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________________________________________
I.

PURPOSE
To provide a uniform method of reporting and processing personal property claims.
________________________________________

DEFINITIONS
Examples of personal items covered by this policy include eyeglasses, hearing aids,
dentures, watches, or articles of clothing.

B.

Jewelry items do not come within the definition of property as set forth in Section 53240
of the Government Code; therefore, reimbursement will not be made for damaged or lost
jewelry items.

C.

Reimbursement for cost of clothing is based on condition, life expectancy, and
replacement cost.
NOTE: When an article of clothing is damaged, an evaluation of the condition of the
article should be provided in Section 5, “Comments”(Attachment A), according to the
following guidelines:
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1.

Excellent Condition: Having the appearance of a new or exceptionally well-cared
article.

2.

Average Condition: Having the appearance of an article that has reasonable use due
to its age.

3.

Poor Condition: Having the appearance of extensive use with evidence of repairs,
the presence of well-worn areas, or permanent discoloration.
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________________________________________

POLICY

The County (Agencies/Departments) shall pay for the repair or replacement of personal
property, which is necessarily worn or carried by the employee, when any such property is
damaged in the line of duty without fault of the employee, and when the damage or loss is
caused by peculiar circumstances that arise out of the course of employment, not out of
situations that might normally be expected to take place either on or off the job.
Payment for damaged, destroyed or lost watches, and nonprescription sunglasses shall be
provided; however, it shall be limited to the functional value of the item as determined by
County of Orange Purchasing Department.
Personal property claims shall not apply to personal property damage or loss caused by a fire on
the County government premises. In the case of personal property damaged or loss by fire, the
employee’s loss should be included in the County claim to be processed by County Executive
Office (CEO)/Risk Management.
Personal property losses resulting from burglaries on Agency grounds may or may not be
covered under County’s self-insured liability program. These claims are submitted to CEO/Risk
Management.
Damage to automobiles is not covered under the personal property reimbursement program, as
it is not personal property necessarily worn or carried by the employee. Employees who are
required to use their personal vehicle to perform their job are reimbursed under the mileage
reimbursement program, which takes into account the cost to the employee for automobile
insurance coverage.
Personal property claims for damage or loss caused by circumstances not addressed in this
policy shall be reviewed on a case-by-case basis.

________________________________________

PROCEDURE
A.

If an employee’s personal property is damaged or lost as a result of employment, and not
through fault of the employee, approval to repair or replace it may be granted, if it meets
all of the following conditions:
1.

Items were necessary to the employee’s performance of duties and were not
supplied by the County;

2.

Items were lost or damaged during the performance of duties; and

3.

Items are limited to those that are necessarily worn or carried.

The employee completes Personal Property Claim form (Attachment A) in accordance with
the instructions on the reverse side of the form and submits it to his/her supervisor for
review and processing.

C.

The claimant’s supervisor submits the claim to the Regional/Program Manager.

D.

The Regional/Program Manager completes Section 4, “Department Head Review” of the
Personal Property Claim form (Attachment A). He/she conducts a complete investigation
of the incident and damage, which may include the following:
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1.

Interviewing claimant and witnesses; or

2.

Inspecting damaged property; or,

3.

Inspecting equipment that malfunctioned and taking the appropriate steps to ensure
that similar incidents are prevented in the future.

Regional/Program Manager ensures that copies of all appropriate reports or other
substantiating documents are attached. Regional/Program Manager determines whether
or not an outside reimbursement has been given or will be given to the claimant.
Note: The employee should be instructed to attach the purchase receipt, if available, for
an item that must be replaced and/or obtain an estimate of the cost to repair or replace a
damaged item.

F.

Based on the investigation, the Regional/Program Manager recommends whether or not
the claim should be approved or denied. Any comments pertinent to the disposition of the
claim should be stated. The District/Program Manager should sign and date the claim
form, and forward it to the Social Services Agency (SSA) Human Resources and Career
Development (HRCD) designated staff.

G.

SSA HRCD staff reviews the information provided and checks the provisions of the
Memorandum of Understanding for the representation unit of the employee regarding the
reimbursement program.

H.

If the claim is denied, SSA HRCD staff indicates the reasons for the denial in a letter or in
Section 6, “Personnel Department Determination,” and in Section 5, “Comments” of the
Personal Property Claim form (Attachment A).

I.

If the claim is approved, SSA HRCD staff sends the claim form to CEO/Purchasing. The
CEO/Purchasing Agent determines the dollar amount according to its valuation for
reimbursement of the employee’s personal property.

J.

The CEO/Purchasing Agent, or his/her authorized representative, completes Section 5,
“Purchasing Agent’s Valuation” of the Personal Property Claim form in accordance with
the Personal Property Claim Guides; signs the claim form and forwards it to SSA HRCD.
In developing his/her evaluation, the CEO/Purchasing Agent may accept the
Regional/Program Manager’s recommendation or conduct his/her own investigation.

K.

SSA HRCD staff performs the following steps:
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IV.

1.

Completes Section 6, “Personnel Department Determination” of the Personal
Property Claim form and indicates the amount to be paid;

2.

Consults with the Agency Administrative or Financial Services staff for the
completion of the correct account code(s) in the “Accounting Details” section;

3.

Provides comments, if any, which are pertinent to the determination;

4.

Signs and dates the claim form;

L.

5.

Keeps the Agency copy and forwards the Employee Copy to the employee with
notification that the claim is being sent for payment; and

6.

Forwards the Auditor-Controller copy to the Auditor-Controller Claims Division for
payment.

The Auditor-Controller or his/her authorized representative, pays for the approved claim,
keeps the original copy (white), and sends a check payment by mail to the claimant’s
home address. Payment typically takes approximately two (2) weeks from the date
received by the Auditor-Controller.
________________________________________

ATTACHMENTS
County of Orange Personal Property Claim
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V.

