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SUBJECT: METRO ADOPT-A-BIKE PILOT PROGRAM
ACTION: APPROVE RECOMMENDATIONS

RECOMMENDATION

CONSIDER:

A. AUTHORIZING a policy revision for unclaimed bicycles left on Metro property that establishes
a Metro Adopt-A-Bike Pilot Program.

B. APPROVING the administration of a mini-grant program for community-based organizations to
perform tasks that support the distribution of unclaimed bicycles through the Adopt-A-Bike
Pilot Program with a focus on equity.

ISSUE

Metro collects 400-500 bicycles per month left on the Metro system and on Metro property which are
subsequently transported to Metro’s lost and found facilities. Seventy-five percent (75%) of these
bicycles are never claimed by their owner. After the bicycles are stored for 90 days as required by
state law, the current Metro procedure dictates that unclaimed bicycles are to be sold at auction. This
process limits Metro’s opportunity to provide a benefit to Los Angeles County residents; does not
provide increased mobility opportunities for those wishing to practice social distancing without the
use of a personal automobile; does not provide economic relief to car-free residents looking for
employment opportunities; and is not aligned with the Metro Vision 2028 Strategic Plan goal to
reduce single occupancy vehicles in the next 10 years.

Board approval will authorize the establishment of the two-year Adopt-A-Bike Pilot Program
(Program) allowing unclaimed bicycles to be offered to Los Angeles County residents and the
unhoused community in need of a bicycle free of charge. Secondly, it will approve the administration
of a two-year pilot mini-grant program for community-based organizations (CBOs) to support the
distribution of these bicycles.

BACKGROUND

The Metro Adopt-A-Bike Pilot Program will provide the agency with the opportunity to offer a
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transportation resource to Los Angeles County residents. With the ongoing COVID-19 pandemic, the
distribution of unclaimed bicycles to members of the public who cannot afford a bicycle is more
important than ever. Donated bicycles will provide an additional mobility option available to Los
Angeles County residents who wish to maintain social distancing without the use of a personal
automobile, and the cost-free resource will provide economic relief to individuals who need to access
employment and other opportunities. In addition, administering the program through a mini-grant
program will allow the implementation to be in partnership with community-based organizations and
other entities that work directly with disadvantaged communities.

In order to establish this program, Metro must adhere to current legislature that governs the
distribution and donation of public assets. California Civil Code 2080.6. (
<https://leginfo.leqgislature.ca.gov/faces/codes_displaySection.xhtml?
lawCode=CIV&sectionNum=2080.6>) requires that Metro follow a set of policies on managing
bicycles and personal property left behind on the Metro system and on Metro property. Specifically,
this state law mandates that all objects left behind, including bicycles, must be held by Metro for a
minimum of 90 days. In addition, Chapter 497 of the California Public Utilities Code (PUC) § 30600 (
<http://media.metro.net/images/Introduction_to LACMTA_Metro.pdf>) indicates that Metro may
donate or dispose of any real or personal property when it is in the best interest of Los Angeles
County. The donation of any personal property that has value is permitted if it is determined that the
assets will be used for a public transit related purpose within Metro's jurisdiction.

To ensure compliance, Metro’s established procedure requires that a centralized lost and found
location be maintained to provide patrons the opportunity to retrieve lost bicycles and other personal
property found on Metro fleet vehicles or Metro properties. After the state-mandated 90-day storage
period is completed, the current procedure directs Metro to dispose of unclaimed bicycles remaining
in lost and found facilities by selling them through auction (see Attachment A). Metro expends all
reasonable efforts in reuniting any lost bicycle with its rightful owner during the 90-day holding period
and in ensuring compliance with state requirements for final disposition of any unclaimed property.

DISCUSSION

PROJECT DEVELOPMENT AND RESEARCH

During the development process of the Adopt-A-Bike Pilot Program, staff met and coordinated with
several internal departments.

To better understand the current procedure for handling lost and found bicycles, staff met with the
Metro Lost and Found Office of the Customer Service Department. In accordance with California Civil
Code 2080.6, the department maintains centralized lost and found locations so that patrons can
retrieve lost articles found on Metro buses, rail, or other Metro properties. Lost bicycles found on
Metro vehicles or property are surrendered to their respective division or management, tagged and
coded, and then transported by the Mail Services Department to Union Station. Bicycles are stored
for 90 days from the date they are received by the Metro Lost and Found Office and during this time
individual bikes are available for retrieval by their rightful owners.

