
INTRODUCTION 
 

This manual is a guide for members of the department to improve and maintain the efficiency 
and/or ensure the integrity of our Property and Evidence system. A well-structured property 
management system must develop and maintain strict measures with respect to the handling, 
security and disposition of property so that the public can have confidence on the integrity and 
efficiency of the Pomona Police Department. 
  
The property function affects all aspects of the justice system. It is the department’s responsibility 
to protect all property coming under its control and to maintain an uninterrupted chain of custody. 
Failure within the property management system can affect prosecutions, resulting in 
embarrassment and financial loss to the department and could lead to a loss of public and 
professional confidence in the organization. These consequences can be avoided when all 
employees adhere to and become familiar with statutory and policy requirements. 
  
Because it is important for all members of the department to understand and appreciate the reason 
the property function exist, and its critical role in accomplishing the organization’s mission, the 
following statement summarizes the basic purpose of the Property and Evidence unit:  

 
The Pomona Police Department Property and Evidence unit is charged with the 
responsibility of tracking and controlling the movement and inventory of all property and 
evidence controlled, seized, recovered or otherwise in the custody of this department. The 
Property and Evidence unit exists to receive, safely store, and lawfully and timely release 
evidence and property, for court presentation, disposal, or return to the rightful owner. 
Under the laws of the State of California, this department has established specific controls 
contained in this property manual to protect the department and its personnel and to ensure  
adherence to all its policies and procedures governing in-custody and evidentiary property. 
This department is charged with the responsibility of keeping an accurate record of all 
property and evidence which may come into its custody as evidence, found property or 
safekeeping, along with final disposition of all such property. 

 
This manual is a “user friendly” guide to be utilized by all Pomona Police Department personnel.  
It remains the responsibility of each member of the Pomona Police Department to become familiar 
with the contents of the Property and Evidence manual and to follow the operational instructions 
contained within. 
 
The Property and Evidence Manual shall be reviewed and updated by management overseeing the 
Property and Evidence unit.  Staff shall be responsible for recommending changes required to keep 
the manual current and in compliance with local, state and federal laws.  The Administrative 
Services Division Commander shall recommend any changes to the Chief of Police for approval 
and prior to updating this manual. 
 

Effective Date: 1/1/2020 (by Richelle Baptista, Police Civilian Division Commander) 
Revision Date:  



 

2 

TABLE OF CONTENTS 
 
INTRODUCTION ....................................................................................................................................................... 1 

TABLE OF CONTENTS ............................................................................................................................................ 2 

I. ORGANIZATIONAL CHART .................................................................................................................... 6 
II. PROPERTY FLOW CHARTS ..................................................................................................................... 7 
 .................................................................................................................................................................................. 7 

CHAPTER ONE  GENERAL .................................................................................................................................. 11 
 FUNCTION AND MISSION................................................................................................................... 12 
 WRITTEN GUIDELINES ...................................................................................................................... 12 
 ORGANIZATION AND STAFFING .................................................................................................... 12 
 JOB DESCRIPTION/QUALIFICATIONS .......................................................................................... 12 

 RESPONSIBILITIES OF ALL PROPERTY PERSONNEL ............................................................. 13 
 TRAINING .............................................................................................................................................. 14 
 UNIFORMS ............................................................................................................................................ 14 
 PROPERTY AND EVIDENCE UNIT OPERATIONS ....................................................................... 15 

 REGULAR ACCESS TO THE PROPERTY WAREHOUSE AND STORAGE FACILITIES ....... 15 
 DEPARTMENT PERSONNEL ACCESS/VISITOR LOG ................................................................ 15 
 WORK CREWS ...................................................................................................................................... 16 
 EVIDENCE TECHNICIAN CALL BACK .......................................................................................... 16 
 EMERGENCY ENTRY ......................................................................................................................... 16 
 WAREHOUSE SECURITY .................................................................................................................. 16 

 PERSONNEL SAFETY/DURESS/EMERGENCIES .......................................................................... 17 

CHAPTER TWO  CLASSIFICATIONS AND FORMS ........................................................................................ 18 
 PROPERTY CLASSIFICATIONS ....................................................................................................... 19 
 PROPERTY STORAGE FACILITIES ................................................................................................ 19 
 PROPERTY DOCUMENTATION – DATA ENTRY / FORMS ...................................................... 20 

CHAPTER THREE  DOCUMENTING, COLLECTING, PACKAGING AND STORAGE ............................ 23 

 DOCUMENTING PROPERTY AND EVIDENCE ............................................................................ 24 
A. Documentation and Chain of Custody ............................................................................................. 24 
B. Field Property Receipt PPD-89 [Appendix A-3] ............................................................................. 24 
C. CLETS Computer Inquiry for all Serialized Identifiable Property .............................................. 24 
 COLLECTING, PACKAGING AND STORING PROPERTY & EVIDENCE .............................. 25 
A. Property & Evidence Entries, Markings and Packaging ............................................................... 26 
B. Perishables (Food, Candy, Liquids, Alcohol) .................................................................................. 26 
C. Suitable Container and Packaging ................................................................................................... 26 
D.  Missing Property or Discrepancies (Immediate Response Required) ........................................... 28 
E. Right of Refusal of Property and Evidence ..................................................................................... 29 
F. Specific Packaging and Documenting Problems ............................................................................. 29 
G. Handling Specific Evidence ............................................................................................................... 30 

1. Firearms ......................................................................................................................................... 30 
2.  Bullets/Cartridges/Casings ........................................................................................................... 31 
3.  Cartridge Casings Fired and Expended Not Live ...................................................................... 32 
4.  Ammunition, Cartridges .............................................................................................................. 33 
5.  Clothing .......................................................................................................................................... 33 
6.  Gun Shot Residue Collection ........................................................................................................ 33 
7. Narcotics and Dangerous Drugs/Controlled Substances ........................................................... 33 
8. Deceased Persons Search, Removal, or Retention of Property ................................................. 35 
9. Explosive Devices / Hazardous Materials ................................................................................... 42 
10.  Currency ........................................................................................................................................ 44 



 

3 

11.  Jewelry ........................................................................................................................................... 44 
12.  Sexual Assault Kits........................................................................................................................ 45 
13.  Blood and Urine ............................................................................................................................ 45 
14. Dangerous Weapons (Knives, Clubs, Stun Guns, Tasers) ......................................................... 46 
15.  Photographs ................................................................................................................................... 46 
16.  Bicycles ........................................................................................................................................... 47 
17. Alcoholic Beverages ...................................................................................................................... 48 

H. Special Handling of Biological Evidence .......................................................................................... 48 
1. The Biological Evidence Preservation Handbook ...................................................................... 49 

I. Evidence Processing Room................................................................................................................ 63 
1.  Storage Locations and Property Handling ................................................................................. 63 

J. Chain of Custody of Evidence ........................................................................................................... 64 
1. Temporary Release of Property ................................................................................................... 64 
2. Transfer of Evidence to the Crime Laboratory. ......................................................................... 65 
3. Property Returned from the Los Angeles County Sheriff’s Crime Laboratory...................... 65 
4. Chain of Custody Procedures ...................................................................................................... 65 

CHAPTER FOUR  EVIDENCE ON Q ................................................................................................................... 67 

 ENTERING NEW EVIDENCE ............................................................................................................ 69 

CHAPTER FIVE  INTAKE AND PROCESSING PROPERTY AND EVIDENCE ........................................... 74 

 INITIAL INTAKE OF PROPERTY AND EVIDENCE ..................................................................... 75 
A.  Property Entries ................................................................................................................................. 75 
B.  Evidence Lockers ............................................................................................................................... 75 
C.  Refrigerator ........................................................................................................................................ 76 
D.  Large Property Storage Area ........................................................................................................... 76 
 TYPES OF PROPERTY ........................................................................................................................ 76 
A.  Property and Evidence Technician’s Intake and Processing Room .............................................. 76 
B.  Large Property Storage ..................................................................................................................... 77 
C.  Bicycle Storage ................................................................................................................................... 78 
D.  Narcotics/Dangerous Drugs .............................................................................................................. 79 
E.  Currency ............................................................................................................................................. 79 
F.  Jewelry ................................................................................................................................................ 80 
 PROPERTY BARCODES .................................................................................................................... 80 
 STORAGE LOCATIONS OF PROPERTY AND EVIDENCE RECEIVED .................................. 80 

 PROPERTY MANAGEMENT SYSTEM ENTRIES ......................................................................... 82 
A.  Property Data Input .......................................................................................................................... 82 
B.  Criminal History and CLETS Checks ............................................................................................. 82 

CHAPTER SIX  RELEASE AND DISPOSITION ................................................................................................. 83 
 PROPERTY AND EVIDENCE RELEASE/DISPOSITION GUIDELINES .................................... 84 

A. Responsibility of Other Personnel .................................................................................................... 84 
B. Authorized Persons who may release property ............................................................................... 84 
C.  Court Disposition, Authority and Statute of Limitations ............................................................... 84 
D.  Ultimate Disposition/Release of Property and Disposition Classifications ................................... 86 
E.  Disposition (release and disposal) Instructions for Specific Classifications of Property ............. 88 
 DISPOSAL OR DESTRUCTION GUIDELINES .............................................................................. 98 
 AUCTION OF UNCLAIMED PROPERTY ..................................................................................... 105 
 APPEALS ............................................................................................................................................. 107 

CHAPTER SEVEN  INSPECTION, AUDITS AND INVENTORY ................................................................... 108 

 PROPERTY INSPECTIONS, AUDITS AND INVENTORIES ...................................................... 109 
A. Property Room Inspections ............................................................................................................. 109 
B. Property Room Audits ..................................................................................................................... 109 
C. Inventories ........................................................................................................................................ 110 



 

4 

CHAPTER EIGHT  CALIFORNIA CIVIL CODES STATUTORY REQUIREMENTS................................ 112 

 2080 California Civil Code - Duties of Finder ................................................................................... 113 
 2080.1. California Civil Code - Delivery to Police or Sheriff; Affidavit; Charges .......................... 113 
 2080.2. California Civil Code - Restoration to Owner ...................................................................... 113 
 2080.3. California Civil Code - Advertisement; Payment of Cost; Vesting of Title in Finder ...... 113 

 2080.4. California Civil Code - Local regulations ............................................................................. 114 
 2080.5. California Civil Code - Authority to Sell .............................................................................. 114 
 2080.6. California Civil Code - Public Agency; Adoption of Regulations ....................................... 114 
 2080.7. California Civil Code - Abandoned Property ....................................................................... 115 

 2080.10. California Civil Code – Safekeeping Property ................................................................... 115 

APPENDIX A ........................................................................................................................................................... 117 

FORMS, BARCODES AND CONTAINERS........................................................................................................ 117 

APPENDIX B ........................................................................................................................................................... 142 

LEGAL AND REGULATORY REFERENCES .................................................................................................. 142 

APPENDIX C ........................................................................................................................................................... 158 
LINK TO BIOLOGICAL EVIDENCE PRESERVATION HANDBOOK ........................................................ 158 

APPENDIX D ........................................................................................................................................................... 159 

RETENTION REFERENCES ............................................................................................................................... 159 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

5 

 
 
 

INTENTIONALLY 
LEFT BLANK 

  



 

6 
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II. PROPERTY FLOW CHARTS 
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 FUNCTION AND MISSION 
 

A. The function and mission of the Property and Evidence unit is to receive, store, 
maintain and dispose of property and evidence in such a manner that the following 
are accomplished: 

 
1.  Evidence is preserved for laboratory examination and the chain of evidence is 

protected for court. 
 

2. Property is lawfully handled, protecting owner rights and protecting the City 
and Police Department from liability. 

 
3. Systems and records provide complete and thorough accountability for the 

receipt and disposition of all property and evidence. 
 

4. Conditions of the warehouse and procedures ensure the safety of personnel, 
and the public. 

 
 WRITTEN GUIDELINES 
 

A. The Property and Evidence Manual is a complete outline of procedures and policies 
regarding the handling of property and will be updated as needed. 

 
B. Memorandums and Directives are periodically distributed, pending changes in 

Crime Lab procedures, court requirements, legal changes or the discovery of new 
policies. 

 
 ORGANIZATION AND STAFFING 
 

A. The Property and Evidence unit is part of the Administrative Services Division.  
This unit reports directly to the Records Manager, who reports to the Administrative 
Services Division Commander who reports to the Deputy Chief who reports to the 
Chief.  The Records Manager is a specialized mid-management position who 
oversees both the Records Bureau and the Property and Evidence unit.  The 
Property and Evidence unit consists of one (1) full time Senior Property and 
Evidence Technician and two full time Property and Evidence Technicians.  
 

 JOB DESCRIPTION/QUALIFICATIONS 
 

A. The Senior Property and Evidence Technician is responsible for the more complex 
and difficult work involved in receiving, processing, storing, safeguarding, 
delivering, releasing, and disposing  of property, evidence, and supplies.  Performs 
a wide variety of duties related to the preservation of property and evidence; to 
respond to and resolve inquires and complaints from the public; to ensure that 
property and evidence is maintained, as prescribed by State and Federal law; and 
to perform a variety of technical tasks, reporting requirements relative to their 
assigned area of responsibility.  The Senior Property and Evidence Technician 
provides lead supervision and training to assigned staff; reviews staff work for 



 

13 

proper methods and accuracy; prepares evaluations, interprets and applies policies 
and procedures, and prepares clear and concise reports.  The Senior Property and 
Evidence Technician must possess a CPR and first aid certificate, and have four (4) 
years of responsible experience performing duties comparable to a Property and 
Evidence Technician.   
 

B. The Property and Evidence Technician is responsible for performing a wide variety 
of duties related to the preservation of property and evidence; to ensure that 
property and evidence is maintained as prescribed by State and Federal law; and to 
perform a wide variety of administrative support.  The Property and Evidence 
Technician receives, stores, releases, destroys and retrieves property ensuring the 
proper chain of custody; prepares and deposits currency; maintains files and 
pertinent records pertaining to the property and evidence function.  The Property 
and Evidence Technician must possess a CPR and first aid certificate, and have 
three (3) years of clerical experience.   
   

C. Property personnel must maintain security and control of property and evidence 
that the Police Department acquires through normal duties and responsibilities. 
 

D. Property personnel chosen to work in the Property and Evidence unit shall be 
trustworthy and have no serious discipline history. 

 
E. Property personnel must possess a valid California driver's license and have a good 

work history. 
 

F. The duties of the property personnel require initiative and resourcefulness. The 
work involves frequent contact with the public, requiring the person to have 
effective interpersonal and communications skills. 

 
G. Property personnel must be able to work with minimum supervision.  

 
H. Property personnel must have the ability to communicate orally and in writing, be 

familiar with computer operations, and maintain a positive working relationship 
with a variety of individuals and organizations. 

 
I. Property personnel must have the ability to effectively organize work assignments 

and establish priorities. 
 

J. Property personnel should have a working knowledge of the Rules of Evidence, 
Penal Code, Government Code, Civil Code, Health & Safety Code, the California 
Administration Code, and other related codes as they apply to the evidence and 
property function.  

 
 RESPONSIBILITIES OF ALL PROPERTY PERSONNEL 

 
A. The property personnel’s primary assignment is to accept, log, classify, store, 

dispense, destroy, and release property and evidence to its rightful owner, for court 
presentation and/or for destruction and auction. 
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B. Maintain evidence, found and stored property in such a manner that the individual 
items are secure from theft, loss or contamination and can be located in a timely 
manner. 

 
C. Maintain property documents with proper notations of all actions associated with 

the property in the Property Management System.  All documents and Chain of 
Custody information will be maintained electronically in this system. 

 
D. Ensure the timely and legally correct notification of owners and release or dispose 

of property recovered, found, or seized by the department. [APPENDIX A-12] 
 

E. Operate computer terminals and software programs in researching case dispositions 
and other related tasks. 

 
F. Coordinate the disposal of unclaimed and surplus property and the special disposal 

of narcotics, explosives, hazardous materials, and weapons pursuant to all related 
codes as they apply to the evidence and property function. 

