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PROCESS FLOW FOR  

LOST AND FOUND ITEMS 
 

Office of the Students Services personnel 

records the item/s in the logbook. 

Put the item(s) in the proper receptacle for 

safe keeping. 

Claimants may claim property/item from 

8:00AM – 4:00PM, Monday to Friday at the 

OSS. 

The claimant is required to produce ID and 

contact information, and sign the original Lost 

and Found Slip to indicate they have claimed 

the lost item(s). 

OSS personnel 

Claimant of the item(s) 

ACTIVITIES PERSON RESPONSIBLE 

 

END OF PROCESS 

Item(s) of tangible personal property found in 

the school premises should be turned in 

immediately to the Office of Student Services. 

Fill out the Lost and Found Slip. 

Person who found the item 

The original Lost & Found Slip must be 

returned to the Lost & Found Slip Binder, and 

placed in sequential order. 
OSS personnel 

 

Unclaimed tangible personal property may be 

disposed of after one year. Lost currency and 

proceeds derived from the disposal of the 

property, after deducting any costs incurred, 

shall be deposited in the General Fund of the 

OSS. 
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