
Lost and Found Incident Record

Date of Incident 

Time of Incident 

Location Found e.g., Lobby, Room 201

Item Information

Description of Item e.g., Black wallet with zipper

Brand/Model (if any) 

Estimated Value 

Unique Identifiers e.g., initials, color, etc.

Quantity 1

Condition e.g., New, Used, Damaged

Finder Details

Name of Finder 

Department/Role 

Contact Info 

Owner/Claimant Information

Name 

Contact Info 

Proof of Ownership 

Incident Details

Details/Remarks 

Additional information or circumstances...

Handling Officer 
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