 
G. Release of property for court, or to persons legally entitled. 

 
H. Prepare property for auction and proper destruction. 

 
I. As necessary, prepare and forward all property-related forms to the Department of 

Justice. 
 

J. Provide effective liaison communications between the Pomona Police department 
and local, state, and federal law enforcement agencies. 

 
K. Stay current with local, state, and federal laws involving property and evidence 

handling and recommend appropriate changes. 
 

L. Maintain a clean and orderly property storage facility. 
 

M. Train employees assigned to the Property and Evidence unit. 
 

 TRAINING 
 

A. The Property personnel shall remain current in statutes and regulations pertaining 
to Property and Evidence and shall be members of the California Association of 
Property and Evidence (CAPE).  Property personnel will receive ongoing training 
through conferences, networks, seminars and monthly meetings as time and 
budgets permit.  

 
 UNIFORMS 

 
A. The Senior Property and Evidence Technician and Property and Evidence 

Technicians will be provided two types of uniforms for daily use, court 
appearances and formal events.  The light blue shirt/badge and dark blue pants 



 

15 

shall be worn for court appearances and formal events.  The polo shirt and 911 
pants may be worn daily. 

 
 PROPERTY AND EVIDENCE UNIT OPERATIONS 
 

A. Public Operations - The public counter of the Property and Evidence unit will 
remain open by appointment only from 0800-1100 and 1300-1600 hours, Monday 
through Wednesday and closed on Thursday and Friday to the public.  The Property 
and Evidence unit will be closed on court holidays or other times as deemed 
necessary by the Administrative Services Division Commander. 

 
B. Police Personnel Counter in Property - The Police Personnel Counter will remain 

open from 0700 hours until 1700 hours, Monday through Friday.  The Property and 
Evidence unit will be closed on court holidays or other times as deemed necessary 
by the Administrative Services Division Commander.  The Property and Evidence 
unit may close for the part of day for authorized training or meeting purposes. 

 
 REGULAR ACCESS TO THE PROPERTY WAREHOUSE AND STORAGE 

FACILITIES 
 

A. Only those assigned to the Property and Evidence unit will have regular access to 
the Property and Evidence warehouse and designated Property and Evidence 
storage areas. 
  

B. Other department personnel may have access to the processing room, lockers and 
other bulk storage areas but will not be allowed in the main Property and Evidence 
warehouse unless being escorted by a Property and Evidence Technician. 
 

C. When there is an assignment change in Property and Evidence personnel, all keys, 
and pass codes shall be collected and changed immediately. 
 

D. Duplication or possession of keys to the property and evidence storage areas 
without permission is prohibited.  Keys to the secure property storage areas will 
remain under the control of, and are limited to, the Senior Property and Evidence 
Technician, the Property and Evidence Technicians, and anyone designated or 
assigned to work in the Property and Evidence unit (Part Time Technical 
Specialist). If at any time a property and evidence technician misplaces their keys, 
the Records Manager shall be notified by Property Personnel immediately and all 
locks and keys shall be changed immediately.  

 
 DEPARTMENT PERSONNEL ACCESS/VISITOR LOG 
 

A.  Upon inspections, audits, inventories, tours, facility repairs, a member of the 
department may be allowed into the Property and Evidence warehouse “only” if 
directly and constantly accompanied by a Property and Evidence Technician.  All 
personnel shall sign in and out (including date and time) in the “Visitor’s Log” at 
all times.  This log will be kept in the Property and Evidence office.  
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B. A copy of the “Visitor’s Log” will be forwarded to the Records Manager on a 
monthly basis for review along with the monthly report.  The original log shall 
remain in the Property and Evidence office. 

 
 WORK CREWS 
 

A. Work crews in the Property and Evidence warehouse will at all times be directly 
and constantly accompanied by Property personnel. There shall be a record of all 
persons names and signatures, dates and times entered into the “Visitor’s Log” 
which shall be maintained in the unit office at all times. 
 

 EVIDENCE TECHNICIAN CALL BACK  
 

A. All time worked on “Call Back” shall be compensated in accordance with the 
overtime provisions of the PCEA memorandum of understanding (MOU). 
  

 EMERGENCY ENTRY 
 

A. In the event the Watch Commander determines it is necessary (i.e. fire, burglary, 
security) to cause an emergency entry in any of the Property and Evidence facilities, 
the Watch Commander must immediately contact  Property and Evidence 
Technicians to be present, notify the Chief, Deputy Chief, Administrative Services 
Division Commander and Records Manager. Any emergency entry must be 
documented by memorandum to the Chief of Police via chain of command.   

 
 WAREHOUSE SECURITY 
 

A. There will be three conditions of security maintained in the Property and Evidence 
unit.  These are described as follows: 

 
1. Condition 1:  All interior and exterior doors locked and alarmed, and both 

the public and police counter windows closed and locked.  This condition 
will exist when no Property and Evidence Technicians are on-duty. 

2. Condition 2:  All Exterior doors and public door locked and alarm off.  This 
condition will exist when at least one Property and Evidence Technician is 
on-duty. 

 
3. Condition 3:  The interior chain link door leading to the main Property and 

Evidence warehouse shall be locked at all times. 
 

B. The Property and Evidence warehouse shall have continued video surveillance and 
recording.  Video surveillance recordings shall be stored for one year (Government 
Code, GC 34090.6).  
 

C. The Property and Evidence warehouse shall have perimeter alarms and motion 
sensors when the alarm is activated. 

 
D. In case of a fire, the fire alarm will alarm Dispatch. 
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 PERSONNEL SAFETY/DURESS/EMERGENCIES 

 
A. The following safety procedures will be followed in the Property and Evidence 

warehouse: 
 
1. A Property and Evidence Technician will ensure the interior chain link door 

leading to the main Property and Evidence warehouse is locked and secure 
at all times. 

 
2. When handling bio-hazardous materials, employees shall wear protective 

gloves, face mask and protected eye wear. 
 
3. When Property and Evidence personnel are doing repeated heavy lifting of 

50 pounds or more, they shall wear a nylon back brace. 
 
4. In the event that a citizen becomes verbally or physically abusive, the 

Property Technician shall call the Watch Commander immediately or 
Dispatch center at ext. 2112 and move into a portion of the office away from 
the public window.  In an emergency, Property personnel shall press the 
panic buttons located at the desk of each property technician’s workstation 
and ask Dispatch to send an officer immediately to the Property and 
Evidence warehouse.  

 
5. Though the owners of firearms may have a right to pick up their guns and 

ammunition both will not be released to them on the same day.  Unit 
personnel shall not release guns, ammunition, knives or other weapons to 
persons who seem emotionally unstable.  They should notify the Watch 
Commander for assistance in dealing with such a subject.  All persons 
attempting to retrieve guns must be the registered owner and be cleared 
through The Department of Justice prior to any release.  The Gun Release 
Application is available in the Property and Evidence unit or online at 
www.cfars.doj.ca.gov. 

 
6. In the event of a personnel injury or biohazard exposure, personnel shall 

notify Dispatch immediately for medical attention and have Dispatch notify 
the Records Manager, Administrative Services Division Commander and 
Watch Commander to respond to the warehouse.  If medical attention is 
needed, the warehouse must be secured. 

 
7. The Property and Evidence warehouse shall be equipped with a police radio 

to ensure contact and communication with Dispatch in the event of an 
emergency. 
  

http://www.cfars.doj.ca.gov/
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 PROPERTY CLASSIFICATIONS 
 
A. Evidence is any property that comes into the custody of a police department 

employee when such property may tend to prove or disprove the commission of a 
crime, or the identity of the suspect, pursuant to an official criminal investigation. 

 
1. Examples of evidence:  physical or chemical evidence left at the scene of a 

crime by a victim or suspect; recovered (stolen) property; or property currently 
under observation which is suspected to have been used in, or be the result of, 
the commission of a crime. 
 

B. Property for Bulk/Safekeeping is any property of no evidentiary value 
surrendered to an employee of this Department for temporary custody with the 
understanding that the person surrendering the property has a legal right to do so, 
and that the property will be returned to the rightful owner(s) at the end of a 
specified period of time.  The property will be released to the rightful owner with 
the exception of weapons taken at the scene of a domestic disturbance, or taken to 
prevent the owner from harming him or herself.  The property will be released to 
the rightful owner unless the property is disposed of by the department in a manner 
prescribed by law or disposed of at the owner(s) request. 

  
C. Found Property is any property of no evidentiary value whatsoever, which comes 

into the custody of an employee of this Department, and whose rightful owner may, 
or may not, be known to the finder or to the Department.  Due diligence must be 
exercised with respect to determining the rightful owner.  Upon failing to do so, the 
Department shall dispose of the property in a manner prescribed by law (after 90 
days of receipt) if not claimed.  If the finder would like to claim the property, please 
see Chapter 5, California Civil Code Section 2080-2080.3. 

 
D. Property for Destruction is any property, including firearms and ammunition, 

released by a citizen to the Department for disposal or property that is determined 
to be available for immediate destruction. 

 
 PROPERTY STORAGE FACILITIES 

 
The primary storage area for all property and evidence is located at 910 W. Fourth St. in 
the warehouse.  Oversized property and bicycles are stored in the outside designated 
storage containers or storage yard by the Property and Evidence Technicians.  

 
E. Main Property Processing Room Envelope Drop – used to drop property and 

evidence small enough to fit through the drop slot. Heavy or breakable items shall 
be stored in the lockers. 

 
F. Main Property Processing Room Storage Lockers – temporary storage lockers 

are located in the Property and Evidence processing room and are used for all types 
of property. 
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G. Interior Caged Area - used to store large bulky items such as, TV’s, stereos, 
bicycles, and automobile parts. 

 
H. Large Outside Container locker – used to store large amounts of evidence on one 

case or large amounts of narcotics (30 day limit). 
 

I. Main Property Processing Room Refrigerator - used to temporarily store blood, 
urine, SART kits and items needing refrigeration. 

 
J. Main Property Processing Room Drying Closet – used to temporarily store wet 

property. The officer storing these items must remove the items from the drying 
room and package/store as usual within 24 hours.  

 
K. Property and Evidence secure outside storage yard – storage area for booking 

very large bulky items such as ice cream carts, vending machines, auto parts, 
machinery, etc. 
 

L. Bike Cage – storage area for all bicycles held by the Pomona Police Department.  
Accessed by Property and Evidence Technicians only. 
 

M. Property and Evidence Warehouse – storage area for all types of evidence, found 
and safekeeping property.  This area can only be accessed by Property and Evidence 
Technicians. 
 

N. City Hall Basement – storage area for homicide evidence. 
 

 PROPERTY DOCUMENTATION – DATA ENTRY / FORMS 
 
There are a variety of electronic data entries and forms required for the documentation 
of evidence and property.  The primary method of property and evidence tracking is the 
Property Management System.  This system does not interface with the Department’s 
Records Management System (RMS). 

 
O. Property Data Entry – Whenever property is collected by a member of the 

department and placed into Property and Evidence, the employee must complete 
the entry in the Property Management System as well as barcode the items to be 
stored per policy and procedures.  The Property Management System produces an 
unalterable chain of custody from the moment employees enter the data into the 
software; a complete audit trail that automatically date and time stamps all 
transactions and stores them within the software.. 
 

P. Forms – [Appendix A] 
Property forms, both digital and written, reflect “Chain of Custody” as well as 
release information as it relates to owner information, department utilization, 
auction, and destruction.  All forms shall be reviewed annually by the Property and 
Evidence Technicians and Records Manager ensuring procedural changes or 
statutes have been incorporated appropriately and that the newest version of each 
form is in circulation. 
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1. Property and Evidence Envelope – All types of property may be stored in 
the Property and Evidence envelopes indicating whether the property is 
evidence, narcotic, found or safekeeping/bulk.  Narcotics will be stored 
separately from other items, including paraphernalia. Different types of 
narcotics (i.e. cocaine, heroin, marijuana, etc.) shall be packaged separately 
and have separate item numbers. [Appendix A-1] 

 
2. Currency Envelope shall be used when storing currency and each 

denomination shall be readable. [Appendix A-2] 
 

3. Field Property Receipt (Form PPD-89), documents the property taken and 
stored in the Property and Evidence warehouse.  The receipt number shall be 
entered into the Property Management System. The white copy shall be 
provided to the citizen/owner.  The yellow copy shall be sent to the Records 
Bureau.  The pink copy shall be placed with the property. [Appendix A-3] 

.  
4. LASD Crime Lab Receipt / Form (Form 76R197C-SH-CR-126), provided 

by the Los Angeles County Sheriff's Department, is used to document the chain 
of custody and describe what type of analysis is needed. [Appendix A-4] 
 

5. LASD Crime Lab Sexual Assault Kit Submission Form, provided by the 
Los Angeles County Sheriff’s Department, is used to describe what type of 
analysis is needed.  This form must be filled out by the handling detective. 
[Appendix A-5] 
 

6. Service Request Form, for Forensic processing. [Appendix A-6] 
 

7. Court Retained Evidence Notification is used when evidence is retained by 
the court and is no longer in the custody of the Pomona Police Department. 
[Appendix A-7] 
 

8. Property and Evidence Warehouse Access Log is used when personnel 
other than the Property and Evidence Technicians access the Property and 
Evidence warehouse. [Appendix A-8] 

 
9. Best Evidence Notification Request is used when any currency held for 

evidence is received.  This notice is sent to the handling detective who will 
indicate whether to hold the currency as “best evidence” or deposit into the 
police held money fund account. [Appendix A-9] 

 
10. Firearms Received for Safekeeping Notification is used when firearms are 

received for safekeeping.  This notice is sent to the handling detective who will 
indicate whether to release or hold the firearm for evidence. [Appendix A-10] 

 
11. Property and Evidence Auction Tag is used to tag an item ready for auction. 

[Appendix A-11] 
12. Notification of Property Ready for Release is used to notify the property 

owner to claim their property by an indicated date. [Appendix A-12] 
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13. DOJ Law Enforcement Gun Release Application is used to establish the 

applicant’s eligibility to lawfully possess firearms. [Appendix A-13] 
 
14. DOJ Firearms Ownership Record is used to request an ownership record for 

the DOJ. [Appendix A-14] 
 
15.  Property and Evidence Manifest is used to list property sent to auction or 

destruction. [Appendix A-15] 
 
16.  Property and Evidence Gun Destruction List is used to list all weapons 

being destroyed in a gun burn. [Appendix A-16] 
 
17.  Petition and Order to Destroy and Release Property is a Court Order to 

dispose of narcotics.  A Los Angeles County Magistrate must sign the order 
before narcotics can be destroyed. [Appendix A-17] 

 
18.  Los Angeles County Court – Declaration (PG 1), used with the Petition and 

Order to Destroy and Release Property. [Appendix A-18] 
 
19.  Los Angeles County Court – Declaration (PG 2), used with the Petition and 

Order to Destroy and Release Property. [Appendix A-19] 
 
20.  SERRF Narcotic Destruction Manifest is used as a cover page to the list of 

drugs to be burned by their weight in pounds.  A total weight of all drugs is 
listed on this page. [Appendix A-20] 

 
21.  SERRF Acknowledgment and Release of Liability during the narcotic burn. 

[Appendix A-21] 
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CHAPTER THREE  
DOCUMENTING, 
COLLECTING, 

PACKAGING AND 
STORAGE 
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 DOCUMENTING PROPERTY AND EVIDENCE 
 
A. Documentation and Chain of Custody 

 
1.  All property collected, recovered, seized, found or otherwise taken into the 

control of the Pomona Police Department by an employee during the course of 
their employment and retained will be documented in a police report prepared 
by the employee accepting that property from the field. The employee will 
describe who, what, when, where, and how they came into possession of the 
property. 

  
2. A full and complete electronic property report will be made utilizing the 

Property Management System, documenting a description of the property and 
the identifying information of the person from whom the property was 
collected, recovered, seized, found or otherwise taken. 

 
B. Field Property Receipt PPD-89 [Appendix A-3] 
 

1. The Field Property Receipt should be completed anytime property is taken, 
seized, or otherwise brought under the control of the Pomona Police 
Department, from the owner or person in possession pursuant to California 
Civil Code section 2080.10.  