After the 90-day period, all unclaimed property is transferred to Vendor/Contract Management (VCM).
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VCM is responsible for the disposition of all unclaimed articles, such as personal items, electronic
devices, and bicycles. Under the current procedure all unclaimed bicycles are picked up from the
Metro Lost and Found Office and transferred to an auction house in Riverside, California, where they
are auctioned off in lots to the highest bidder. VCM staff indicates that bicycles are some of the most
cumbersome items for the auctioneers to transport and do not generate sufficient revenue to offset
the cost of the auction and transport process.

Staff also consulted with County Counsel and Risk Management to determine if unclaimed bicycles
were eligible for donation to the public. It was determined that California Civil Code 2080.6 requires
only that lost and found bicycles be stored and available for the rightful owner to claim for a period of
90 days. Since the law does not specify the disposal process of the bicycles after the 90 days, Metro
can make this determination. In addition, once the Program is established, eligible recipients will be
required to sign a waiver and release Metro from all liabilities related to the donated bicycle.

Research examining other similar programs was also conducted. For example, staff found that the
University of California Los Angeles (UCLA) currently administers a program for lost and found
bicycles on their property and redistributes them to students after the state-mandated 90-day storage
period ends. In addition, the University of Georgia, Athens (UGA) operates UGA (RE)CYCLE, a need
-based bicycle recycling and redistribution program for the UGA campus community.

Both programs demonstrate that the concept of Adopt-A-Bike is a viable option for distributing
resources in a way that addresses unmet transportation needs. To ensure that distribution of the
bicycles will be focused on disadvantaged communities, staff will be working closely with CBOs in
utilizing the CalEnviroScreen to make this determination. According to the California Office of
Environmental Health Hazard Assessment (OEHHA), the CalEnviroScreen is a tool that ranks census
tracts in California based on exposure to pollutants, environmental conditions, socioeconomic factors,
and the presence of certain health conditions. The CalEnviroScreen is widely used to identify
communities that face a variety of challenges. Working with CBOs that have a presence and an
understanding of these communities will be key in ensuring that bicycles are distributed to those who
have limited resources and are in need of mobility options. CBOs will have the opportunity to
leverage their experience and utilize their networks to distribute bicycles at established events and
other programming.

The Metro Adopt-A-Bike Pilot Program is focused on equity and providing an active transportation
mobility option to disadvantaged residents of Los Angeles County. By distributing unclaimed bicycles
using the CalEnviroScreen, the program provides opportunities for Metro and CBOs to increase
mobility options directly to residents and unhoused folks in the communities where they live. In
addition, the pilot program will provide a cost-free mobility alternative as well as a first and last mile
option to connect with the Metro transit system, employment opportunities, and to the various
communities throughout the region.

OUTREACH

Staff worked collaboratively with countywide stakeholders, active transportation advocacy groups and
CBOs to determine the potential paths and needs of administering a program in Los Angeles County.
On December 12, 2019, staff held a workshop where forty-two (42) CBOs and other various
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stakeholders and agencies were invited. Sixteen (16) stakeholders and CBO representatives
attended the Adopt-A-Bike Pilot Program Workshop and provided staff with valuable feedback which
helped determine the resources and logistical needs of administering the program. Following the
workshop, all stakeholders, including those who did not attend the workshop, were contacted via
email to provide additional feedback to Metro.

In addition, in June 2020 staff contacted sixty-six (66) CBOs with experience working with the
unhoused community in Los Angeles County. These CBOs have strong connections with this
community and will assist in identifying a process for distributing bicycles to persons who are
experiencing homelessness and in need of a transportation option. CBOs originally contacted in
December 2019 were reached out to again reiterating the concept of the program. Upon review of all
correspondence and feedback received, it was determined that administration of the Adopt-A-Bike
Pilot Program by CBOs would be feasible with minimal financial and logistical assistance from Metro.
Multiple CBOs from different areas of the region have responded with interest and intend to
participate.

PILOT PROGRAM VISION

Staff is proposing a two-year Metro Adopt-A-Bike Pilot Program that will allow Metro to distribute
unclaimed bicycles left on Metro property to residents in Los Angeles County communities in lieu of
selling unclaimed bicycles at auction.

