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Sample Policy
Theft / Loss and Found


User Agreement and Disclaimer:

These materials should be used as operational guides to enhance awareness and do not replace your responsibility for reading, understanding, complying, and staying current with the law.  If the user does not understand any requirements, they should contact an attorney.  
THESE MATERIALS ARE OPERATIONAL TOOLS AND ARE NOT LEGAL ADVICE.
As environments vary, certain aspects of this document may not be applicable to your particular situation.  If modification is necessary, consult your attorney to ensure that any such modification does not violate ATF regulations. The requirements identified in this document at the time of delivery are up to date with current ATF regulations.  As ATF regulations and rulings are subject to change, it is incumbent upon the user of this policy to ensure it is updated when such change occurs as statements herein may not comply with new regulatory requirements. 
 
By using this material, the user acknowledges the foregoing and agrees to ensure that it is updated when necessary to maintain compliance with regulatory requirements.
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1. POLICY
a. Overview
· Employees shall report any known or suspected Theft / Loss to management as soon as it is discovered.
· Once a firearm is determined to be stolen or lost, it must be reported to the ATF and Law Enforcement within 48 hours.	Comment by phil milks: Certain jurisdictions require reporting of Theft/Loss sooner than 48 hours from discovery.  Contact FFL Law for direction on your jurisdiction.
· The ATF Form 3310.11 shall be completed.  One copy shall be filed with ATF and one copy shall be retained.  
· If a firearm previously reported as Theft / Loss is found, it should be reported to the ATF within 48 hours.
· The A&D Book must be updated with a Theft/Loss Disposition or Found Acquisition at the time of report; reflecting the date of report and the ATF Theft / Loss incident number provided by the ATF Stolen Firearms Program.

b. Applicable Regulations and Forms
· ATF Form 3310.11 Federal Firearms Licensee Firearms Inventory Theft / Loss Report
· ATF Form 3310.11A Federal Firearms Licensee Theft/Loss Report Continuation Sheet
· A&D Book
· 27 CFR 478.39a
· 27 CFR 479.141

2. PROCEDURE

a. Reporting and Recording Theft / Loss Transactions
· Suspected Theft / Loss should be escalated to management and a Responsible Person as soon as discovered.

· Management shall immediately direct appropriate personnel to conduct a search. 

· Law Enforcement and ATF must be informed within 48 hours once the FFL is reasonably certain it is a Theft / Loss.

· Once it has been determined the firearm(s) will be reported as Theft / Loss, [employee or department tbd by company] shall begin completing the ATF Form 3310.11.  Sections A and B should be completed prior to calling local law enforcement. If more firearms were lost or stolen than Section B allows, the remainder shall be recorded on ATF Form 3310.11A Federal Firearms Licensee Theft/Loss Report Continuation Sheet. 

· The Theft / Loss should initially be reported over the phone to local law enforcement describing the incident.  The date and time of contacting local law enforcement shall be recorded in Section A. 
· If the firearm was lost in a shipment initiated by Company, Company is responsible for making the report.  If Company is uncertain of where the firearm was lost, Company’s local law enforcement shall be contacted.  If Company knows where in shipment the firearm was lost, the law enforcement agency local to that jurisdiction shall be notified. 

· Reporting to ATF – Two Options 
· [employee or department tbd by company] shall next contact the Stolen Firearms Program at 888.930.9275 and inform them of the Theft or Loss upon which they will provide an Incident Number.  [employee or department tbd by company] shall proceed to complete the remainder of the Form.  Once the Form has been completed, including the Incident Number, [employee or department tbd by company] shall email the Form to stolenfirearms@atf.gov. 
· Alternatively, [employee or department tbd by company] may complete all of the Form 3310.11 with the exception of the ATF Issued Incident Number and email the Form to stolenfirearms@atf.gov and request an acknowledgement and Incident Number.  Once a response is provided with an incident number, the Form shall be completed.  
· A copy of the email notification which shows the attachment shall also be printed and maintained with the Form 3310.11. 

· The Incident Number should be entered in the applicable space on the Form 3310.11 and the form should be signed by a Responsible Person of the FFL.

· A Disposition shall be recorded for each serial number on the report immediately upon receipt of the incident number.  The Disposition date shall be the date the Theft/Loss was reported to ATF. The Disposition shall read “Theft” or “Loss”, as applicable, and shall also contain the ATF Issued Incident Number.

b. Reporting and Recording Found Transactions
· The ATF Stolen Firearms Program should be informed of the discovery of a firearm that was previously reported Theft / Loss on the day the firearm(s) was found. 

· Notification should be by email – to stolenfirearms@atf.gov – and shall include a statement the applicable serial numbers were discovered and shall contain an attachment of the original Theft/Loss Report. 

· An Acquisition shall be entered in the A&D Book immediately upon the reporting of the discovery of the serial numbers.  The Acquisition Date shall be the date the firearm(s) was discovered.  The Acquisition information shall contain “Find” or “Found” and shall include the ATF-Issued Incident Number.  

3. Roles and Responsibilities 

· Contact Local Law Enforcement – [employee or department tbd by company]
· Prepare and Filing ATF Form 3310.11  – [employee or department tbd by company]
· Signing either ATF Form 3310.11– An FFL Responsible Person
· Recording the corresponding Acquisition or Disposition - [employee or department tbd by company]

4. Definitions 

· Responsible Person – A person who has submitted fingerprints, photographs, and a Responsible Person Questionnaire to the ATF and has undergone a background check to be identified by ATF as responsible for the firearms operations of the company.  
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