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PROCEDURE SUBIJECT:
Lost and Found

PURPOSE:
To record and document any personal clothing or items whose owners are unknown.

PROCEDURE:

Every effort should be made to find the owner of the item. Calls can be made to the area the
laundry came from if available. If no owner is found the following procedure should be
followed:

The item should be sent to the sewing area or business office.

The item should be documented in a log with a description of the item and date found.
The log must also record the bag or box the item is stored in.

The item will be kept for a minimum of two months.

After two months the item will be disposed of by one of two methods:

e Donated to a charity

e If not usable or in good repair, the item should be discarded.

e Labels must be removed from personal clothing before disposing of the items.

6. Records of Lost and found should be retained.
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EQUIPMENT/SUPPLIES:
e  Laundry delivery cart
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