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I.
Lost and Found shall be located in the office of the Student Activities Specialist on each site and shall operate during the hours of 8:00 AM to 4:00 PM Monday through Friday.  On weekends and after normal operating hours, the Lost and Found will be located in the Library.

II.
All items placed in the Lost and Found shall be placed in a lockable cabinet.  Said cabinet shall remain locked at all times.  Access to this cabinet shall be primarily through the Student Activities Specialist, and secondarily through the Student Services Secretary.

III.
All items placed in Lost and Found shall be logged in on the Lost and Found Log Sheet (Form No. SA 418) located on top of the cabinet.  Log-in should include:

a)
a line number

b)
description of the item

c)
date the item was turned in

d)
student number or social security number of the person turning in the item

e)
where the item was found

A Lost and Found Item Tag (Form No. SA 419) with the following information will be attached to each item before being placed in the cabinet:

a)
an identification number matching the log line number

b)
date on which the item was turned in 

This will ensure proper ID and/or disposal of items in a timely manner.

IV.
Person(s) claiming lost item(s) should be able to adequately describe said item(s) without prior knowledge of what has been found and MUST show appropriate identification on reclamation of said item(s).  Item(s) shall be logged out upon return to the rightful owner.  

Log-out should include the following:

(a)
date the item was returned

(b)
name of the person to whom it was returned

(c)
the initials of the staff person returning the item

V.
All items placed in Lost and Found shall be retained for a period of not less than 30 days and not more than 60 days.  All items remaining unclaimed after this time shall be deemed abandoned and shall be sold at public outcry after giving notice of the time and place of sale in a publication of general circulation on the campus and written notice to the owner if known.  The rightful owner may reclaim same at any time prior to sale.  All monies realized from such sale shall be placed in an appropriate fund and used solely for student scholarship and loan purposes. 

Law Implemented:
F.S. 705.18.

History:
Adopted - 12/20/94.  Effective - 12/20/94.
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