Staff is proposing the distribution of bicycles to be administered by non-profits and CBOs from
different areas of the region. An amount of up to $120,000 annually will be available to assist the
selected organizations in the administration and logistic coordination of distributing bicycles. Staff will
administer a competitive proposal-based mini-grant process for organizations disbursed throughout
the regions of Los Angeles County interested in participating in the program. Additional Metro support
will be available to selected organizations including storage, utilization of Metro facilities as venues,
and space at Metro-sponsored events. Non-profits and CBOs will be selected based on, but not
limited to, geographical criteria to ensure bicycles are distributed equitably throughout Los Angeles
County, and their experience working with disadvantaged and unhoused communities. Staff
anticipates inviting a variety of CBOs to participate in the program, including those that work with
unhoused individuals. Additional scoring criteria will include capacity and number of bicycles that an
organization is able to distribute over an allotted time period, safety training program approach and
their proposal for outreach and program awareness. The program will be branded as a joint venture
between Metro and CBOs selected to participate.

Under the pilot program, Metro Customer Services, General Services and Facilities Maintenance will
maintain current duties and continue to be responsible for collecting lost bicycles found on Metro
property and storing them in accordance with California Civil Code 2080.6. After the 90-day storage
period, unclaimed bicycles will be made available to CBOs for safety inspection and distribution.
They will be responsible for coordinating the transport of the bicycles from a Metro facility to perform
their work. CBOs will also be responsible for performing comprehensive safety checks and
certifications of the bicycles and providing safety training to recipients prior to the donation of the
bicycles.
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Organizations selected to administer the Metro Adopt-A-Bike Pilot Program will conduct bicycle
distribution events at locations of their choosing and through their established community networks.
Metro will also make available internal facilities and events to assist in this process, including: (1)
existing and future Metro Bike Hubs; (2) Metro-funded Open Streets events; (3) Metro Bicycle
Education and Safety Training (BEST) classes and rides; (4) Safe Routes to School events
throughout Los Angeles County; and (5) other applicable events. Distributing bicycles through these
locations and events will enable staff to further ensure that the program is regional and equitable.

EQUITY PLATFORM

The Adopt-A-Bike Pilot Program advances the Equity Platform Framework and addresses the needs
of historically disadvantaged communities as defined by the CalEnviroScreen. Pillar Il. Listen and
Learn defines a community-driven conversation as essential. It encourages the engagement of CBOs
in community outreach and problem solving. The Adopt-A-Bike Pilot Program has made a
commitment to working in a collaborative manner with CBOs that will assist in reaching communities
that will benefit from this program. Pillar lll. Focus and Deliver recognizes that Metro has the
responsibility to be a leader and avoid outcomes that aggravate disparities in opportunity. This
program allows Metro to redirect its resources and provide free bicycles to a segment of the
population in need of a transportation option.

DETERMINATION OF SAFETY IMPACT

Approving the recommendation will not have any adverse safety impacts on our employees and
patrons. Prior to taking possession of a donated bicycle, recipients will be required to sign a waiver
and release Metro and participating CBOs from all liabilities related to the donated bicycle. Metro will
retain a copy of the signed waiver for its records.

FINANCIAL IMPACT

The approval of this recommendation will not impact the proposed FY21 budget. Staff will utilize
existing resources and budget from current Active Transportation programs in Cost Center 4320 to
administrate the mini-grant program and assist in the distribution of unclaimed bicycles. No
immediate budget amendment or funding appropriation request is required. Due to administrative
time and logistic coordination, staff anticipates the billable amount will not occur until FY21 Q3. The
Cost Center manager and the Chief Planning Officer will be responsible for budgeting necessary
funds in future years through the fiscal year budget process.

IMPACT TO BUDGET

The funding source for this action is Proposition C 25% Streets & Highway. These funds are not
eligible for bus and rail operating and capital expenditures.

IMPLEMENTATION OF STRATEGIC PLAN GOALS

The Metro Adopt-A-Bike Pilot Program aligns with Strategic Plan Goal 3. By providing unclaimed
bicycles to Los Angeles County residents, Metro is maximizing equitable access to a multi-modal
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transit network, providing increased access to employment opportunities, and introducing local
residents throughout Los Angeles County to the value of car-free and car-light mobility. The
distribution of unclaimed bicycles increases Metro’s ability to support the Strategic Plan outlined in
Vision 2028 goal of doubling non-drive-alone mode-share trips (including bicycling) in the next 10
years.

