
Standard Operating Procedure 
for 

Handling of State property 
 
 

 

Any accident or incident involving any piece of government property, motor vehicle, or 
equipment is to be reported to the employee’s immediate Supervisor at once. Records of service 
calls are to be signed by the employee and turned in to the Administrative Support Unit.  The 
Secretary should be advised of such calls so that she can notify the Administrative Officer when 
the repairman arrives.   

 


