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PURPOSE: 
 
The purpose of this policy is to provide guidelines for the maintenance of Capital 

Assets Inventory Control Records. 

 
POLICY: 
 
The Department shall comply with all procedures established by the Board of 

Supervisors, the Chief Executive Officer, and the Auditor-Controller in reporting 

stolen or missing equipment.  The Department shall request that the Auditor-

Controller remove such equipment from Department inventory records by 

completing a FD - disposition document and a CAS 04 - Sales and Disposition 

Form. 

Stolen items must be reported immediately to the local police or sheriff's office, 

and a memo shall immediately be forwarded to the Auditor-Controller Capital 

Assets Unit reporting the stolen equipment. The memo shall contain: 

a. The sheriff or police department's report number 

b. The type of equipment item 
c. The property tag number and/or the manufacturer's serial number 

d. A full description of the item including brand name, model, size, color, etc. 
 

For equipment on the County Capital Asset listing, the department must attach a 

completed CAS 04 with "Stolen" selected as the disposition method, and a copy 

of the memo and police report to the FD document. 



Title of Policy: Removal of Equipment from County Records Revision Date: 10/01/2014 

 

Mitchell H. Katz, M.D., Director of Health Services, County of Los Angeles PAGE 2  OF 2 

 
 
 

Equipment determined to be missing must be reported annually to the Auditor-Controller. 
 
ATTACHMENTS/FORMS:  
 
CAS 04-Sales and Disposition Form (See LA County Fiscal Manual) 
 
REFERENCE(S)/AUTHORITY: 
 
DHS Policy No. 840, Capital Assets Inventory and Control 

County Fiscal Manual Sections -   6.9.0 
California Government Code 

Los Angeles County Code Chapter 5.02 
 