ALTERNATIVES CONSIDERED

The Board has the option to not approve the recommendation. However, this alternative is not
recommended as it is not consistent with the Board’s goals to increase multi-mobility opportunities
throughout Los Angeles County. If unclaimed bicycles continue to be auctioned, they will not
contribute any value to the equity platform or to the present social distancing needs of Los Angeles
County residents.

NEXT STEPS

Upon Board approval, staff will coordinate internally to administer the Metro Adopt-A-Bike Pilot
Program and conduct a proposal process to select organizations to assist in the distribution of
bicycles to Los Angeles County residents. Staff will report back to the Board with an update in fall
2021.

ATTACHMENTS

Attachment A - Metro Lost and Found Policy & Procedures

Prepared by: Brett Atencio Thomas, Principal Transportation Planner, Countywide Planning &
Development, (213) 922-7535
Paula Carvaijal, Senior Director, Countywide Planning & Development, (213) 922-4258
Frank Ching, DEO, Countywide Planning & Development, (213) 922-3033
Holly Rockwell, SEO, Countywide Planning & Development, (213) 922-5585

Reviewed by: James de la Loza, Chief Planning Officer, (213) 922-2920

Rz

Phillip A. Washington \
Chief Executive Officer '
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Metro Adopt-a-Bike Program

Recommendation: Authorize the Metro Adopt-a-Bike Pilot Program

* 75% of the 400-500 bikes transported to Metro’s Lost and Found facilities go
unclaimed.

 State law requires Metro to store these bikes for 90 days, after that time they
become Metro’s property. Currently they are being sold in batches at auction.

* Revenue from auction does not offset cost of current process.

» Current procedure does not benefit LA County constituents, is not aligned
with Metro Vision 2028 Strategic Plan to double non drive-alone trips, and
does not contribute value to active transportation awareness.

@ Metro



Program Development

* Multiple Metro departments were consulted and it was determined that
unclaimed bicycles are eligible for donation to the public after 90 days.

* The procedure for collecting lost and found bikes from Metro property and
storing them would remain the same.

 Staff gathered feedback from stakeholders, active transportation advocacy
groups, and other community-based organizations to understand potential
paths and needs of administering a bicycle donation program in LA County.




Program Vision

Two-year pilot program.

Prioritize regional distribution; Equity focus.

Remain compliant with state laws regarding lost and found property
Retain lost and found bicycles for 90 days

Mini-grant program for Community Based Organization participation.

Up to $120,000 annual budget for mini-grant program.

Additional Metro support will be available to organizations selected




Mini-Grant Selection Process

Organizations selection process based on geographic and equity focus.

Additional scoring criteria will include capacity to distribute bicycles, safety
and outreach approach, and experience working with disadvantaged or
unhoused communities.

Selected organizations are required to conduct bicycle distribution events at
locations that they propose through their established community networks.

Metro will also make our available facilities and special events for bicycle
distribution, such as Open Streets and Bike Hubs.




Next Steps

« Upon Board approval, staff will kick-off administration of the Metro Adopt-A-
Bike Pilot Program.

« Donation events are anticipated to kick-off in summer 2021

« Staff will report back to the Board with an update in fall 2021.




ATTACHMENT A

Los Angeles County
Metropolitan Transportation Authority

Metro
GENERAL MANAGEMENT

Lost and Found Policy and Procedures
(GEN 40)

POLICY STATEMENT

The Los Angeles County Metropolitan Transportation Authority (LACMTA) maintains a
centralized lost and found location so patrons can retrieve lost articles found on any
LACMTA bus or rail, Union Station, or other LACMTA property.

PURPOSE

The purpose of this policy is to outline the necessary procedures for lost and found
services, with the objectives of. 1) reuniting any lost article with its rightful owner; and
2) ensuring compliance with state requirements for final disposition of any unclaimed

property.
APPLICATION

This policy applies to all LACMTA employees, contractors, vendors and customers.

Cotradin (5. Langsto : 5441 (/
APPROVED: County Counsel or N/A De ent Head ADOPTED: Cﬁy
Effective Date: yb o / g

Date of Last Review:
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Los Angeles County
Metropolitan Transportation Authority

GENERAL MANAGEMENT

Lost and Found Policy and Procedures

1.0 GENERAL

(GEN 40)

LACMTA will maintain a uniform system to manage and control found articles; provide
patrons with a navigable system for retrieving lost articles; and dispose of unclaimed
articles according to California Civil Code 2080.6 requirements.

