
Conference Center Lost Property Incident Form
1. Incident Details

Date of Incident 

Time of Incident 

Location (Room/Hall Name/Area) 

Brief Description of Incident 

2. Owner's Details

Full Name 

Contact Number 

Email Address 

3. Lost Item Details

Type of Item 

Description (Color, Brand, Distinguishing Features etc.) 

Estimated Value 

Serial Number (if applicable) 

4. Action Taken

Action Taken (e.g. item secured, owner notified etc.) 



5. Staff Member Completing This Form

Name 

Signature 

Date 
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