  
2.  The Field Property Receipt also serves as the Found Property declaration 

anytime found property is collected. The employee will obtain full and 
complete identifying information of the finder and include this information 
along with the full and complete description of the property found on the Field 
Property Receipt. The finder should indicate their interest in the property 
should it go unclaimed. The officer will obtain the signature of the finder on 
the receipt and provide them with the original copy indicating instructions on 
making a claim. 

  
3.  The Field Property Receipt also serves as the notice of a claim of ownership 

when stolen or embezzled property is seized. The employee should mark the 
appropriate box on the FPR, advising the person to assert their claim to 
ownership within 15 days.   

 
4. The signature of person receiving the receipt is required.  If they refuse to 

sign, indicate “refused to sign, copy given” followed by the employee’s 
initials. 

 
C. CLETS Computer Inquiry for all Serialized Identifiable Property 
 

1. Department personnel shall make appropriate inquiries to the State 
Department of Justice computer (CLETS) regarding serialized or identifiable 
items of property collected or seized to determine the status of the property 
prior to placing the property into storage or evidence. 
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a.  The employee will verify all stolen property hits with the originating 
agency prior to confiscating the item. This can be accomplished by request 
through Dispatch personnel or independently by the employee. Any 
independent action taken by the employee to determine the status of 
property will be communicated to the dispatcher to facilitate sending the 
required teletypes. After verification the dispatcher or Property and 
Evidence Technician will be responsible to send locate information into 
CLETS. 
  
1)  CLETS print outs verifying the stolen and locate status will be 

marked with the PPD case number in the upper right hand corner 
and forwarded to Records Bureau. 

  
b.  The status of the property will be reflected in the police report and in the 

Property Management System. 
  

2.  In accordance with 11108 PC, Police Records and Property and Evidence 
personnel will be responsible for submitting and verifying the entry of 
descriptions for the below listed serialized property, which has been reported 
stolen, lost, found, or recovered into the Department of Justice Automated 
Property System (APS): (Reference the CJIS Manual)  

 
a.  Firearms 

  
b.  Stolen bicycles 

  
c.  Other property as may be designated by law  

 
1)  The Property and Evidence Technician shall be responsible to 

update APS and the Property Management System upon returning 
found serialized property to the owner or when the property is 
auctioned, maintained for departmental use, destroyed, or donated 
to a charitable organization.  

  
2)  The Property and Evidence Technician will be responsible to verify 

all property data entries in APS for accuracy.  
 

 COLLECTING, PACKAGING AND STORING PROPERTY & EVIDENCE 
 

It is the policy of the Pomona Police Department to book evidence into the property 
system as soon after seizure as possible.  Property is not to be secured in personal lockers, 
files, or desks.  Maintaining a piece of evidence in a case file may be acceptable under 
certain circumstances.  However, the evidence must first be processed through the 
property system and then signed-out. When this cannot be done, field personnel must use 
an acceptable designated secure temporary location, and notify the Property and 
Evidence Technician of submission delays.   
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A. Property & Evidence Entries, Markings and Packaging  
 
1.  Complete the property report electronically in the Property Management 

System by entering each item separately ensuring that all mandatory fields 
are filled with the correct identifying information.  This includes barcoding 
envelopes, bags, tags, urine and blood samples and evidence kits.  

 
2. It is highly recommended, and preferred, that the same person finding the 

property place it into evidence, limiting the chain of possession.  Improper or 
incomplete documentation of the chain of possession may result in pertinent 
evidence being ruled inadmissible in court. 

 
3.  Incomplete or inaccurate information will not be accepted by the Property 

Technician. 
 

4. Always include serial numbers. 
 

5.  In the case of numerous small items such as a box of tools, the box may be 
listed as a single item and only one property entry in the Property 
Management System; however, an inventory of the contents must accompany 
the box and be included in the narrative of the incident report. This provision 
does not relieve the employee from the necessity of inventory and marking 
items for chain of evidence identification.  

 
B. Perishables (Food, Candy, Liquids, Alcohol) 
 

1. Perishables with NO evidentiary value shall be disposed of and the owner 
notified of their destruction by the collecting employee.  

 
a. Exception: Any food or perishable item that has inherent 

evidence value (i.e. bite evidence, etc.) shall be retained for lab 
purposes.  These items must be packaged separately and stored in 
the refrigerator.  The handling detective must request submission for 
lab analysis immediately.  

 
C. Suitable Container and Packaging 

 
1. All property that is collected or seized shall be packaged in a suitable 

container to avoid contamination and to ensure the integrity of the evidence. 
In the case of large items such as bicycles and backpacks, an 
evidence/found/safekeeping tag will be used with the barcode.  All Property 
tags must be securely fastened to the item, package or container.  

2.  There are a variety of containers that can be used to package physical 
evidence. The investigating officer should try to suit the container to the 
sample. Approved materials for most evidence needs are stored in the 
evidence booking room.  

 
3.  Examples of approved evidence / property packaging are. [APPENDIX A] 
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a. Envelopes – Various sizes, 3 x 5, 6 x 9, etc. 
 
b. Paper bags - Brown paper bags are provided for packaging various types 

of evidence and property. 
 
c. Butcher Paper – Shall be used when items cannot fit into a bag or 

envelope.  The paper shall be wrapped and tape around the evidence item. 
 
d. Plastic bags – Ziploc/Kapak bags are also provided for packaging and to 

secure any substance (i.e. PCP, pepper spray or tear gas, etc.) that must be 
heat-sealed when booked into evidence.  

 
e. Glassine Envelopes - Glassine Envelopes are translucent and acid free 

with a wax paper-like finish to store fibers, hair, etc. 
 
e. Gun/Rifle box – Firearms will be stored in a gun box by the Property and 

Evidence Technician once received.  If a firearm has its own gun case, the 
gun may be left in the case.  A property barcode shall be attached to the 
gun case by the employee.  The firearm shall be stored unloaded.  The 
magazine must be stored in a separate 6x9 evidence envelope.  If the 
magazine contains bullets, the bullet count must be listed in the 
description. The firearm shall be secured and rendered safe with a zip tie 
through the barrel of the gun and a property barcode attached. 
[APPENDIX A-23 AND A-24] 

 
f. Knife Box – Unsheathed knives or other sharp items shall be placed in a 

knife box by the employee and secured with zip ties.  Large bladed items 
(e.g. machetes, swords) shall be packaged so that the blade is not exposed 
in such a way to prevent injury while handling.  Folding knives and knives 
in sheaths may be packaged in an evidence envelope. [APPENDIX A-23] 

 
g. Biohazard Syringe Container – Needles, syringes and other sharp items 

shall be placed in a plastic syringe tube prior to being packaged in an 
evidence envelope.  Place a biohazard sticker on the outside envelope or 
container. [APPENDIX A-25] 

 
h. Urine/Alcohol Kit - supplied by LASD LAB; stored in the Jail. 
 
i. Blood/Alcohol Kit - supplied by LASD LAB; stored in the Jail. 
 
j. Sex Offense Kit - supplied by LASD LAB; stored in the Jail. 
 
k. Gun Shot Residue Kit - supplied by LASD LAB; stored in the Jail. 

 
l. Generally, plastic zip lock envelopes are suitable for small dry objects. 

Do not put damp or biological evidence in plastic bags. 
m. Do not use paper envelopes or bags for fiber evidence, a vial or a glassine 

envelope is preferred. 
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n. Garments and large exhibits can be placed in paper bags, cardboard boxes, 

or wrapped in paper. 
 
o. Paper or plastic envelopes can be sealed around the ends of large exhibits, 

such as tools, with plastic tape to prevent loss of adhering evidence. 
 
p. Loss of adhering evidence on large exhibits, such as safes, vehicle 

bumpers, etc., can be prevented by placing plastic or paper over the 
evidence and securing it with tape. 

 
q. Always use clean and new containers to prevent contamination. 
 
r. The 6x9 envelopes shall be used for narcotics.  Place narcotics in a Ziploc 

baggie before sealing into a 6x9 envelope. 
  
s. Paint cans are primarily used to store arson evidence and hazardous 

material samples. Please see a Property and Evidence Technician for 
guidance. 

 
t. Glass jars/vials are only used to store liquid or hazardous material samples 

(liquid methamphetamine, alcohol). 
 
u. Plastic tubes with covers will be used to store hypodermic syringes. A 

sharps container shall be used on all syringes with exposed needles. 
[APPENDIX A-25] 

 
v. Do not over seal and complicate opening the container. Avoid or limit the 

use of staples and never apply staples through bar code labels or to a 
container if fine particles of material are enclosed. 

 
w.  Keep exhibits separate. Each item or similar items secured at different 

locations should be placed in separate containers. Packaging separately 
prevents damage through contact and cross contamination. Label 
accordingly for proper identification. 

 
x. Property that requires evidence processing should be clearly marked (i.e., 

held for prints, trace, photos). The employee shall complete a Service 
Request Form and send it to the CSI team with a copy of the report. 
[APPENDIX A-6] 

 
y. Do not seal Latent Print envelopes. 

 
 
 

D.  Missing Property or Discrepancies (Immediate Response Required) 
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1. Any time there is missing property, evidence or a discrepancy in count, the 
Property and Evidence Technician shall notify the employee immediately by 
phone or email.  The employee shall respond immediately to correct the 
discrepancy or clarify the error.  If the employee cannot be reached, the 
employee’s supervisor will be notified.  If the supervisor is not available, the 
Property and Evidence Technician shall notify the Records Manager who will 
notify the on-duty Watch Commander. If the discrepancy is not resolved 
within 24 hours, the Records Manager shall prepare a Memorandum to the 
Administrative Services Division Commander who will notify and inform the 
Deputy Chief/Chief. 

 
2.  Employees will also be notified by email, whenever seized property is not 

received by the Property unit immediately.  Maintaining a piece of evidence 
in a case file may be acceptable under certain circumstances.   

 
E. Right of Refusal of Property and Evidence 
 

1. Any property or evidence received by the Property Room that is not packaged 
as specified in this manual will be returned to the submitting employee for 
correction (i.e. unsealed envelopes, loaded guns, etc.). 

 
2. The Property and Evidence Technician shall prepare a Notice of Correction 

to the employee via email indicating the items or corrections needed. 
 

3. If the employee does not respond to the first notice within three (3) days, a 
second notice/email shall be prepared noting the lack of response to the first 
e-mail.  The second notice shall be forwarded to the employee’s supervisor.   

 
4. If the employee does not respond to the second notice within (7) days, a third 

notice/email shall be prepared noting the lack of response to the first two 
emails. The third notice/email shall be forwarded to the Records Manager and 
employee’s manager. 

 
5. The employee shall document any corrections to improperly booked evidence 

in a supplemental report if required. 
 

F. Specific Packaging and Documenting Problems 
 

1. Separating Item Numbers - Each item will receive a separate item number. 
 

2. Separating Property for Different Subjects - If three suspects are arrested for 
459 PC and all three have property in their pockets at the time of booking, a 
separate item number and packaging is used for each suspect.  In the event 
that the owner/victim can be immediately determined, the property is placed 
into evidence under that person’s name, keeping in mind that each individual 
item of property must still be separated, and booked separately, into evidence. 
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3. Insufficient Evidence – Employees are urged to use prudent judgment, as well 
as common sense when impounding property.  Valuable time is wasted 
processing “insignificant” evidence or correcting mistakes in packaging and 
documenting if careful attention is not paid to the rules of evidence. 

 
G. Handling Specific Evidence 

 
1. Firearms 
 

Firearms are involved in a large percentage of both major and minor crimes. 
The evidence in such cases is frequently very broad and investigations of the 
weapons themselves, as well as the events that occurred may be varied.  

 
a.  Firearms and related evidence, (i.e. guns, ammunition, holster, etc.) are 

always booked into evidence using separate packaging.  The magazine 
must also be packaged separately.  Descriptions of firearms booked into 
property must include the brand, model, serial number and type of 
weapon, (i.e. pistol, revolver, etc.). 

 
b. For added security, a zip tie shall be placed through the chamber to secure 

the gun from accidental discharge. 
 

c. Never submit a loaded gun into an evidence locker or to the crime lab 
unless you are unable to render the firearm safe (see below II.G.e). 
Unfired cartridges may be left in the magazine provided the magazine is 
removed from the gun. Weapons will be unloaded ONLY after noting the 
position of the safety, bolt, breech block, hammer, cylinder, clip, etc. In 
the case of clip-fed weapons that may need to be fingerprinted, use gloves 
and DO NOT touch sides of clip; this may destroy latent fingerprints. DO 
NOT work ammo from the magazine through the weapon to unload. In 
the case of revolvers, note the position of loaded chambers, empty 
chambers, and chambers containing fired cases with respect to position of 
the cylinder in the weapon as found. 

    
d. Firearms held for prints shall clearly state “Held for Prints” and the 

employee shall wear gloves when handling. The sign “Held for Print” 
shall be hanging on the processing side of the locker so the property and 
evidence technician can see the sign before the weapon is handled.  
AFTER fingerprint examination, an evidence tag and barcode shall be tied 
to the trigger guard of the weapon. Weapons will NOT be defaced by any 
such marking. Final identification consists of recording serial number and 
complete description (make, model, and caliber) in notes and report. 
Attach a zip tie through the barrel of the gun to render the gun safe. 
  

e.  In rare instances where you are unable to render a firearm safe. 
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1)  A sign “Loaded Firearm” shall be hanging on the processing side of 
the locker so the Property and Evidence Technician can see the sign 
before the weapon is accidentally handled.   

 
2) Notify the Property and Evidence Technician to let them know there 

is a loaded firearm in the designated locker. 
  
3)  The Property Technician shall make arrangements with the 

Rangemaster to have the weapon unloaded prior to touching and 
placing the weapon in storage. 
  

f.  Never clean the bore, chamber or cylinder before submitting a firearm and 
never attempt to fire the gun before it is examined. 

  
g.  Never pick up a weapon by placing a pencil or other object in the end of 

the barrel.  
 
h.  Record the serial number, make and model of the weapon and attach the 

evidence tag/barcode pursuant to this policy for later identification. The 
proper identification of firearms is important since duplicate serial 
numbers are sometimes found on different guns of the same make and 
general type.  

  
i.  A CLETS check on the weapon will be made by the investigating 

employee to determine its status. The status of ownership or stolen should 
be recorded in the narrative of the police report and indicated in the 
property entry. 

  
j.  If blood or other material of interest is present on the muzzle of the gun, 

place the gun in a paper bag. Blood should be dried first prior to 
packaging. Use caution not to destroy other potential evidence on the gun 
if using this procedure. 

  
k.  Attach an evidence tag/barcode to the weapon and place it in a storage 

locker located in the processing room. 
  
l.  Any firearm submitted with biological fluid on the surface shall be dried 

first and will be wrapped in paper to prevent airborne contamination. A 
bio-hazard sticker will be attached, warning of a biological hazard. 

  
m.  All firearms in the custody of the Pomona Police Department should be 

handled with care so as not to damage the stock, metal surfaces, or the 
operating mechanisms. Under no circumstance will loaded firearms be 
stored in the Property Room. 

 
 

2.  Bullets/Cartridges/Casings 
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a.  Do not remove from a detachable magazine or work through the action to 
remove. Do not alter or contaminate. 
  

b.  Never mark a bullet, cartridge, and casing   
 

c.  Wrap recovered items individually in tissue paper and seal in separate 
pillboxes or envelopes to prevent damage to the rifling markings by 
contact with other evidence. 

