	Hoi Ping Chamber of Commerce Secondary School

Reporting Loss of Library Material
Name in English:                      Name in Chinese:

Class:                               Class Number:
Lost Item:

Accession Number:

Date:____________________           Signature:________________________
Please note the following conditions: 

1.On the date the report is made, patron will be given one month's time to search for the lost item . In the meantime, the item that is reported lost will be temporarily removed from the patron's account. The Library will also assist by searching the book shelf for the lost item.
2.If the lost item is already overdue on the date it was reported lost, the calculation for overdue fines will stop on the report date.  

3.After the one month's period is over and the item is still not found, the patron will be billed for the item. Please see library rules for details of billing. 


