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Lost, Missing or Stolen Property Reports: 

All actual or suspected lost, missing, stolen or damaged property must be reported to the Safety 
and Security Department at the time of the discovery.  Written reports by the person making the 
discovery will be documented on the OMH 254 ADM form.  

Safety Department Roles and Responsibilities: 

Desk Officer/Safety Supervisor • Receives notification of loss.
• Directs complainant to complete the 254 ADM.
• Reviews 250 and 254 ADM reports.
• Distributes reports per Facility Policy.
• Engage local Law Enforcement (LE) as needed.
• Files originals in Safety Dept. File System.
• Records and assigns a blotter number for the report.
• Notifies designated Safety Supervisor if not already

notified.
• Dispatches Officer to investigate.

Safety Department Staff • Responds to interview complainant and to pick up
completed 254 ADM if not already at the Safety Office.
Provides copy of report to complainant.

• Conducts investigation.
• Completes 250 ADM Investigation Report.
• Submits completed 254 and 250 ADM reports to

Safety Supervisor.
• Provide assistance to local LE as required.
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