  
1)  Date and time of collection, origin of sample and (when 

applicable) person from whom received should be included in the 
officers report narrative. 
  

d.  Submit all evidence items recovered in an evidence locker. A conclusive 
identification may be possible on only one of several items recovered, 
even when they all appear to be in good condition. An examination 
request will be forwarded to the crime lab by CSI or Investigations Bureau 
as needed.  
 

e.  Do not attempt to clean recovered items, except as may occur by medical 
personnel in the case of items removed from a body. The latter may be 
washed off immediately in running water and dried by blotting on a soft 
dry towel in those cases where the study of fiber and other evidence 
adhering to the bullet nose is not of importance. 

  
f.  Handle fired casings and bullets as little as possible to prevent damage to 

the identification characteristics in the rifling markings or loss of material 
adhering to the bullets. As a general rule do not use forceps or other tools 
to handle items. 

g.  Place wrapped cartridge casings in envelopes then label and seal the 
container. These small containers should be placed in an evidence 
envelope. [APPENDIX A-1] 

  
3.  Cartridge Casings Fired and Expended Not Live 

  
a.  Care must be taken not to damage clip ejector marks or other markings, 

which may be present. Never mark on or near the primer end of the case. 
It is therefore recommended that employees seal the cartridges in an 
appropriate container. 
  

b.  Submit all evidence cartridge cases or shotgun shells recovered to 
evidence. Frequently some cases contain more identifying details than do 
others. These items can be examined by the crime lab pursuant to the 
request of CSI or Investigations Bureau.  All spent cartridge casings with 
primer present shall be examined by the investigating employee who shall 
determine if the spent cartridge casing must be submitted to the crime lab 
(NIBIN testing). 
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c.  Do not attempt to clean recovered cartridge cases before submitting them 
to the laboratory. 
  

d.  Wrap each cartridge case separately in tissue paper to prevent damage to 
breech block, firing pin, or other markings by contact with other cartridge 
cases.   
 

e.  Place wrapped cartridge casings in envelopes or pillboxes and then place 
them in a larger container.  

 
4.  Ammunition, Cartridges  

 
a.  Do not mark unfired ammunition.  

 
5.  Clothing 

  
a. Submit clothing and other material showing evidence of gunpowder 

residue, bullet holes, or shot holes. If there is more than one item, wrap 
each one separately so as not to disturb or contaminate any residue. When 
information as to weapon distance at the time of the shooting is needed, 
photographs of powder patterns on clothing will not suffice since in most 
instances microscopic examination, chemical test and x-ray studies must 
be conducted on the exhibits themselves. When bullets have passed 
through garments and then into a human body, it is also desirable to have 
clear photographs of the bullet holes in the body available for study in 
addition to the garments. Include a ruler in all photographs. 

 
6.  Gun Shot Residue Collection 

  
a.  Protect areas to be collected. 

  
b.  Transport items in cardboard containers and include an information sheet 

with the case specifics. 
  

c.  If using a gunshot residue kit, mark all adhesive disks, including the case 
file number, Employee initials, date, time and location of sample. 

  
7. Narcotics and Dangerous Drugs/Controlled Substances 
 

Special precautions must be taken when handling known and unknown 
substances believed to be narcotics. All employees will wear protective 
gloves or use forceps when handling all suspected drugs. 

  
a.  Items for examination shall be independently packaged and marked and 

the outer container for the group of items should be sealed in order to 
protect chain of custody. 
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b. Narcotics shall always be placed in a 6X9 evidence envelope, unless it is 
a large quantity, which may be placed in a brown evidence bag with a 
property barcode attached. [APPENDIX A-1] 
 

c. To facilitate analysis at the Sheriff’s Crime Lab, a separate narcotics 
evidence envelopes must be used for each type of narcotics. 
 

d. If a subject is arrested in possession of narcotics, paraphernalia, cash and 
a firearm, separate evidence packaging will be necessary.  These items 
will also be listed separately in the Property Management System. 
  

e.  Any related paraphernalia must be booked in a separate evidence 
envelope from the narcotics themselves.  Syringes with needles retained 
as evidence should always be placed with the needle facing down in a 
plastic syringe tube to prevent accidental injury to persons handling the 
item. At no time will a needle be submitted into evidence without a plastic 
syringe tube. DO NOT attempt to recap exposed needles. [APPENDIX A-
25] 
  

f.   Employees are responsible for examining, weighing, packaging, and 
attaching the blank lab receipt to the evidence.  Property and Evidence 
technicians will process and forward to the crime lab for analysis. 
[APPENDIX A-4] 
  
1)  Only items for examination should be included in the evidence 

package.  
 

2)  Large quantities of narcotics for examination should be randomly 
sampled and only the sample submitted to the laboratory; i.e., less 
than 1 oz. of suspected narcotic submitted for a large seizure.  
Section 11479, 1479.1 and 11479.2 of the Health and Safety Code 
specify the sample requirements necessary for large quantities of 
drugs.  These sections allow the Property unit to summarily destroy 
all quantities in excess of that amount provided by the sections as 
being necessary for court presentation. 
  

3)  All suspected drugs must be sealed in a narcotic evidence envelope 
so as to avoid contamination and exposure to those who handle the 
evidence. [APPENDIX A-1] 

  
a)  Fresh plant material should NOT be packaged in plastic bags. 

It should be packaged in paper bags or in an evidence 
envelope after it is air-dried to prevent molding. 

  
4)  When seizure of a clandestine laboratory is planned, criminalists 

from the crime lab, County health specialists, California Department 
of Justice Clandestine Lab Task Force, and/or County hazardous 
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material specialists shall be called to handle the evidence and 
investigation. 

  
a)  Lab paraphernalia which is believed to be contaminated shall 

be photographed or videotaped at the scene of recovery and 
disposed of as hazardous material by the special clandestine 
task force. 

 
g. The Property and Evidence unit and the Los Angeles County 

Sheriff’s crime lab will not receive narcotics that have been 
removed from a body cavity without it being identified and 
labeled as biohazardous.  Be specific as to which body cavity 
the narcotic was removed.  These conditions must be clearly 
marked on the package.  There are no exceptions to this 
process.   

  
8. Deceased Persons Search, Removal, or Retention of Property 
 

Items from a deceased person or the estate - It is unlawful for any person to 
search or remove any papers, monies, valuable property, or weapons 
constituting the estate of a deceased person, or from any person who is 
deceased prior to the arrival of the Coroner or without the express permission 
of the Coroner (Government Code 27491.3(c)). 

  
 Exception: A peace officer may search the person and property around a 

decedent whose death was caused by a traffic accident for the purpose of 
locating a driver's license or identification card to determine if an anatomical 
donor card is attached (Government Code 27491.3(d)). 

  
 When a police officer wishes to search a decedent or his estate for a purpose 

other than to locate an anatomical donor card and the Coroner has not yet 
arrived, permission for the search may be obtained from the Coroner's office 
by telephone or radio. 

  
 Apart from the search restriction imposed by the Government Code, police 

officers wishing to search a decedent and/or his property must also consider: 
  

• The possible necessity of obtaining a search warrant to 
authorize the search of other than the decedent's body in any 
case which may ultimately result in a criminal prosecution.  

 
• The preservation of physical evidence, which may be 

contaminated, lost, or moved by a careless and hasty 
search.  

a.  Suicide Cases - Documents apparently written by the deceased that may 
tend to indicate the deceased's intention to take his own life, including 
directions for disposition of his property or the disposal of his remains, 
are the property of the Coroner's Office. The Coroner's Office shall collect 
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these documents (Government Code 27464). Copies of these documents 
will be made available to the officer investigating the death, and the 
originals will be available for criminalist examination. 

  
1)  Implements used to commit suicide may be collected by the 

Coroner's Office and retained by that office as necessary 
(Government Code 27491.3). 
  

2)  When a police agency investigating a suspicious or questionable 
suicidal death elects to collect physical evidence relating to that 
death (instead of the Coroner's Officer collecting the physical 
evidence, as would be done in a normal suicide case), the police 
agency will be deemed to be conducting a "homicide investigation". 

  
b.  Homicide Cases - The investigating police agency has the authority and 

the responsibility for the collection and preservation of physical evidence 
involved with homicidal deaths. At the same time, the Coroner's Office 
has the responsibility for safeguarding the body and the property of the 
decedent. The Government Code enforces that responsibility with 
provisions which make it unlawful for any person to remove certain types 
of items from the decedent's body or estate prior to the arrival of the 
Coroner, or without the Coroner's express permission. Those provisions 
have the following practical effect in Los Angeles County: 

  
1)  Physical evidence which is on the body should not be removed from 

the body until the pathologist approves its removal at autopsy. 
Earlier removal of evidence from the body may be accomplished, 
when necessary, as follows: 

  
a)  Weapons, wallets, papers, money, and valuables may be 

removed from the body, when necessary, for immediate 
investigative needs (e.g., when identity of the deceased is 
urgently needed), or when necessary to protect the evidence 
from loss or contamination (e.g., from the weather, from 
movement and removal of the body, or from crowds). Before 
removing these items, permission of the Coroner's Office 
must first be sought (this may be done in person, by 
telephone, or by radio). If permission is obtained, or if contact 
with the on-duty Coroner's representative cannot be made, the 
item(s) may be removed from the body to satisfy the 
immediate need. Care must be taken to preserve the 
evidentiary value of removed items, to prevent 
contamination, and to maintain the chain of custody. Items 
removed from the body shall not be removed from the 
immediate location of the body without the express 
permission of the Coroner's Office. 
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b)  Evidence on the body, such as loose hairs, fibers, vegetation, 
blood, gunshot residue, etc., may be removed from the body 
without the prior permission of the Coroner's Office, only if 
necessary to protect that evidence. Evidence that can be safely 
left on the body for later collection at an autopsy shall not be 
removed prior to the pathologist's inspection. 

  
2)  Weapons, wallets, papers, money, and valuables which have 

evidentiary value to the investigating agency may be inspected and 
collected by the investigating agency without the prior approval of 
the Coroner's Office. However, these items shall not be removed 
from the scene without the Coroner's expressed permission. 
  

3)   Employees conducting a search for evidence are responsible for 
determining the lawfulness of their search. Searches, including those 
of a decedent's property, are justified under one or more of the 
following grounds:  
a)  Consent, implied: from the victim of the crime, where only 

the victim has a reasonable expectation of privacy over the 
property and its contents. 
  

b)  Consent, actual: from competent person(s) with legal 
capacity to give consent. 

 
c)  Search warrant: searches for evidence and the removal of 

items from a decedent's estate which are conducted under 
authority of a search warrant are not subject to the provisions 
of the Government Code which require approval of the 
Coroner. 
  

d)  Probation search clause. 
  

e)  Parole search clause. 
  

f)  Plain open view. 
  

g)  Vehicle search law. 
  

h)  Exigent circumstances. 
  

4)  Disclosure of Facts and Evidence - One of the statutory duties of the 
Coroner is to determine the circumstances, manner, and cause of 
death in cases which are within the Coroner's jurisdiction. These 
determinations are made through an investigation of the factual 
circumstances of the death and through a medical post-mortem 
examination (autopsy). To achieve the most reliable and meaningful 
determinations, the Coroner's Office, as well as the pathologist, 
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must be promptly and fully informed of all the relevant facts and 
physical evidence. 
  

5)  Pathologist's Briefing – It shall be the investigating officer’s 
responsibility to inform the pathologist of all information which 
may be relevant to the cause of death or to any condition of the body. 
These factors shall be included: 

  
a)  Relevant observations made at the scene. 

  
b)  Relevant witness statements. 

  
c)  Presentation of certain physical items (see below). 

  
d)  An accounting of items and evidence removed from the 

body. 
e)  An accounting of any changes in the position of the body 

since its discovery. 
  

f)  An accounting of any obvious visible changes in the body 
since first viewed.  

 
6)  The briefing of the pathologist shall be done through the following 

methods: 
  
a)  Reports of Coroner's deputies.  

 
b)  Photographs which are available at the time of autopsy and 

sketches. 
  

c)  Verbal briefing by Coroner's deputies. 
  

d)  Verbal briefing by investigating officers. 
  

e)  Verbal briefing by criminalists or evidence technicians. 
  

7)  Items for Pathologist's Inspection – The investigating officer will be 
responsible to make available or bring the following items, if 
existing, to the Coroner's Office for inspection by the pathologist at 
the time of autopsy: 

  
a)  Weapons and Objects - In deaths caused by suicide, accident, 

or homicide, any portable item which may have inflicted a 
traumatic injury upon the body of the deceased in a possible 
association with the death shall be collected and brought to 
the Coroner's Office at the time of autopsy. Such items will 
be inspected by the pathologist. Examples of items include: 
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1)  Weapons (firearms are included where there is any 
indication that part of the firearm may have come into 
contact with the body of the decedent).  

2)  Cutting and stabbing instruments.  
3)  Blunt force objects, such as rocks, clubs, furniture.  
4)  Tools.  
5)  Ligatures and bindings.  
6)  Clothing or other items which may have caused 

impressions in the skin.  
7)  If an item would normally be displayed to the 

pathologist but is not portable, photographs, sketches, 
diagrams, or a detailed description must be available 
at the time of autopsy.  

 
b)  Clothing - all articles of clothing which are known or 

suspected to have been worn by the decedent at the time of 
death and/or at the time of injury may be brought to the 
Coroner's Office at the time of autopsy for inspection by the 
pathologist. This category includes inner and outer clothing, 
footwear, and jewelry. In cases where the decedent was 
hospitalized, care must be taken to obtain all clothing worn at 
the time of hospital admission. Extreme care must be taken to 
avoid the loss of trace evidence and to prevent contamination 
of evidence. Evidence adhering to the clothing, which may be 
rearranged, lost, contaminated, or damaged should be 
recorded, removed, and properly packaged before the 
clothing is transported for display to the pathologist. 
  

c)  Medications, Poisons, and Intoxicants - Diligent efforts must 
be made to locate any medication, poison, or intoxicant which 
could have been taken internally by the decedent at or near 
the time of the fatal event. Likewise, containers and 
paraphernalia for such substances (including needles, 
syringes, spoons, glasses, labeled drug containers, etc.) must 
be sought and collected. These items shall be brought to the 
Coroner's Office to be inspected by the pathologist at the time 
of autopsy. If not required as evidence in a police agency 
investigation, the Coroner's Office will determine the 
disposition of these items. 
  

1)  Exception: Not included in this section are substances 
(and their containers), which were directly 
administered by medical professionals (including 
emergency life-saving crews) who have documented 
their use in medical records. 

  
d)  Hospital Evidence - Blood and urine samples collected by 

medical personnel prior to blood transfusions and before 
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administration of medications may be quite important. These 
samples should be located and obtained promptly. If the 
hospital will not release them to the Coroner immediately, 
steps must be taken to safeguard them until their release can 
be obtained. X-rays, CAT scans, medical records, and other 
such items created by medical personnel are also important 
and should be obtained. A Coroner's subpoena may be 
required. 
  

 Other important evidence may also be located at the hospital, 
such as the decedent's clothing, projectiles removed from the 
body, evidence falling onto the floor or gurney from the body, 
personal items in the decedent's possession, and trace 
evidence. 
  

e)  Responsibility - Responsibility for locating, transporting, and 
maintaining integrity of items to be displayed to the 
pathologist is listed below.  
 

1) Accidental deaths by motor vehicle: 
 

[a] Hospital Evidence Coroner/Police 
[b] All other items Police 

 
 2) Accidental deaths by other than motor vehicle, where 

criminal negligence is suspected (manslaughter): 
 

[a] Hospital Evidence Coroner/Police 
[b] Medications, 
intoxicants, poisons 
and their containers 

Coroner/Police 

[c] All other items Police 
 

3) Accidental deaths - all other means: 
 

[a] All Evidence Coroner/Police 
 

4) Suicidal deaths: 
 

[a] All Evidence Coroner/Police 
 

5) Homicidal deaths: 
 

[a] Hospital Evidence  
Blood, urine, x-rays, 
medical records, CAT 
scans  

Coroner 
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Decedent's clothing 
(which has been 
removed from the 
body) 

 

 

Police/Coroner 

Decedent's 
property (which 
has been removed 
from the body)  

 

 

Coroner/Police 

Trace evidence 
from body  

 
 

Police/Coroner 

Bullets, etc. 
(surgically 
removed)  

 

 

Police/Coroner 

Evidence from 
gurney, emergency 
room floor, 
ambulance, etc.  

 

 

Police/Coroner 

[b] Medications, 
intoxicants, and 
their containers and 
paraphernalia  

 

 

Coroner/Police 

[c] Poisons, 
containers and 
associated 
paraphernalia  

 

 

Coroner/Police 

[d] All other items   
 

Police 
 

 Items brought to the Coroner's Office for inspection 
by the pathologist will normally be retained in the 
custody of the transporting agency. 

