Office equipment

e Record the serial numbers, brand names and descriptions of property or
valuables that are kept in your office. Keep a duplicate copy of this
information and a photo of the item at another location. It can be used later
to recover stolen property.

e Insure that all university property is properly engraved; for personal
items, engrave your driver's license number and home state on the
item.

e Ask strangers in your office to identify themselves.



