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21.02 CARE OF EQUIPMENT AND BUILDINGS 

Employees are responsible for the proper care of department property and equipment assigned to them. Damaged or lost property may subject the responsible individual to reimbursement charges and appropriate disciplinary action. 

Employees shall immediately report to their superiors any loss of, or damage to, departmental property assigned or used by them. The supervisor will be notified of any defects or hazardous conditions existing in any department equipment or property. 

Employees shall not mar, mark, or deface any surface in any departmental building. No material of any nature shall be affixed to any wall in departmental buildings without specific authorization from a supervisor. 

All employees who are issued manuals are responsible for their maintenance and will make appropriate changes or inserts as they arise. 

Employees are required to surrender all department property in their possession upon separation from service. Failure to return nonexpendable items may cause the person to reimburse the Department for the fair market value of the articles. 
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