 
6) Integrity of Evidence - Extreme caution must be 

utilized in the handling of any item, which is 
displayed to the pathologist. Items must be absolutely 
protected from contamination at the autopsy (e.g., 
blood from the autopsy being transferred to a piece of 
evidence being displayed). Latent fingerprints must 
be protected. Trace evidence must be protected from 
loss and from contamination. Care must also be taken 
to maintain the chain of custody of such items. (Clean 
paper is available at the Morgue for display of items.) 

7)  Pathologist's Report - When the pathologist's 
inspection of physical evidence reveals information of 
significance to the autopsy, the pathologist will 
normally dictate a supplementary report describing 
his inspection, observations, and conclusions (if any). 
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 To avoid confusion and possible misidentification, the 
object referred to should be described clearly, its 
reported source indicated, and the identity of the 
presenting officer noted. The pathologist should mark 
the item or its container for identification purposes. 

 
9. Explosive Devices / Hazardous Materials 
 

Officers who encounter a suspected explosive device shall promptly notify 
their immediate supervisor or the Watch Commander. The bomb squad will 
be called to handle explosive-related incidents and will be responsible for the 
handling, storage, sampling and disposal of all suspected explosives.  
Explosives will not be retained in the police facility. [Lexipol 804.3.3] 
 
In no case should an unexploded device or hazardous materials be transported 
to or stored in or around any police facilities. All hazardous material 
substances, such as flammable liquids or simple fireworks, shall be 
photographed. The investigating Detective shall determine the final disposal 
and make arrangements with the fire department or appropriate unit storing 
the hazardous materials.   

 
a.  Evidence recovery of an exploded device should always be photographed 

as found prior to removal. Each item recovered should be placed in a 
separate container and marked as to the exact location where it was found.  
 

b.  All evidence pertaining to an explosive device will be stored at the fire 
department or a designated bomb facility. 
  

c.  All flammable liquids from an unused fire bomb (or after it has burned 
out) must be removed and sealed in a metal container.  
 

d.  Simple fireworks shall be transported to the fire department for disposal.   
 

e.  Explosive devices such as cable cutters, power devices, release devices, 
or starter cartridges shall be transported to the fire department or 
designated facility by the Investigating Officer. 

 
f. Class A explosives such as dynamite, desensitized nitroglycerin, and more 

than one pound of black powder will not be transported or stored at police 
facilities due to inadequate storage capabilities (LACO Fire or a 
designated facility/bomb unit may provide storage for these items). 

 
g.  When flammable fluids are collected, they must be secured in containers 

so as not to pose a fire/explosion hazard. Only small quantities of fluids 
will be retained as evidence (no more than 2 oz.). 

  



 

43 

1)  Samples of volatile fluids found in open jars or cans should be 
poured into clean metal or glass containers. The container employed 
should then be sealed completely to prevent any loss of fluid. 

  
2)  When glass or plastic containers or cans are found at fire scenes 

which contain just an odor or trace of fluid, seal the container 
immediately. Where lids or sealers not available, use foil or double 
bag the item. Samples of small amounts of fluid should be removed 
and placed in some other container as mentioned above (no more 
than 2oz), but this can be difficult or impossible to do when only 
odors or traces remain. Even when containers appear empty, vapors 
present may be identifiable if the container has not been burned by 
the fire. Traces of such fluids may also remain when water from 
firefighting operations has entered the container. 

  
3)  New, clean paint cans are the best storage containers for recovered 

material suspected of containing flammable fluids. They have lids 
which may be readily sealed, are not liable to breakage and prevent 
loss of volatile fluids and vapors. Officers can contact CSI for 
metal storage containers.   

 
4) Glass jars can be used for flammable fluids if they contain lids, 

which can be tightly sealed. Such containers, however, are breakable 
and thus more difficult to ship. Mason or other jars, which have 
rubber seals on the lids should be avoided since many fluids will 
soften or dissolve such seals and permit leakage and loss of contents. 

 
5) Plastic wrapping, when used as jar covers or as a sealant to protect 

large pieces of wood, will not prevent the loss of volatile fluids or 
vapors. Exhibits suspected of containing such materials should, 
therefore, never be stored in plastic containers or plastic wrapping 
used as a sealant. Likewise, waxed containers are not satisfactory 
for such exhibits. Aluminum foil can be used in those situations 
where fluids or debris cannot be sealed in the recommended type 
paint can. 

  
6)  Attempt to match the container size to the sample size. The less air 

space remaining after the sample is added to the container, the better.  
7)  Identification of trace amounts of fluid in samples recovered 

frequently requires distillation procedures. This means that 
specimens must be cut up into relatively small pieces which will fit 
into glass distillation flasks. For this reason it is normally desirable 
that the investigator saw or chops large exhibits at the time of 
evidence recovery and place small pieces in containers. This usually 
is a superior and easier method than attempting to deliver large 
sections of wood, carpets and similar exhibits to the laboratory even 
when the latter can be done rapidly and little loss of fluids is likely 
to occur. 
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h.  If acids and corrosives are collected, they should be placed in glass jars.  

  
i.  Acids and corrosives will be stored in separate containers at the fire 

department or designated facility. 
  

1)  Mark all containers so their contents are readily identifiable.  
 

10.  Currency 
 

 All currency collected must be itemized. If specific bills or coins are required 
as court exhibits, they will be stored in the property/evidence room safe as 
Best Evidence per the handling detective’s ‘Best Evidence Request Form”. 
Any money not needed for court exhibit will be deposited with the City 
Finance Department. [APPENDIX A-9] 

 
a. All cash shall be counted in the presence of a supervisor and the 

envelope initialed by the booking officer and the supervisor. The Watch 
Commander shall be contacted for cash in excess of $1,000 for special 
handling procedures (Lexipol 804.3.4). 

  
b.  Use a currency envelope to itemize all cash. This envelope serves as the 

sole method for logging cash into the evidence room. On the envelope, 
indicate if it is evidence, found or bulk/safekeeping. [APPENDIX A-2] 
  

c.  Money is to be itemized by denomination, listing subtotals and total 
amounts. 
   

d.  All currency envelopes will be sealed with tamper-proof evidence tape. 
 

e. Currency envelopes will not be used for counterfeit bills. 
  

f.  If the currency envelope is not large enough, use additional currency 
envelopes or brown paper bag with a currency envelope attached.  These 
items will be listed separately in the Property Management System. 

 
 
 

11.  Jewelry 
  

a.  Package the jewelry in a plastic zip lock baggie and a 6 x 9 envelope; seal 
with evidence tape and initial. 

b.  List the amount of jewelry on the face of the envelope. Itemize all jewelry 
by description and quantity. 

 
c. Note any high value jewelry in the Property Management System.  All 

high value jewelry will be stored in the Property and Evidence safe.  
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12.  Sexual Assault Kits 
 

Medical personnel will utilize the sexual assault kit and shall follow the 
provisions of 13823.11 PC regarding examination, treatment, preservation, 
and disposition of evidence. The investigating officer must ensure that all 
forms in the kit are filled out and signed and that the kit is returned to the 
department and entered into evidence. All examination forms provided shall 
be filled out as thoroughly as possible and attached to the original report. The 
investigating officer must initial the chain of custody section on the sexual 
assault kit before entering it into evidence and attach labels indicating whether 
the item should be refrigerated or frozen along with a "Bio-Hazard" label.  

  
a.  If liquid blood is taken, it must be refrigerated. Place blood evidence in 

the evidence refrigerator only, or immediately deliver it to the Property 
Technician for proper storage. 
  

b.  If biological fluids are collected, they must be kept refrigerated or frozen 
as required or delivered immediately to the Property Technician for 
proper storage. 
  

c.  Preservation and disposition of all physical evidence shall be the 
responsibility of the primary investigating officer and will conform to the 
following procedures: 

  
1)  All swabs and slides shall be air dried prior to packaging.  

 
2)  All items of evidence, including laboratory specimens, shall be 

clearly labeled with the evidence labels provided in the kit. 
  
3)  The evidence shall be properly sealed and initialed. 
  

d.  After retrieving evidence from the hospital, the medical assault kit and the 
victim’s clothing must be temporarily stored in the evidence refrigerator 
or given to the Property and Evidence Technician to store in the freezer 
immediately. Make sure the medical report is separate from the items to 
be frozen.  

 
13.  Blood and Urine   

 
a. Blood and urine samples are collected and placed in a sealed envelope by 

a hospital technician or the investigating officer.   
b.  The person collecting the sample is responsible for completing the 

information on the face of the sample envelope (DR, Time, Doctor, and 
Lab Technician). The investigating officer initials the chain of custody 
section on the envelope and places it inside the evidence refrigerator in 
the officer processing room.  

 



 

46 

c. Urine Sample – Place the provided LASO seal or evidence tape over the 
lid of the jar to secure the sample integrity.  List all pertinent information 
on the label and place around the jar over the seal.  Initial the edge of the 
label where it overlaps the seal. 

  
14. Dangerous Weapons (Knives, Clubs, Stun Guns, Tasers) 
 

Never submit a loaded Taser or an operable stun gun or other device that could 
accidentally be activated or discharged.  

 
a.  All sharp object items must be packaged to avoid injury to persons 

handling the items. 
  

1)  Approved cardboard boxes designed for weapons storage should be 
used to secure the cutting edge or point. Protect and preserve all 
potential evidence on the weapon. Do not tape or otherwise affix 
anything to the weapon that may destroy potential evidence.  

 
2)  All weapons shall be deposited in an evidence locker. 

  
b.  The batteries in a stun gun shall be disconnected and the cartridges of a 

Taser shall be removed. 
  

1)  The stun gun and Taser devices shall be tagged/barcoded for 
identification and deposited in an evidence locker. 

  
2)  Discharged Taser darts should be treated as a bio-hazard sharp and 

handled accordingly to prevent exposure and injury to persons 
handling the device. 

  
c.  A CLETS check should be made by the investigating officer on all 

serialized weapons to determine their status before entering them into the 
property system. 

  
15.  Photographs 

  
a.  The investigating officer's first step in the investigation of any major 

crime is to photograph completely and accurately, all aspects of the scene 
before any items which might possibly be evidence are removed or 
disturbed. 

  
b.  Crime scene photographs are intended to show the viewer exactly where 

and how the crime was committed. The number and type of photographs 
taken will be determined by the circumstances and seriousness of the 
crime. 

  
c.  The term "crime scene" refers not only to the immediate locality in which 

the crime apparently took place, but also to adjacent areas where 
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significant things happened shortly before and after its commission. 
Photographs of the general area of the crime scene should be 
supplemented by closer views showing important details. It is essential, 
however, that these close-up views be photographed or otherwise 
identified that they can be located with respect to the overall views. This 
is vital in giving the investigating officer(s) a clear picture of how the 
details relate to the total crime scene. 
  

d.  It is also vitally important that the Investigating Officer should remember 
the nature of the offense and strive to show CLEARLY all the elements 
constituting said offense. 

  
e.  All photographs are handled as evidence and the proper chain of custody 

must be maintained. Original photographs will be uploaded into the 
Digital Imaging Management System (DIMS) – not placed in the case file.  

 
1)  Evidence photos are handled for the most part by the CSI team 

members using digital cameras. Digital photographs can be relied 
on in court and for other uses just as film based photography is. 
Some of the advantages of digital photography are:  

 
(a) Many digital photographs can be taken, and stored 

electronically. 
 

(b) Most digital cameras have the ability to play back photographs 
right after they are taken, so you can be sure you have the 
evidence before you leave the scene.  

 
 (c) Only the pictures you actually use need to be printed, and can be 

printed in many formats.  
  

16.  Bicycles  
  

a.  All bicycles that come under the control of police personnel are brought 
to the Property and Evidence facility where they are securely stored. 
  
1)  A Property Tag, Barcode and Field Property Receipt, when 

appropriate, must be completed and submitted by the reporting 
employee.  

 
b.  The Property Technician will be responsible for verifying the bicycle 

descriptions against the property entry. 
  
c.  The employee shall be responsible for moving the bicycle(s) to the caged 

storage area.  
 
d.  If the owner is known the employee will designate the disposition on the 

Case Disposition form.   
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e.  The investigating employee will be responsible for making the 

appropriate inquiries via CLETS APS to determine if the bicycle has been 
reported stolen. This information will be reported in the narrative of the 
employee’s report and any print out of the inquiry attached to the report.  

 
f.  The Property Technician will track all data in reference to storage location 

and timely disposal of the property pursuant to statue. 
 

17. Alcoholic Beverages 
 

a. These guidelines are applicable for open container, as well as B&P 
violations. 

 
b. If the container is unopened, the entire container and its contents may be 

placed into evidence. 
 
c. In cases of multiple containers (six packs, etc.), only one unopened bottle 

needs to be placed into evidence. 
 
d. If the container has been opened, place a sample of the liquid into 

evidence using a small vial located in the Property and Evidence unit. 
Dispose the remaining contents. 

 
e. Complete the entry in the Property Management System and packaging. 
 
f. The vial can then be booked into evidence with the actual container. 
 
g. The vial should be sealed with evidence tape. 
 
h. The vial should then be secured in an evidence envelope. 

 
 
 
 
H. Special Handling of Biological Evidence  
  
 Biological evidence refers to samples of biological material such as hair, tissue, 

bones, teeth, blood, semen, or other bodily fluids – or to evidence items containing 
biological material.  If not retained by the coroner, biological evidence, which may 
or may not have been previously analyzed at a forensic laboratory, should be 
retained in an appropriate storage facility until needed for court or forensic testing. 

 
Different classifications of property require special handling to ensure the well- 
being of property, department personnel, and the integrity of the evidence. Seek the 
guidance of the Property Technician, a department CSI team member or the 
Biological Evidence Preservation Handbook if you are in doubt as to how to handle 
or package biological evidence. 
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1. The Biological Evidence Preservation Handbook 
 

This handbook offers guidance for officers and individuals involved in the 
collection, examination, tracking, packaging, storing, and disposition of 
biological evidence.   
 
Click on the link for the Biological Evidence Preservation Handbook 
provided by the National Institute of Justice (NIJ). 
 
 

 http://nvlpubs.nist.gov/nistpubs/ir/2013/NIST.IR.7928.pdf 
 

 
 

 
  

http://nvlpubs.nist.gov/nistpubs/ir/2013/NIST.IR.7928.pdf
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Short –Term Recommended Storage Conditions 
 

Type of Evidence Frozen 
(at or below 14°F) 

Refrigerated 
(36°F - 46°F) 

Temperature 
Controlled 

(60°F - 75°F) 

Room 
Temperature 

Liquid Blood Never Best Less than 24 
hours  

Urine Best Less than 24 
hours   

Dry Biological 
Stained 

 
  Best Acceptable 

Wet Bloody Items  
(If cannot be 
dried) 

Best Acceptable Less than 24 
hours  

Bones Acceptable  Acceptable Acceptable 
Hair   Best Acceptable 
Swabs with 
Biological 
material 

 Best (wet) Best (dried)  

Vaginal Smears   Best  
Feces Best    

Buccal Swabs   Best Less than 24 
hours 

 
 

Long - Term Recommended Storage Conditions 
 

 
 

Type of Evidence Frozen 
(at or below 14°F) 

Refrigerated 
(36°F - 46°F) 

Temperature 
Controlled 

(60°F - 75°F) 

Room 
Temperature 

Liquid Blood Never Best   
Urine Best    
Dry Biological 
Stained Items 

  Best  

Bones   Best  
Hair   Best Acceptable 
Swabs with 
Biological 
Material 

  Best (dried)  

Vaginal Smears   Best  
Feces Best    
Buccal Swabs   Best  
DNA Extracts Best (liquid) Acceptable 

(liquid) 
Acceptable 
(dried) 
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2. Biological Specimens 
  

a.  All personnel will adhere to reasonable precautions in the handling of 
biological specimens or items contaminated with biological fluids, even 
when dried, to avoid contaminating themselves or others with infectious 
agents. 
  

b.  A "Bio Hazard" label will be attached to the outside of the package or 
container of any item so as to alert and prevent personal contamination or 
personnel handling the property or evidence.   

 
c.  Employees may be exposed to infectious agents through one or more of 

the following routes: 
  
1)  Inhalation - Droplets of liquid may be dispersed into the air, or dried 

biological samples may become airborne in the manipulation of 
evidence such as bedding or clothing. The inhalation of infectious 
biological samples can cause an infection in those exposed.  
 

