
Theft or Loss Incident Report
INCIDENT DETAILS

Date of Incident 

Time of Incident 

Location/Room No. 

Date & Time Reported 

REPORTING PERSON

Name 

Contact Number 

Role/Position 

DETAILS OF ITEM(S) LOST OR STOLEN

Description of Item(s) 

(e.g., Laptop, Jewelry, Cash, etc.)

Estimated Value (e.g., $500)

Owner of Item(s) 

INCIDENT DESCRIPTION

Describe what happened 

Provide detailed information about the incident...

ACTION TAKEN

Details of Immediate Action or Response 

ADDITIONAL NOTES / WITNESSES



Other Relevant Information 

Reporting Person's Signature

Date

Management Representative

Date
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