[image: image1.emf]Report of Property Damage

City & Borough of Juneau
(To Be Initiated By Facility Supervisor or Designee)
Complete all queries as directed.
Section 1 – Dates and Times. Complete all. 
Incident Date:      

Incident Time:      
Today’s Date:      

Date of Discovery Incident:      
Section 2 - Juneau Police Department Notification Information: Complete as directed.
Was JPD Notified?
No  FORMCHECKBOX 
 (Go to Section 3) 
Yes  FORMCHECKBOX 
  Case Number:      
Did JPD Respond? Yes  FORMCHECKBOX 
  

No  FORMCHECKBOX 


Name of Responding Officer:      
Section 3 - CBJ Notification Information: Complete all. 
Supervisor Notified?
Yes
 FORMCHECKBOX 
   
No
 FORMCHECKBOX 
  
Supervisors Name:     
Building Maintenance Notified?
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 
  
  Name:     
Section 4 – Witnesses. Complete for ALL witnesses.

Name:      

Phone #       
Other Contact Info:      
Please use back of  report for additional space.
Section 5 – Repairs. Complete query. 

Are Repairs Underway: Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

          
Section 6 - Type of Incident: Complete all applicable.
Vandalism -  FORMCHECKBOX 

Vehicle Accident -  FORMCHECKBOX 
  
Facility Damage -  FORMCHECKBOX 

Was Property damaged?
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

           
Was Property stolen?

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 
  

Section 7 – List. Complete query.

List all items that were damaged or stolen with a description, value, and estimated damage for each item.  (Use back of report if necessary or attach list.)
     
Section 8 – Reporting Employee Information. Complete all. 
Name & Position of Employee Filing Report:      
Reporting Employee Contact Information:      
Who is Responsible for Follow-Up:
     
Forward Completed Report To The CBJ Risk Management
risk_management@juneau.org
Section 9 – Notes. Complete as needed.






Notes:      