2) Direct Contact - Infection through direct contact occurs most 
frequently when an employee handles a contaminated item, then 
touches his/her face area, thus transferring the infectious agent to the 
most susceptible areas of the body. 

  
3) Indirect Contact - Infection may occur in a person who does not 

handle the evidence or specimen but contracts the infectious agent 
through contact with other surfaces. This may occur in instances 
such as when a telephone has been handled by a person analyzing 
evidence who does not first wash his/her hands, or when evidence 
is placed on office counters. As with direct contact, the infectious 
agent is usually contracted by the employee touching his/her facial 
area with contaminated hands. 

  
4)  Inoculation - An infectious agent may enter the body by piercing the 

skin, the body's primary barrier against infection, with contaminated 
needles or broken glassware. 

  
5)  Drying a biological sample will destroy most microorganisms, 

reducing the likelihood of infection. However, even dried samples 
must be treated as potentially infectious. 
  

d. Guidelines for Safe Handling of Biological Specimens: 
  
1)  By adhering to the following safety guidelines, employees can 

significantly reduce the likelihood that they or another employee 
will contract an infectious disease from the handling of biological 
specimens. 
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(a) When working with any biological sample (liquid or dried) 
always wear disposable latex gloves. Wearing a laboratory 
coat or jumpsuit as necessary is recommended to protect from 
accidental contamination. 

  
(b) Always remove gloves or laboratory clothing before 

contacting surfaces not normally used in the examination of 
evidence (e.g., lunchroom, telephones, copy machines, desks 
in the office area, etc.).  

 
(c) Do not carry biological samples throughout the department. 

Leave latex gloves, packaging, and writing implements used 
during the handling of biological specimens in that work area. 

  
(d) When working with any liquid biological samples or dried 

samples which may become airborne (e.g., spreading out 
bloody sheets), wear approved particle filtering masks and 
safety goggles. 

  
(e)  If possible, examine biological samples under a fume hood 

when practical. 
  
(f)  Wash hands often, especially after handling biological 

samples, before eating, using toilet facilities, or answering the 
telephone. Use provided disinfectant solution. 

  
(g)  Cover work surfaces with paper or plastic before placing 

biological evidence on the surface.  
  
(h)  Officers shall clean work surfaces after each case with a 1:10 

solution of bleach or comparable solution.  Janitorial services 
shall clean the work surface at least 3 times a week.  

  
(i)  Wet clothing samples should be dried in the evidence drying 

closet, while liquid samples gathered on swabs should be 
dried before packaging. Seek CSI assistance if a dryer for 
swabs is needed. 

  
(j)  Whenever a biological sample of evidence is known to be 

contaminated with an infectious agent, make sure that 
packaging and work areas are clearly labeled with a bio 
hazard label to alert others to the hazard. 

(k)  Immediately re-package biological specimens found in 
broken or leaking containers to confine any infectious agent. 

  
(l)  Evidence which is stained should be placed into a transparent 

container when needed as a court exhibit to eliminate the need 
to remove the item from its packaging in the courtroom. 
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Evidence, which has been dried, may be placed in paper 
packaging for storage. 

  
(m)  Always use extreme care with objects that have sharp edges 

or the potential to puncture the skin to avoid accidental 
inoculation with contaminated objects. The use of tongs or 
other indirect means for handling these objects is strongly 
recommended. DO NOT attempt to re-cap an exposed needle.  

 
(n)  Dispose of needles in an OSHA approved sharps container to 

avoid accidental punctures. If the syringe/needle is needed for 
evidentiary purposes use an approved clear plastic bio-hazard 
tube and insert the syringe needle point down into the tube. 
[APPENDIX A-25]  

 
(o)  To reduce susceptibility to hepatitis, employees should give 

consideration to obtaining vaccinations. 
  

2) Blood Stains - Studies of blood stains are frequently of importance 
in a wide variety of criminal investigations. In some cases, 
particularly homicide cases, crime scene examinations by an expert 
may be required to establish direction of origin of blood spatters, 
show movements of individuals, and establish sequence of deposit 
of stains and to develop other necessary information. While it is 
recommended for officers to seek the expertise of the department 
CSI in the collection and preservation of evidence in complex 
investigations, this does not relieve the officer from their 
responsibility for fully understanding and having the ability to carry-
out these processes in the absence of the CSI team. 
  
(a)  Fresh Moist Stains 

  
1.  Do not heat stain material or place it in bright sunlight 

to dry. Hanging clothing and similar articles in the 
evidence drying closet is the approved department 
method for drying wet evidentiary articles. 
  

2.  The evidence drying closet has restricted access. Only 
the Property Technician (if necessary) or officer may 
physically access the drying closet while the object is in 
the process of drying to ensure the integrity of the 
evidence. Officers responsible for collecting the stained 
material will be responsible for the packaging and 
barcoding of the evidence once the object is dry. 

3. If not completely dried before packaging, 
decomposition will occur which will prevent complete 
testing. 
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4.  When the stain is dry, label the item and place in a paper 
bag or rolled paper, seal and label the package and place 
it in the refrigerator. Do not put stained objects into 
plastic bags. 
  

(b)  Dried Stain 
  

1.  On cloth - label the article and fold in paper or place in 
an envelope or bag, seal and label the package. Do not 
attempt to remove the stain from the cloth.  

 
2.  On small solid objects - place the entire stained object 

into evidence, after labeling and packaging. The item 
will later be sent to the lab for examination. 

  
3.  On large solid objects - if practical, deliver the whole 

object to the evidence room. Any areas containing dry 
stains may be covered with paper and the edges sealed 
down with tape to prevent loss or contamination. If it is 
impractical to deliver the whole object to the laboratory, 
use sterile swab and distilled water to obtain a stain 
sample. Seal and mark the container. 

  
4.  Don’t mix stained items. Place each individual stained 

item in a separate container, and store in the refrigerator. 
  

(c)  All liquid blood collected shall be stored in the evidence 
refrigerator. Do not freeze.  

 
(d)  All instruments used for obtaining or recording biological 

evidence shall be disposed of in an appropriate bio hazard 
receptacle or cleaned with a disinfectant or a 10% bleach 90% 
water solution provided by the Property Technician or CSI. 
  

3)  Semen Stains - Semen is the male reproductive fluid. It normally 
contains spermatozoa, which are reproductive cells, as well as other 
substances. It is possible to identify dried semen by either chemical 
tests or the microscopic identification of characteristically shaped 
spermatozoa. 
 
(a)  Seminal stains are often found on clothing, blankets, sheets 

or other materials in rape and other sex offenses. When they 
dry they may have a stiff, starchy appearance.  

 
(b)  In sex offense cases, the victim should always be examined 

by a physician and a vaginal specimen taken. The laboratory 
can examine such specimens for seminal fluid. Vaginal 
specimens can be submitted either as smears, swabs, or 
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aspirates, although the collection of a vaginal aspirate in a 
clean glass vial is the preferred method. Time is of the essence 
in obtaining vaginal specimens as bacterial action rapidly 
destroys the sperm cells. The victim should be examined as 
soon as possible after the incident and the vaginal specimen 
kept frozen until delivery to the laboratory. 

  
(c)  Submit all suspected stained materials to the laboratory. If 

possible, always include panties, other underwear and 
clothing from the victim. All garments should be placed in 
separate packages. The packages containing the victim's 
clothing should be kept separate from those containing the 
suspect's clothing. All clothing collected with biological 
fluids shall be placed in a freezer. 

  
(d)  Label all garments and other exhibits pursuant to policy. 
  
(e)  If damp, always allow fabric to air dry completely in a 

designated drying area before packaging to prevent 
decomposition. When stains are dry, roll garments gently in 
paper, place in paper bags and then seal and label container. 
Do not put stained objects into plastic bags.  

 
(f)  Handle fabrics as little as possible. 

  
4)  Fibers and Threads - Clothing, rugs, blankets, curtains and other 

fabrics are such common articles in modern society that their value 
as evidence may be overlooked. Although very common, a 
tremendous variety of animal, vegetable and synthetic fibers of 
numerous colors are used. Thus threads and individual fibers will 
frequently serve as useful evidence in criminal cases. 

 
 (a)  Fibers and threads will often be found in fabric abrasions, 

torn metal or in other areas on hit and run vehicles. In 
burglary cases such evidence may be located on a torn 
screen, broken glass, metal safes or other locations. Fibers 
may also be important in incidents of personal contact such 
as homicide, assault and rape cases where cross transfers 
may occur between the clothing of suspects and victims. 

(b)  Examinations of fibers will usually establish their type and 
color. Such studies may also indicate the type of garments or 
fabric from which the recovered fibers or threads originated. 

  
(c)  Fibers and threads can also be compared with clothing of 

subjects to determine whether or not they could have 
originated from such garments. 
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(d)  Complete threads or long fibers can frequently be picked up 
with the fingers or tweezers. When recovered they should be 
placed in plastic envelopes, glass containers, or plastic vials. 
Never place loose fibers directly into mailing envelopes or 
other paper containers. They are difficult to locate and 
remove in the laboratory and the paper itself may contain 
fibers. 

  
(e) If the fibers are short, few in number or firmly adhering to an 

exhibit, attempt to remove the complete item containing the 
fibers and place it in a plastic envelope. All fibers present may 
more readily be located and removed from such exhibits in 
the laboratory.  

 
(f)  Whenever fiber or thread evidence is recovered, submit to the 

laboratory for comparison purposes all clothing of persons 
from whom the evidence might have originated.  

 
(g)  In sex offenses, assaults and some other investigations, it may 

be possible to indicate or demonstrate contact between two 
individuals or between one individual and some other object 
by comparing transferred fibers. Such examinations are only 
of value when it is known that no contact occurred between 
the individuals or objects prior to or subsequent to the 
offense. Extreme care must be taken to keep all articles of 
clothing and other objects separated. Each garment should be 
separately packaged in paper bags. If large, garments may be 
laid on clean sheets of paper on a table and separately rolled 
up in the paper. Always mark each exhibit. If the clothing of 
either subject touches the clothing of the other, or is even laid 
down on a table or placed on a car seat previously contacted 
by the clothing of the other subject, the comparisons may 
have no value. 

  
(h)  Fabric impressions may contain embedded fibers and may be 

frequently found in hit-run cases. If the area containing the 
impression cannot be conveniently submitted to the 
laboratory, a photograph should be taken of the area. Always 
mount the camera on a tripod so that the film is parallel with 
the impression. Include a ruler next to the impression 
photographed so that the size of the mark can be determined. 
In such cases, submit all outer clothing of all victims for the 
comparison purposes. When the object containing the fabric 
impression cannot be removed but is rather photographed, a 
search should also be made for fibers. Any fibers located 
should be removed and placed in a vial or small envelope if 
possible. In the event that the fibers are difficult to recover, 
and if they are embedded in paint, scrape the paint and fibers 
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into a small envelope and seal the corners with tape. Usually 
the fibers can be separated from the paint in the laboratory. 
  

5)  Hair - Although hair is a frequently encountered type of evidence, it 
has real evidentiary value in only a limited number of cases. Except 
for determinations as to possible source, such studies also require 
fairly large samples if the laboratory results are to be of real 
significance. 
  
(a)  The racial traits of the individual from whom the head hairs 

originated can be suggested in some instances. 
  
(b)  Study of hairs can frequently establish whether or not they 

fell out naturally, or were pulled out or if they have been cut 
or crushed. 

 
(c)  Recovery of Hair Evidence 

  
1.  If hair is firmly attached, such as in dry blood or caught 

in metal or a crack in glass, do not attempt to remove it, 
but rather leave the hair intact on the object. If the object 
is small, mark and seal it in an envelope with sealed 
corners. If the object is large, cover the area containing 
the hair and a protective layer of paper to prevent loss 
of the hairs during shipment.  
 

2.  Recover all hair present. If possible, use the fingers to 
pick up the hair and place in a vial or paper envelope 
with sealed corners. Do not mix samples recovered at 
different locations. Label and seal the container. Never 
use gummed tape to pick up hairs and do not wash or 
clean them. 
  

6)  Paint - Paint is one of the most common types of physical evidence 
encountered. Paint evidence will be found in the majority of hit-run 
and burglary cases where it may prove to have material value. Paint 
evidence may also be involved in various other types of crimes: 
  
(a)  Hit-Run Cases 

  
1. Paint may be transferred to the clothing of pedestrian 

victims. Examine all garments with particular attention 
being paid to areas showing pressure glaze, tears, or 
other contact. 
  

2. If found, do not remove the paint, but mark the garment 
and dry it completely if damp. Then carefully wrap each 
item separately by rolling in paper or place each 
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garment in a separate paper bag for delivery to the 
laboratory. 

  
3.  Obtain samples for comparison from all areas showing 

fresh damage on suspect vehicles. This is very 
important since the paint may be different in type or 
composition in different locations even though the color 
is the same. If the paint can be flaked off by bending the 
metal slightly, remove it in this manner. If not, scrape 
paint off using a clean knife blade. In every case, make 
certain that samples of all layers down to the metal are 
collected. Carefully wipe the blade of any knife or 
scraping tool employed before collecting each sample 
to prevent cross contamination. Place each sample 
collection from different areas in separate containers. 
  

4.  Cross transfers of paint commonly occur in hit-run 
cases involving two or more vehicles. If loose paint 
chips are located in such cases, attempt to remove and 
place them in small envelopes. If, however, the transfers 
are smeared on the surface, flake off chips or scrape 
paint from the vehicle including the transferred paint as 
well as the top layer of paint originally on the car. Keep 
all transfers recovered from different areas in separate 
containers. 
  

(b) Recovery and Preservation of Paint Specimens 
  
1.  Keep all samples collected in separate containers. 
  
2. If the sample is very small or difficult to remove and the 

complete exhibit itself can be sent to the laboratory, this 
is the best procedure and will make available all of the 
paint without loss. 

  
3.  Always scrape or otherwise remove samples of all 

layers of paint or other material present if the complete 
exhibit containing the paint is not to be submitted to the 
laboratory. 

  
4.  Small glass or plastic vials are excellent containers for 

paint. 
  
5.  Paint may also be placed on sheets of white paper, 

which can then be folded and sealed to prevent loss. 
  
6.  Paper envelopes should never be employed for the 

submission of paint unless the specimen is very large in 
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size. If such envelopes are used, always seal each corner 
with plastic tape to prevent loss. 

  
7.  A very useful method for securing paint from vehicles, 

walls and similar locations is to place a short strip of 
plastic tape on one side of the open end of a small paper 
envelope with the adhesive flap folded back. The tape 
and envelope are then attached to the object containing 
the specimen. By holding the envelope open with one 
hand, paint can be scraped loose and into the envelope 
with a clean knife blade. Once the sample is in the 
envelope, the tape can be removed, the flap folded 
forward and the open end of the envelope folded several 
times. Then this folded area is sealed with a paper clip 
or a short length of tape. Such a container may then be 
sealed in a standard mailing envelope, which may easily 
be marked for identification. 

  
8.  In no case should conclusions of the employee, requests 

for examination, or other unnecessary writing be 
included on the packaging. 
  

7)  Glass - Windows are frequently broken in burglaries, headlights in 
hit-run cases, and bottles or other objects may break with fragments 
being left on garments or other property of subjects involved in 
various types of crimes. 
  
(a)  Collection and Packaging of Evidence Glass 

  
1. The shoes and clothing of suspects as well as other 

objects, which may be contaminated with glass should 
be marked and wrapped separately to avoid cross-
contamination. Even though contaminating glass is not 
usually immediately visible to the investigator, any 
visible pieces should not be removed or disturbed, but 
rather the entire article should be carefully wrapped to 
protect and preserve the contaminant as found on the 
article. 
  

