[image: image1.png]




INCIDENT REPORT FOR COLLECTION OR PROPERTY
Use this form to report any property theft, loss, or damage to the museum collection or property. Reports should be made within 24 hours of knowledge.  Condition reports for individual objects should be filled out separately.  Report significant personal injury or illness separately.

Type: 
□ Theft / Loss
          □ Damage
  □ Other: 





Description of theft, loss, or damage

Specific object, building, or site affected (e.g. front window  or Acc.# 1994.2.4 painting):

Date and time of incident: 




  □ estimate
□ unknown

Value of lost or damaged object(s): $



  □ estimate
□ unknown

Location where incident occurred or began:

Activity being performed, if applicable (e.g. guiding tours, painting ceiling):

Equipment, materials, and chemicals in use, if applicable (e.g. ladder, paint can):

How theft, loss, or damage occurred, if known. Describe sequence of events, specifying object or activity which directly produced theft, loss, or damage. Use separate sheet if necessary. 

□ unknown

Resulting health and safety hazards: 
□ serious    □ minor    □ none     □ unknown
Resulting security concerns: 

□ serious    □ minor    □ none     □ unknown
Person/People Responsible

 □ none       □ unknown   
Name: 







Address: 












Phone: 



Description:

Victim or Owner (if other than Museum)

Name: 







Address: 












Phone: 



Email: 








Witness



□ none       □ unknown   
Name: 







Address: 












Phone: 



Email: 








Staff Response

Action Taken:

Name: 






Date: 





[image: image1.png]