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I. Reason for Procedure: To communicate responsibility and procedures to effectively maintain compliance with University policy 08-01.21 LOST OR ABANDONED CURRENCY OR PROPERTY. 

II. Definitions:
A.	Abandoned Property:  includes property left in a locker, dormitory room, closet, apartment or other spaces throughout the University. 

B.	Lost Property:  includes property found and turned in to a University department. 
C.	Property:  includes money, checks, drafts, deposits, interest, dividends, income, credit balances, overpayments, gift certificates, security deposits, refunds, credit memos, unpaid wages, unused airline tickets, stocks, bonds, securities, amounts due and payable under the terms of insurance policies and/or distributions from a trust or custodial fund, such as health, welfare, pension, vacation severance, retirement, death, stock purchase, profit sharing, employee savings, unemployment insurance, or similar benefits. 
III. Responsible positions:
A. All items turned into the University Union except those turned over to the TUPD – University Union Building Manager
B. Items of significant value and driver’s license/state issued ID cards – Towson University Police Department
C. Items turned into buildings other than the University Union except those turned over to the TUPD – Building Coordinators
IV. Responsibilities:
A. University Union Building Manager:
· Train all student staff to ensure compliance with Lost & Found procedures
· Maintain proper use of the SharePoint site documenting items found and reported lost.
· Maintain organized storage of found items, records retention, communication and disposal as detailed in the Policy & procedure documents.
B. Towson University Police Department:
Maintain organized storage of found items, records retention, communication and disposal of all items of significant value and driver’s license/state issued ID cards (except TU ID Cards) as detailed in the Policy & procedure documents.
C. Building Coordinators:
· Identify and train a primary and backup person located in their building(s) of responsibility who will handle items according to the detailed procedures outlined below.
V. Building Coordinator Responsibilities:
A. Items of significant value and driver’s license/state issued ID cards (except TU ID Cards) are to be handles as detailed below and in sections V.E.2. and V.E.3:
·  Complete the Towson University Found Property Report with the person turning in  
 the item.
·  Contact the University Police Department (TUPD) immediately at 410-704-2134.   
·  The TUPD will send an officer over to retrieve the item. Detail the Claimant as “Other” on the Towson University Found Property Report by placing a check in this box and insert THE TUPD officer’s name under “please specify”.
· Fax the completed copy of the Towson University Found Property Report to the Union Building Manager (410-704-3048) and maintain the original for your records. 

B. Other Specific Items
· Keys:  The staff member who the keys were turned into will forward the keys and a copy of the Towson University Found Property Report to the University Union Building Manager as detailed in section V.E.5. Any University keys found on University Property will not be placed into the Lost and Found.  The University Union Building Manager shall remand the keys to the Key Control Monitor.  
· Weapons:  Weapons found on University property shall not be touched.  The finder shall immediately contact the University Police who will remove the item(s) and contact the appropriate law enforcement agency.
· Alcoholic Beverages:  Alcoholic beverages left in guests’ rooms shall be immediately disposed of.
C. All other items:
·  Immediately complete the Towson University Found Property Report with the person turning in the item. 
· Items may be maintained in the finding department for up to 2 days (48 hours), while an effort is being made to identify the owner.  
· At the end of two days, the Property and the completed Towson University Found Property Report shall be brought to the University Union and turned over to the University Union Building Manager. 
· Items not turned over within 48 hours will not be accepted. 

D. Property Reported Lost:
Complete a Towson University Lost Property Report and fax to the Union Building Manager at 410-704-3048 as soon as the report is completed. 



E. Property Found by Item Type:
1. OneCards – Bring OneCards to the Auxiliary Services Business Office (ASBO) located on the 1st floor of the University Union and complete the Towson University Found Property Report by having the ASBO employee sign as the claimant. YOU MUST COMPLETE THE CLAIMANT SECTION ON THE BOTTOM OF THE FORM AND MUST INCLUDE THE ASBO EMPLOYEES NAME TO WHOM YOU SURRENDER THE ONECARD. Detail the Claimant as “Other” by placing a check in this box and insert THE ASBO’s employee’s name under “please specify”. Fax the completed copy of the Towson University Found Property Report to the Union Building Manager (410-704-3048) and maintain the original for your records. 