2.  Place small glass fragments in small cans or pillboxes. 
Completely seal and mark the container.  

  
3.  Place large glass fragments in cans or boxes but separate 

individual pieces with newspaper or tissue to prevent 
breakage and damage to edges during transport. Large 
fragments can be marked with grease pencil, adhesive 
tape, labels or a scriber, but this is usually not necessary 
if they all are sealed together in a single marked 
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container. When breakage direction determinations will 
be needed, it will be necessary to mark each glass piece 
prior to its removal from the window to designate inside 
and outside surfaces. 
  

8)  Soil - The comparison of soil or dried mud samples on shoes or 
clothing of suspects with specimens secured in and about a crime 
scene is frequently of value in burglaries, sex offenses, homicides 
and other investigations. Periodically, soil samples will also fall 
from under vehicle fenders at hit-run scenes and comparison with 
specimens recovered from suspect vehicles may aid in placing the 
vehicle at the scene. Comparison of samples in such investigations 
may prove useful but, to have real significance, usually necessitates 
employment of very careful evidence collection procedures and the 
securing of numerous samples. 
  
(a)  Firmly Attached Soil Samples 
  
 If the soil is firmly attached to an object, as in the case of 

dried mud on a shoe, do not remove it. Label the object and 
place it in a bag or some other appropriate container. Always 
completely seal the container so no loss of the specimen can 
occur. Be certain the sample is dry before packaging. 

  
(b)  Loose Soil on Clothing 
  
 If the soil is loose, for example, in a trouser cuff, shake it all 

out onto a clean piece of paper. Then, fold the paper several 
times to enclose the dried soil sample and place this in a 
plastic envelope or other container, which can be sealed 
completely. Label such containers to show the source of the 
sample. 

  
 
 
(c)  Soil on Other Objects 
  
 In the case of loose soil or mud on the street or in a building, 

pick up the soil and place the dried sample in a plastic bag, 
box or jar and seal and mark the container. Attempt to collect 
the soil without other contaminating material. In the case of 
hit-run cases, cakes of dried mud may fall to the pavement or 
road shoulder from under a vehicle fender. In such cases, if 
contamination may have occurred, attempt to pick up the up-
per part of specimen only, leaving the contaminated 
underside. Also advise the laboratory concerning the 
possibility of contamination. 
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(d)  Prevent Contamination 
  
 Great care must be taken to prevent contamination or loss of 

samples during shipment. Always place samples in sealed 
plastic or glass containers, if possible. Do not use paper 
envelopes as they leak. If boxes are used, line them with clean 
paper and seal the box.  

 
(e)  Damp Soil 
  
 Always dry out damp soil specimens or moist objects 

containing soil or mud prior to packaging. When sealed in a 
container while damp, mold growth will occur and organic 
matter in the soil may decompose. Always seal a lid on soil 
containers to prevent loss of sample and place suitable 
markings on the outside of the container.  

 
9)  Tool Marks - Tool marks are encountered most frequently in 

burglary cases but may also be found in many other types of crime. 
The evidence consists of abrasions or impressions left by tools on 
objects at the crime scene and various types of tools found in the 
possession of suspects. In many cases, it is possible to identify the 
specific tool which made the questioned marks by means of 
laboratory comparisons of tools and marked objects. In some 
instances, it is also possible to prove that marks on tools were 
produced by objects which they made contact with at crime scenes. 
In other cases it is possible to prove, by means of physical or other 
comparisons, that parts of tools left at crime scenes were broken 
from damaged tools found in the possession of suspects.  
 
(a)  Preservation and Packaging of Tools  

 
1. All areas on recovered tools, which contain transferred 

paint, building materials or other contamination should 
be wrapped in plastic so that such substances will not be 
lost. After marking, tools should be wrapped or 
packaged to prevent the prying blades or cutting edges 
from contacting any other surface or object. Care should 
be taken that no tape is placed on the mark or questioned 
area of the tool when packaging. 
  

(b)  Make No Tests with Tools 
  

1.  Attempts should never be made to fit tools into 
questioned marks or to make test marks prior to 
laboratory examination. If done, the questioned mark or 
the tool may be altered and this may make any 
laboratory examination valueless. In addition, traces of 
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transferred paint or other substances on the tool may be 
lost or additional material may be transferred to the tool. 
  

(c)  Preservation of Tool Marks 
  
1.  Whenever possible send the whole object containing 

tool marks to the laboratory instead of just removing the 
area containing the mark. This is important since, to 
make satisfactory test marks with the tool, it is 
necessary to determine the direction of motion and the 
vertical and horizontal angle at which the tool was held 
when the questioned mark was made. A study of all 
impressions and abrasions present on an object such as 
a door jamb or safe will often indicate the method in 
which the tool was used much better than an 
examination of just a small section removed from the 
safe or other object. 
  

2.  If it is impossible to submit the whole object to the 
laboratory, remove the tool mark. In such cases, care 
should be taken to prevent any damage or alteration of 
the questioned mark. Always cut off sufficient 
surrounding material so that no damage will occur. A 
photograph showing the original location of the mark 
and its relation to its environment should accompany 
any removed marks. 

   
3.  While photographs of tool marks at crime scenes may 

have value in some investigations, they rarely have any 
value in identifying the particular tool used. The 
laboratory cannot accurately compare suspected tools 
with photographs of tool marks, even when the exact 
magnification of the photographs is known. 
Photographs, which show the whole object as well as 
the tool mark, however, are of value to indicate methods 
by which the marks were produced or the orientation of 
the tool. This information may assist in producing 
satisfactory test marks in the laboratory; therefore, such 
photographs should be included. 

  
4.  Mark the object containing tool marks in some area 

where the questioned impression or abrasion will not be 
damaged. 

  
5.  Pack the object containing tool marks so that no 

alteration or damage will occur during shipment. Small 
objects may be placed in envelopes or boxes while 
important areas on larger objects can be protected with 
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plastic, paper or cardboard. Large objects may be 
packed in cartons or crates if not delivered in person. 

 
I. Evidence Processing Room 

 
1.  Storage Locations and Property Handling 

  
a. Any employee who first comes into possession of any property shall retain 

such property in his/her possession until it is properly tagged/barcoded and 
placed in the designated property locker or storage room along with the 
property form. Care shall be taken to maintain the chain of custody for all 
evidence. Where ownership can be established as to found property with 
no apparent evidentiary value, such property may be released to the owner 
without the need for booking. A supplemental report must be completed 
to document the release of property not booked and the owner shall sign 
the form acknowledging receipt of the items. [Lexipol 802.6.5] 

 
b. All property must be booked prior to the employee going off-duty unless 

otherwise approved by a supervisor. Employees booking property shall 
observe the following guidelines: [Lexipol 802.3.1] 

 
1) Complete the data entry in the Property Management System 

describing each item of property separately, listing all serial 
numbers, owner's name, finder's name, and other identifying 
information or markings. 

 
2)  Mark each item of evidence with the booking employee's initials and 

the date booked using the appropriate method so as not to deface or 
damage the value of the property. 

 
3)  Complete an evidence/property tag/barcode and attach it to each 

package or envelope in which the property is stored. 
 
4)  Place the case number in the upper right hand corner of the bag. 

 
5)  The original property form shall be submitted with the case report. 

The hard copy shall be placed with the property in the temporary 
property locker or with the property if property is stored somewhere 
other than a property locker. 

 
6) When the property is too large to be placed in a locker, the item may 

be retained in the bulk property storage area inside the property 
building. Submit the completed property record into a numbered 
locker indicating the location of the property. 

 
c.  After the property and evidence are listed in the Property Management 

System and barcoded, it shall be placed in the evidence mail slot, an 
evidence locker, temporary caged evidence storage, or the exterior 
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evidence storage yard. In all cases, the packaged items should be labeled 
and barcoded to reflect the case report number, the classification, item 
number, the employee's name, and the description of the property. 
 
1)  There are individual property lockers; located in the evidence 

processing room of the main property warehouse for submitting and 
safeguarding of evidence. Officers will use these lockers to secure 
and deliver evidence to the Property Technician. 
  
(a)  Lockers are accessible for storage 24-hours a day, 7 days a 

week. Most property will be stored in the lockers.  Once the 
officer locks the locker, the key shall be deposited in the key 
drop slot.  

 
(1)  Periodically, lockers can be used to “temporarily” 

secure evidence pending court. Evidence shall not be 
stored in these lockers more than 24 hours. If the officer 
has been notified of a delay in his/her court appearance, 
the officer will be responsible for returning the evidence 
to the Property Technician to retain custodial integrity. 
When returning evidence back to the Property 
Technician, Officers shall return the key to the locker.  

 
(2)  A key control locker drying cabinet will be used for 

drying wet or bloody property. It is the responsibility of 
the collecting officer to properly package and store the 
property from the drying closet when all items are dry. 
  

(b)  The Property Technician can be contacted if large quantities 
of narcotics, money, or jewelry have been entered into the 
evidence room lockers.  The officer shall contact the on duty 
Watch Commander to determine if the Property and Evidence 
Technician shall be called out to store large amounts of 
narcotics, money or jewelry. 

  
(c)  Large property items such as tires, bicycles, ladders, beer 

kegs, air compressors, etc. should be placed in the caged area 
or exterior yard. 

  
1.  All property must be clearly marked for identification. 

A property tag/barcode must be attached to the item. 
  

(d)  Items that need to be kept refrigerated can be placed in the 
refrigerator located in the evidence processing room. 

  
J. Chain of Custody of Evidence 

 
1. Temporary Release of Property 
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Every time evidence is removed from the Property Room, the name, ID 
number and date of the individual must be noted in the Property Management 
System. 

 
2. Transfer of Evidence to the Crime Laboratory 
 

a. The transporting agency (Los Angeles County Crime Lab) or  employee 
will sign and date the lab receipt and the Property and Evidence 
Technician will check the evidence out of property, indicating the date 
and time in the Property Management System.  The Property and 
Evidence Technician releasing the evidence must complete the required 
information on the lab receipt. The lab forms will be transported with the 
property to the examining laboratory.  Upon releasing the item involved, 
the employee or property technician will record the delivery time on both 
copies, and indicate the agency employee/currier to which it was 
delivered.  The original copy of the lab form will remain with the 
evidence and the copy will be returned to the Property and Evidence unit. 
[Lexipol 802.6.2] 

  
1) The Property and Evidence Technician shall complete the lab 

receipt:  Agency name, violation section, suspect/subject name, 
investigator/phone, received from, (name of person sending 
evidence to the lab), a brief description of evidence being sent, the 
number of packages, and the type of test requested on the Laboratory 
Analysis Forms - 76R197C.  Staple this form to the assigned 
evidence, making sure that all related evidence is also stapled 
together. 

 
2) Enter the lab receipt number in the Property Management System. 
3) Once evidence is received by the LASD, the green receipt will show 

the courier’s name and pick-up date, and the name of the property 
and evidence technician person releasing the evidence to the courier.  
The receipt shall be copied and scanned into Laserfische and the 
Property Management System. 

 
3. Property Returned from the Los Angeles County Sheriff’s Crime Laboratory 

 
a. Note the return date, time and person(s) handling the evidence, in the 

Property Management System. 
 
b. Send a copy of results to the District Attorney’s Office and Detective 

Bureau. 
 

4. Chain of Custody Procedures 
 

a. Chain of custody for all evidence will be completed anytime the evidence 
is moved from its storage location. This includes evidence submitted for 
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examination by the department’s CSI, court exhibit, District Attorney’s 
office etc.  It is solely the responsibility of the person signing out property 
to notify the Property Unit, in writing, of the final disposition of that 
property.  The Property Management System must reflect the current, 
actual disposition of property at all times. 

 
b. It is the sole responsibility of the employee checking out an item of 

evidence to maintain the chain of custody and ensure its integrity.  
Evidence shall be returned to the Property Room in a timely manner.  
Anytime evidence is retained by the court, the employee to whom the 
evidence was checked out shall cause the Court Retained document to be 
filled out and returned to the Property and Evidence unit so that the chain 
of custody is documented. [APPENDIX A-7] 
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CHAPTER FOUR  
EVIDENCE ON Q 
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Property Management System – Evidence On Q 
 
 

USE WEBVIEW FOR EVIDENCE/PROPERTY DATA ENTRY 
 
 

FIRST TIME LOG IN 
 

Your login ID is your regular login: first initial and last name.  The password for the first 
time is your 5   digit ID #.  Follow the prompts to set up your account:   

 
Then enter the password of your choice. Remember that it is case sensitive and must be 4 
characters.  The password will never expire.  

 
 
 
 

Your 5-digit ID # 

5-digit ID # 

Case sensitive – will 
never expire 
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Click on Options, My Settings.  
 

 
 ENTERING NEW EVIDENCE 

 
1. Search the DR # to see if any evidence has been submitted in the case.  

 

 
 

If a list of items is shown, click on the link to one of the items.   
 

 
 

     
 
 

1. Put a check mark in the box 
2. Select New Items Worklist 
3. Choose Pomona Police 

Evidence Entry from the 
list 

4. Click on Save 
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Click on Add Item to Incident 
 

 
 

 Enter the information about the new item.   
 

2.   If no records were found when you searched for the DR #, click on “New Evidence”  
 

 
 

Enter the information in the fields by using the TAB key on the keyboard to go from field 
to field, or using the mouse to click on a field. If a field has a list, you must click on a 
value from the list.   

 
Options include: 
 
 Click on the arrow at the end of the field to scroll the list; click on the value 

 
 Type the first character(s) of your selection.  The system will give you the closest 

matches 
 
      
3. After all the information has been entered, click the “save” icon.   

 
 
 

  

4. If a barcode printer is available, print the barcode label by clicking on the icon.   
 

         
If you are submitting money, you will print two labels.  After the first label has been 

printed, select the MONEY LABEL.  Print this label and put it underneath the barcode 

label. Sign the envelope as usual.  
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To add another item in the same case number, click on “add item to incident”.   
 

 
 
The system will carry over the repetitive information on the case. Note you can change 
any of the carried over information.  Repeat steps for all items in the same case number.  

 

        
 

To add evidence on a different case number  that has no evidence, click on New 
Evidence to start from a clear screen. 
 
 

5. Click on “Worklist”    Choose “New items.”    
 

 
 
 

The system will display the new items you added into the system since you last cleared 
your worklist. Click on the top of the left column to choose all the items.  Or just choose 
the ones you want.  

 
 

Print the barcode labels (if you haven’t already) 
Click on Property Report.  Choose PDF format.  

  

 
 

After the labels and property report are printed, finish by clicking on “Clear” to empty 
the worklist and log out of the system. 

 

      . 
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     FOUND PROPERTY 
 
For Found Property, follow the instructions as usual to enter the data and print the 
barcode. 
 
After the item is saved and the barcode printed, click on the Notes tab.   Click on Add 
New. Choose Found Property Narrative from the subject list.  Write the narrative in the 
entry box. Click on Create.  
 

 
 

 
 

        
 
Click on Found Property Report.  Choose PDF Format. 

 
 
 
 
 
 
 
 
 
 
 
 
 
Print the Found Property Report and turn in to Records. 
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Evidence Barcode Label 
 

 
 

This label is generated by the FileOnQ evidence management system and serves as the 
control tag for all evidence items entered into and retained in the Evidence Room.  The 
label will minimally contain:  department assigned case number, property classification, 
item number, crime code, barcode and barcode number, property description, involved 
party’s name, and officer’s name.  The label will be affixed to the package containing the 
property / evidence. 
Please note: One barcode label per package.  Do not affix multiple barcode labels to a 
package. 
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CHAPTER FIVE  

INTAKE AND 
PROCESSING 

PROPERTY AND 
EVIDENCE   
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 INITIAL INTAKE OF PROPERTY AND EVIDENCE  
 

A.  Property Entries 
 

 1.  All property submitted will be entered into the Property Management System.   
 

a.  Entries associated with the confiscation a dangerous weapon pursuant to 
5150 / 8102 W&I or 12028.5(b) (f) will be immediately brought to the 
attention of the Investigation Bureau to ensure the weapon is properly 
retained pending the filing of a petition with the Superior Court or the 
return of the weapon to the owner. 

 
b.  It is the assigned employee’s responsibility to complete all the necessary 

forms including the Field Property Receipt. A copy of the Field Property 
Receipt shall be included with the property stored. 

  
c.  Any evidence or property found improperly packaged, marked, or 

submitted contrary to the directions described in this manual will be 
brought to the attention of the submitting employee to correct the problem. 