2.0 PROCEDURES

2.1 LACMTA Bus or Rail, Union Station and other LACMTA Facilities

With the exception of weapons, illegal drugs, and drug paraphernalia (see
Section 2.2), the following apply to handling and reporting lost articles.

2.1.1

212

2.1.3

Lost articles found on LACMTA bus or rail should be surrendered to
their respective bus division or rail operations management.
Articles found at other LACMTA facilities should be surrendered to
appropriate management at the facility. Any lost articles found in
LACMTA-controlled areas of Union Station will be taken to
LACMTA'’s General Services’ front desk in the Gateway building.

Each article will be tagged with a Lost Article Tag (Attachment 1)
that has a bar code placed on it; scanned and logged in the Lost
and Found computerized system and properly secured with a
security bag tie in the Lost Article Mail Bag prior to pick up by
mailroom services staff; and submitted to the Metro Lost and Found
Office.

Mail Services will pick up Lost Article Mail Bags, and tagged bikes
or large tagged items that do not fit into lost article bags, during
Mail Services’ delivery routes to the bus and rail divisions, and
delivered to the proper Lost and Found locations.

2.2 Handling and Reporting of Weapons, lllegal Drugs and Drug
Paraphernalia

Weapons, illegal drugs (as well as any substance(s) in an unlabeled prescription
bottle, and other prohibited substances), and drug paraphernalia are not
considered lost articles. Should an employee find, or believe they have found
such an item while unpacking and separating lost articles received from
Operations, the employee is to do the following:

e Set the item aside in a secure area, handling it as little as possible; and

e Immediately notify management and contact the following:

o LAPD Transit Services — (213) 922-1411

Lost and Found Policy and Procedures (GEN 40) Page 2



Los Angeles County
Metropolitan Transportation Authority
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Lost and Found Policy and Procedures
(GEN 40)

The employee is to give a copy of the Property Receipt to the Officer picking the
item up; and scan the Property Receipt, filing it electronically, as appropriate.

Note: it is not the employee’s responsibility to determine exactly what the item
may be. That is the responsibility of law enforcement.

2.3 Lost and Found

2.3.1 A computerized lost and found system will be maintained to
manage, control and track the articles.

2.3.2 Lost articles will be held for 90 days from the date the article was
received by the Lost and Found Office. Unclaimed articles are
disposed of accordingly (see §2.4.2).

2.4 Online Inquiries for Retrieving a Lost Article

2.41 Lost and found articles may be retrieved at:
Metro Lost and Found Office
3571 Pasadena Avenue
Los Angeles, CA 90031
Telephone No.: (323) 937-8920

Hours of Operation:

Walk-in services: Monday through Saturday (except holidays),
9:00AM — 5:00PM.

e The office is closed for lunch from 1:00-2:00PM, daily.

All bicycle retrievals are arranged through the Lost and Found
Office. Bicycles may be picked up on non-holidays, Monday —
Friday from 8:00AM — 3:30PM at:

Customer Relations
One Gateway Plaza
Los Angeles, CA 90012

Inquiries may also be filed online at:
http://lostandfound.metro.net/public/claims inquiry.aspx.

2.4.2 Aninquiring claimant must provide the following: the date the
article was lost; a detailed description of the lost article; where the
article was lost, such as the line number of the bus or the rail
service used; and time of day when the loss possibly occurred.
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Claimant must present photo identification before recovered articles
are released.

2.4.3 Claimants retrieving money in amounts of less than $5.00 will be
able to retrieve their item and money immediately from Lost and
Found upon proper verification.

2.4.4 Claimants retrieving money in amounts greater than $5.00 will be
able to retrieve the money via a refund request process. Once the
refund request is submitted by the Lost and Found Customer
Service Agent, a check will be mailed to the Claimant within 30
days or less.

2.5 Disposition of Unclaimed Property

2.5.1 LACMTA complies with California Civil Code Section 2080.6, which
defines appropriate actions a public agency may adopt with respect
to the disposition of unclaimed personal property as follows:
LACMTA will hold unclaimed property for 90 days from date the
article was received by the Lost and Found Office during which time
it may be claimed through the Lost & Found Office.