2. Driver’s license or state issued ID – Call the Police while you fill out the Towson University Found Property Report. If possible, request that the finder wait for the police officer. The TU police officer will take possession of the card. YOU MUST COMPLETE THE CLAIMANT SECTION ON THE BOTTOM OF THE FORM AND MUST INCLUDE THE OFFICERS NAME. Detail the Claimant as “Other” by placing a check in this box and insert TUPD & the officer’s name under “please specify”. Fax the completed copy of the Towson University Found Property Report to the Union Building Manager (410-704-3048) and maintain the original for your records. 

3. Wallet, purse, credit card, cash, check(s), laptop or any other item of significant value - Call the Police while you fill out the Towson University Found Property Report. If possible, request that the finder wait for the police officer. The TU police officer will take possession of the item. YOU MUST COMPLETE THE CLAIMANT SECTION ON THE BOTTOM OF THE FORM AND MUST INCLUDE THE OFFICERS NAME. Detail the Claimant as “Other” by placing a check in this box and insert TUPD & the officer’s name under “please specify”. Fax the completed copy of the Towson University Found Property Report to the Union Building Manager (410-704-3048) and maintain the original for your records. 

4. Cell phone – Look in the contacts section of the phone for “Mom” or “Dad” and call to alert we have the phone. Ask son or daughters name and add to the Towson University Found Property Report along with information of who you talked with and the date of the conversation. If the phone battery is dead, obtain a quick charge at the phone charging station located outside of the University Store on the 1st floor of the University Union. Immediately complete the Towson University Found Property form with the person turning in the item. Items may be maintained in the finding department for 2 days (48 hours), while an effort is being made to identify the owner. At the end of two days, the Property and the completed Towson University Found Property form shall be brought to the University Union and turned over to the University Union Building Manager. 

5. University keys – The staff member who the keys were turned into will forward the keys and a copy of the Towson University Found Property Report to the University Union Building Manager. Any University keys found on University Property will not be placed into the Lost and Found.  The University Union Building Manager shall remand the keys to the Key Control Monitor.    

6. Personal keys – Using membership tags attached to many sets of keys, call the number on the membership tag to determine the individuals name and phone number. Try to match the name to a campus member through PeopleSoft records. Immediately complete the Towson University Found Property form with the person turning in the item. Items may be maintained in the finding department for 2 days (48 hours), while an effort is being made to identify the owner. At the end of two days, the Towson University Property and the completed Found Property report shall be brought to the University Union and turned over to the University Union Building Manager. 

7. Book bags, books, folders, etc. – Search for a name or contact information. Try to match the name to a campus member through PeopleSoft records. Immediately complete the Towson University Found Property report with the person turning in the item. Items may be maintained in the finding department for 2 days (48 hours), while an effort is being made to identify the owner. At the end of two days, the Property and the completed Towson University Found Property report shall be brought to the University Union and turned over to the University Union Building Manager. 
IF THE BOOKBAG CONTAINS AN ITEM THAT IS REQUIRED TO BE SENT TO THE TUPD, THE BOOKBAG WILL ALSO BE TURNED OVER TO THE POLICE WITH THE ITEM USING RESPECTIVE POLICY DEFINED ABOVE. 

8. Cloths/Eye glasses etc. - Immediately complete the Towson University Found Property form with the person turning in the item. Items may be maintained in the finding department for 2 days (48 hours), while an effort is being made to identify the owner. At the end of two days, the Property and the completed Towson University Found Property report shall be brought to the University Union and turned over to the University Union Building Manager. 


Attachments: 
Towson University Found Property Report
Towson University Lost Property Report


