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Bureau of Contract Administration 

A. STATEMENT OF ACCOUNTBALE EMPLOYEE
The following listed property assigned to:
 
Name ___________________________________________             Employee ID _________________________ 
 
Has been (lost, stolen, damaged) and request is submitted herewith for relief from accountability: 
 

                                   ITEM                                                                        INVENTORY NUMBER 
_________________________________________           _______________________________ 
_________________________________________           _______________________________ 
_________________________________________           _______________________________ 
_________________________________________           _______________________________ 
 
The circumstances surrounding this (these) loss (losses) is (are): 

 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
 
I certify that reasonable care was taken to protect the above listed property and that the loss is not 
attributable to gross negligence or misappropriation on my part.  
 
_______________________________________________            ___________________________ 
                 Signature of Accountable Employee                                                                                                      Date 
 

B. INVESTIGATOR’S REPORT 
I have investigated the loss claimed in this report and find the circumstances (not) to be 
substantiated as claimed. Additional Information disclosed by my investigation is as follows: 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
  
I (can) (cannot) find evidence that the accountable employee was grossly negligent in protecting 
the property involved and recommend that he/she (not be) (be) relieved from accountability. 
 
_______________________________________________            ___________________________ 
                 Signature of Immediate Supervisor                                                                                                      Date 



C. REVIEWER’S RECOMMENDATIONS
I have reviewed the affidavit by the accountable employee and the Investigator’s Report and I find 
that the loss (was) (was not) sustained through negligence or misconduct on the part of the 
accountable employee. Additional remarks follow: 
 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
  
I recommend that the employee (not) be relieved from accountability for the property.  
 
_______________________________________________            ___________________________ 
                             Signature of Division Chief                                                                                                      Date 
 

D. FINAL DISPOSITION 

                  
                   Remove the property items from the Property Inventory Record. 

                   Relieve the employee from accountability. 

                   The employee is held accountable and appropriate action will be taken to 
                                        recover from him/her the present salvage value of the property involved.  
 
_______________________________________________            ___________________________ 
                             Inspector of Public Works                                                                                                      Date 

 
E. INVENTORY RECORD 

 
The following property has been removed from the Property Inventory Record: 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
 
_______________________________________________            ___________________________ 
                                                 Property Clerk                                                                                                      Date 