2.5.2 Property not recovered after 90 days will be sold at public auction
to the highest bidder.
o State law precludes the giving of unclaimed property or cash to
employees of a public agency.

2.6 Non-LACMTA Controlled Property

Customers should contact the applicable business if items are lost in/on non-
LACMTA controlled property, such as:
e Amtrak and Metrolink trains, platforms, ramps and other property;
e Non-Metro buses and other vehicles;
¢ Retail vendor stores and kiosks.

3.0 DEFINITION OF TERMS
Claimant — Person who states to be the owner of a lost article.

lllegal Drugs — Any controlled substance that is illegal in the State of California to
possess, use, and/or sell, including, but not limited to the following: cocaine,
methamphetamine, heroin, LSD, “shrooms,” PCP, etc., or prescription drugs not
obtained with a valid prescription. lllegality of marijuana possession is based on its
weight, and the age of the possessor; so all marijuana will be turned over to the LAPD.
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Lost and Found Delivery Bag (Lost Article Bag) — A mail bag with a security bag tie
is used to hold and transport lost articles from bus and rail divisions and Metro General
Services to Metro Lost & Found Office.

Lost Article Tag - A 3-part serialized tag, which includes forms 32-51, 32-23 and 32-
33; form 32-51 documents article description, including when, where and who found the
article; forms 32-23 and 32-33 state the claimant’s information, (i.e., name, address and
claim date).

Lost and Found System — A computer system that documents and tracks items by
category type, date, location found, status, and disposition; it facilitates customer
inquiries and generates tracking reports..

Non-LACMTA Controlled Property — Any area of LACMTA property which is directly
controlled by a third-party business. At Union Station, this includes restaurants, kiosks,
Amtrak and Metrolink (and their ramps, lounges, etc.), other organizations, and similar.

Unclaimed articles — Articles that have not been claimed by the owner within a 90 day
period from the date the article was received by the Lost and Found Office. Perishable
food/drink items are discarded upon receipt.

Weapons — Firearms, imitation firearms, knives, explosives, dangerous chemicals, or
other objects intended for use in harming anyone or damaging property.

4.0 RESPONSIBILITIES

Customer Programs and Services Department is responsible for communicating and
administering this policy to all LACMTA employees and contractors/vendors who find
lost articles that do not belong to them.

Director/Manager (or Designee) ensures that all policies regarding the disposition of
lost articles in the possession of the agency are handled in accordance with established
procedures to avoid any conflicts of interest and protect the agency against any
unnecessary claims due to inappropriate handling of lost and recovered personal
property.

Employees/Contractors must surrender any lost articles to the division or rail
supervisors/managers for delivery to Metro Lost & Found for proper disposition.
Employees/vendors may not retain or try to gain possession of any unclaimed property.

Lost and Found Customer Service Agent is responsible for receiving, filing,

delivering, monitoring and disposing of all articles submitted to Metro Lost & Found.
He/she is responsible for responding to telephone and over-the-counter inquiries.
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LACMTA Supervisors/Managers are responsible for making a good faith effort to
maintain the integrity of all lost articles delivered to them and secure the lost and found
articles that have been discovered aboard buses, trains or any LACMTA property until
transferred to Metro Lost & Found.

5.0 FLOWCHART

Not Applicable

6.0 REFERENCES

e California Civil Code 2080.6
e Operator Rulebook

7.0 ATTACHMENTS

1. Lost Article Tag, forms 32-51, 32-23, 32-33

8.0 PROCEDURE HISTORY

10/01/89
07/15/06
09/17/10

10/20/10

04/02/13

04/21/15

02/28/19

03/20/19

Former RTD procedures

Revised to reflect current practices. GEN 40 supersedes HR5.60

Updated Metro Lost & Found hours of operation

Policy was revised to clarify that in addition to precluding LACMTA
employees from being given unclaimed articles that do not belong to them,
the same also applies to members of the public.

Retracted an additional sentence in §2.4.3, stating that any individual who
turned in a lost/found property could not receive the item/cash that they
turned into LACMTA personnel.

Biennial review: increased holding period from 30 to 90 days in
compliance w/law; clarified Mail Services’ procedures; updated Metro Lost
& Found location; defined Metro responsibilities in non-Metro locations.

No changes at this time.

Added language about the proper handling and reporting of weapons,
illegal drugs, and drug paraphernalia, in response to an OIG Audit.
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