awareness.

(4)
Factual circumstances.

(5)
Property description, i.e.:

I.
Tag (inventory) number.

II.
Detailed description of item.

III.
Serial Number.

IV.
Value, if known.

V.
Purchase date/age of item.

(6) If reported stolen, a copy of the police/security report must be attached.
(7) The report must also include what safeguards were put in place so that it may be prevented in the future and that the responsible individual is aware how important it is to provide reasonable care and appropriate security for the item.

3.
Prior to filing the written report, the responsible and the reporting individuals will conduct an exhaustive search in attempting to locate the lost, missing, or stolen property and include the details of the search in their written report.

4.
The OSS, upon receiving the written report, will assign a number to the report (SPN#), change the status of the item in NIS from “UL” (unable to locate) to “PA” (pending adjustment) for lost or missing item(s) or “PS” (pending stolen) for stolen item(s) and forward the report to the DAS State Surplus Property Manager who will determine if further investigative action is required. If approved, DAS State Surplus Property will delete the item from NIS.  