  
B.  Evidence Lockers 

  
1.  Once the evidence locker doors are closed and locked, they will not be opened 

without the approval of the Property Technician. During normal business 
hours, the Property Technician will on a daily basis empty all property from 
the lockers, refrigerator and will document and secure all submitted property 
in a designated storage area. 

  
a.  All requests for CSI processing will be completed by the requesting 

employee. The request will include which items are to be processed and 
what process is being requested. The Property and Evidence technician 
shall forward the request to the CSI team. 

 
b.  All requests will be placed inside the locker with the evidence.  
 
c.  Items to be processed will be packaged separately from other evidence.  

 
2.  Firearms shall be unloaded prior to storage.  

 
a.  As firearms are removed from the storage lockers, the Property 

Technician will check the firearm to determine if unloaded and properly 
identified. 

  
b.  Dangerous/edged weapons will be checked to determine if they are 

packaged properly. 
  

(1) If a firearm is found in a loaded condition, the firearm will be secured 
and the Records Manager will be notified immediately.  If the Records 
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Manager is unavailable, the Administrative Services Division 
Commander shall be notified who will then notify the Watch 
Commander.  
 

C.  Refrigerator 
  

1.  The Property and Evidence Technicians shall remove all contents in the 
refrigerator Monday – Friday. 

  
a.  Semen samples removed from the refrigerator must be stored in the 

freezer. 
  
b.  Liquid blood must be kept refrigerated and urine samples must be kept 

frozen. Never freeze liquid blood. 
  
c.  All other biological fluids shall be frozen.  

 
D.  Large Property Storage Area  

 
1.  The exterior property storage containers and outside yard will used by the 

Property Technician to store large bulky items.  
 

 TYPES OF PROPERTY 
  

A.  Property and Evidence Technician’s Intake and Processing Room  
  

1.  All property retained under the control or custody of the department will be 
placed into and processed through the Property Management System. The 
Property Technician will account for every item and verify that each item is 
entered into the Property Management system and systematically detail the 
movement of each of these items so as to maintain the chain of custody.  

 
a.  Evidence items, once packaged and sealed will not be opened unless 

authorized and documented on the chain of custody. 
 
b. The location where items are stored must be entered in the Property 

Management System. 
  

2.  Items in the Property Management System are compared to those items 
received by the Property Technician. 

  
a.  If an item is discovered to be missing, the Property Officer shall 

immediately notify the submitting employee. The property connected to 
the case will not be processed awaiting correction or contact from the 
employee. 

  
1)  If the submitting employee has been contacted and has not 

responded within 24 hour , the Property Officer will notify, in 
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writing, his or her immediate supervisor and the Records Manager. 
The Records Manager shall conduct a documented inquiry into the 
missing property and/or evidence. The inquiry process will include 
but not be limited to:  

 
(a)  Contacting the property officer to gather information on the 

missing item(s) and what steps were taken to locate the 
item(s). 

  
(b)  Reviewing all written communications relevant to the search 

for the missing item(s). 
  
(c)  Contacting the employee of record and his/her immediate 

supervisor to respond to the Property and Evidence facility. 
  
(d)  Completing any other investigative steps relevant to the 

inquiry. 
  
(e)  At the conclusion of the inquiry, and assuming that the item(s) 

has not been located, the Records Manager shall refer the 
matter to the Administrative Services Division Commander 
who will determine what further action will be taken. 

  
(f)  The Administrative Services Division Commander shall notify 

the Deputy Chief of Police immediately of the missing 
property and of the Records Manager’s inquiry.  

 
B.  Large Property Storage  

 
1.  Large or bulky items of property will be temporarily booked and placed in the 

Interior Caged Area. The evidence location will be listed in the Property 
Management System. The Property Technician will check daily for items 
booked in this location and immediately move them to a secured evidence 
storage location. 

  
2.  It is the intent of the Police Department to release, at the earliest possible time, 

all recovered property to the owner or party authorized to take possession. 
Further, officers will give consideration and weigh the department’s limited 
capacity to store large or bulky property items for evidentiary purposes when 
the owner is known and has the opportunity to retain their personal property.  

 
a.  Employees may release, to the lawful owner or party authorized to take 

possession, property items associated with non-violent criminal cases that 
pose difficult transportation or long term storage issues for the 
department, AFTER the following conditions have been met:  
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1)  A digital photograph is taken of the property to include any unique 
marks, distinguishing characteristics, serial numbers, or identifying 
brand name. Photos will be booked into DIMS. 

  
2)  Proof of ownership, when applicable, must be submitted to the 

department and a copy retained with the case file. 
  
3)  A supplemental report is done and all items released are listed in the 

report with the owner identification and a signed declaration of 
ownership is noted.  

 
4)  Serialized property is cleared the California Department of Justice 

Automated Property System in CLETS. 
  
5)  Any property item recovered and released is entered in the Property 

Management System and the status of the property is correctly 
reflected as recovered and returned to owner (if said property was 
booked into property originally).  

 
b.  When recovering stolen vehicles employees will observe the general 

guidelines with regard to property located in the recovered vehicle. 
  

1)  Items which are instrumentalities of the auto theft or which can be 
reasonably expected to identify a suspect will be booked as 
evidence. 

  
2)  Non-serialized or unclaimed/unidentifiable property with no 

significant value and not evidence of the auto theft, such as 
miscellaneous clothing, can be left in the car. 

  
3)  Unclaimed/unidentifiable serialized property or property with some 

significant value will be placed into evidence as found property. 
  
4)  The arrestee’s personal property will be recovered and held as 

prisoner bulk/safekeeping or transported with the arrestee’s personal 
property.  

 
C.  Bicycle Storage 

  
1.  Bicycles are handled in the same manner as large or bulky items. Bicycles are 

placed in the Interior Caged Area temporarily by the employee. The Property 
Technician will check daily for items booked in this location and immediately 
move them to a secured evidence storage location.  

  
a.  The Property Technician will on a regular basis and pursuant to statue, 

arrange for the transfer, auction and disposal of all bicycles placed into 
the property warehouse and not needed for court exhibit.  
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D.  Narcotics/Dangerous Drugs 
  

1.  The Property Technician will segregate the storage of all drugs and narcotics 
from other types of property retained by the department. All controlled 
substances, regardless of property classification, shall be stored within the 
narcotics storage room located in the main property warehouse. This room 
will be locked when no Property Technician is on duty or in the warehouse.  

 
a.  The Property Technician will not open any sealed envelope containing 

any controlled substance or suspected controlled substance for any 
purpose.  

 
b.  The Property Technician will inspect and verify that the narcotics 

envelope has been properly sealed prior to intake and only then accept the 
envelope into evidence. The described validity of the contents and weight 
of the contents will be the responsibility of the officer. Any discrepancies 
in the contents will be handled in the same manner as missing property.  

 
2.  All drugs will be sealed using tamper proof tape by the officer who will initial 

and date the tape seal prior to intake.  
 

a.  Narcotics placed in a Controlled Substances envelope for evidence 
processing are secured pending transportation to the County Crime Lab. 
Transfer to the Crime Lab will occur on a timely basis to facilitate the 
prosecution and disposition of the case.  

 
E.  Currency 

  
1.  Currency is always counted and received by two property and evidence 

technicians.  Leaving the original seal intact, the property technicians shall 
unseal the opposite end, verify the amount, reseal and initial.  Both Property 
Technicians shall initial and date the new seal the day the currency was 
received.  If two technicians are not available the day the currency was 
received, the currency envelope shall be placed in the safe until two 
technicians are available to unseal the envelope.  Upon receipt by the Property 
Technician, the verified cash envelope will be placed in the Property and 
Evidence safe. 

   
a.  The Property Technician will inspect and verify that the cash envelope 

has been properly sealed by the employee and the contents itemized prior 
to intake and only then accept the envelope into evidence. The described 
validity of the contents will be the responsibility of the employee. Any 
discrepancies in the contents will be handled in the same manner as 
missing property.  

 
b.  Money sealed in a currency envelope after intake will not be reopened by 

the officer or Property Technician except as is necessary to release the 
contents to the rightful owner or to transfer the money to the City’s 
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Finance Department. Opening any currency envelope will be done in the 
presence of at least one other verifying Property Technician.  

 
c.  Cash not specifically needed as court exhibit will be transferred to the City 

Finance Department and placed into an interest bearing account pending 
the final disposition of the money. Best Evidence or the retention of cash 
for a court exhibit will require the approval of the Detective handling the 
case in order to transfer funds into the City Finance Department. This 
transfer of funding will be documented in a supplemental report and be 
reflected in the chain of custody.  

 
2. No more than $10,000 shall be stored in the Property and Evidence safe with 

the exception of Best Evidence. 
 

F.  Jewelry 
  

1.  All jewelry shall be individually itemized and described by the employee 
prior to placing the jewelry into evidence. The employee should have placed 
the jewelry in a 6x9 evidence envelope and a zip lock baggie and sealed the 
contents with tamper proof evidence tape. [APPENDIX A-1] 

  
a.  The Property Technician will inspect and verify that the jewelry envelope 

has been properly sealed and the contents itemized prior to intake and only 
then accept the envelope into evidence. The described validity of the 
contents will be the responsibility of the employee. Any discrepancies in 
the contents will be handled in the same manner as missing property.  

 
b.  Jewelry sealed in a 6x9 envelope will not be opened by the Property 

Technician except as is necessary to release the contents to the rightful 
owner. Opening any jewelry envelope will be done in the presence of at 
least one other verifying department employee. 

c.  Officers submitting large quantities or high value jewelry will notify the 
Watch Commander or Property Technician to request that additional 
security measures be taken to store the property. All high value jewelry 
shall be stored in the property and evidence safe. 

 
 PROPERTY BARCODES  
 

A. A Property Barcode is required every time an item of property is impounded or 
otherwise secured by an employee of this Department. The bar code is generated 
by the employee who will secure a bar code to the property. 

B. The Property Technician will match the property/evidence items to what the 
employee has listed in the Property Management System. 

 
 STORAGE LOCATIONS OF PROPERTY AND EVIDENCE RECEIVED 

  
A. Recording of Property 
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1. The Property and Evidence Technicians receiving custody of evidence or 
property shall record when the property was received and where the property 
will be stored in the Property Management System. Any changes in the 
location of property held by the Pomona Police Department shall be noted in 
the Property Management System. 

 
2. Write the location, case number and item number across the lower section of 

the envelope or bag.  Storage locations and status for all evidence and property 
is recorded in the Property Management System under the case number. 

  
3. Property Control:  Each time the Property and Evidence Technician received 

property or releases property to another person, he/she shall enter this 
information in the Property Management System.  Employee desiring property 
for court shall contact the Property and Evidence Technician at least one day 
prior to the court day.  [Lexipol 802.6] 

 
4. Movement of all evidence and property is tracked by the Property Technician 

utilizing the Property Management System to ensure the integrity of the 
evidence and chain of custody. 

 
B.  Main Property Room 

  
1.  The majority of property is stored in cardboard boxes on storage shelves. 
  
2.  The Property Technician will segregate the storage of all narcotics, money, 

firearms, bicycles, blood and urine samples, sexual assault evidence, found 
and bulk/safekeeping property from other types of property retained by the 
department. These items are stored in the following locations: 

  
a.  Money – All money that is direct evidence is placed in currency 

envelopes, sealed by the employee with tamper proof evidence tape and 
initialed.  All currency is stored in the main evidence room safe. 
[APPENDIX A-2] 

  
b.  Jewelry - All valuable jewelry is placed in a 6x9 evidence envelope, 

sealed with tamper proof evidence tape, and stored in the main evidence 
room. High value jewelry is stored in the property and evidence safe. 
[APPENDIX A-1] 

  
c.  Firearms - All firearm accessories and ammunition are separated from the 

weapon prior to intake by the employee. After the Property Technician 
has verified the serial number of the weapon and checked in the automated 
firearms system to determine if it is stolen, firearms are stored in the 
following manner.  The Property and Evidence Technician shall enter any 
serialized property in the Automated Firearms System (AFS/APS): 

  
1)  Handguns, long guns, and other dangerous weapons retained for 

evidentiary purposes will be boxed for storage pursuant to this 
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manual by the Property and Evidence Technicians. All weapons 
submitted for destruction at the time of intake may be grouped in 
boxes pending transportation to the disposal site. 

  
(a)  Firearms and dangerous weapons that are retained are 

assigned a storage location in the gun room. 
  
(b)  Ammunition and accessories will be stored separate from 

firearms.  
 

d.  Bicycles - Bicycles are stored in the warehouse and outside containers. A 
property tag/barcode with an evidence bar code label must be attached to 
the bicycle. 

   
e.  Biological Evidence and Sexual Assault Kits are kept frozen. 
  
f.  Found Property - Found property is stored in a designated area in the 

property room for 90 days.   
 

 PROPERTY MANAGEMENT SYSTEM ENTRIES 
  

A.  Property Data Input 
  

1.  All property that comes under the control of the Property and Evidence unit must 
be entered into the Property Management System by the employee in control of 
the property.  The property must be barcoded before placing the property in the 
storage lockers or locations. 

  
2.  The Property and Evidence Technicians are the only persons authorized to alter 

or modify fields in the Property Management System. 
  
3.  It is the responsibility of the employee logging in the evidence or property to 

accurately complete all data fields found in the Property Management System.  
 

B.  Criminal History and CLETS Checks 
  

1.  The computer located in the Property Room has the capability to run criminal 
history checks and CLETS checks. 
a.  In all cases when a firearm is to be released, the Property Technician 

conducts a criminal history check on the person who is to receive the 
weapon, and a check in the Automated Firearm System to determine if the 
weapon is listed as stolen. A check of the Automated Mental Health File 
shall also be made on the person who is to receive the firearm. 

  
b.  No firearm is to be released without a Department of Justice Gun Release 

approval presented by the individual receiving the firearm. (12021.3(g) 
P.C.) 
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CHAPTER SIX  
RELEASE AND 
DISPOSITION 
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 PROPERTY AND EVIDENCE RELEASE/DISPOSITION GUIDELINES 
 

One of the critical functions of the Property and Evidence unit is ensuring the appropriate, 
timely, and lawful disposition of Property and Evidence.  This chapter provides 
guidelines on the disposition and purging of Property and Evidence, with emphasis on 
the classification of property, methods of disposal, and procedures for the disposition and 
purging of firearms, narcotics, currency, found and safekeeping property.   

  
A. Responsibility of Other Personnel 

 
Every time property is released or received, an appropriate entry on the evidence 
package shall be completed to maintain the chain of evidence. No property or 
evidence is to be released without first receiving written authorization from a 
supervisor or detective.  Request for analysis for items other than narcotics or drugs 
shall be completed on the appropriate forms and submitted to the Property and 
Evidence Technician. This request may be filled out any time after booking of the 
property or evidence. [Lexipol 804.6.1] 

 
B. Authorized Persons who may release property 

 
1.  The following persons may authorize the release of property, which has been 

placed in the Property and Evidence unit under the provisions of this manual. 
  

a.  The investigating officer, the assigned investigator, or the investigator's 
supervisor. 

  
b.  The Property and Evidence Technician.  
 
c.  A magistrate. 
  
d.  The District Attorney. 

  
2.  Property will be released by appointment.  

 
C.  Court Disposition, Authority and Statute of Limitations 

 
 The Court Disposition will serve as a primary source document and authority for 

the release or appropriate disposal of property (except search warrant cases). The 
Court Disposition describes only the final dispositions within the Criminal Justice 
System. 

  
1.  Frequently property/evidence may be retained in cases with multiple 

defendants; yet, Court Dispositions describe only one individual per report. 
Care must be taken in reviewing reports to ensure that the property proposed 
for release or disposal is no longer needed for additional suspects' trials. 

  
2.  In addition to the Court Disposition, the Criminal Justice computer may be 

queried and a printed copy of dispositions produced. The same rules and 
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dispositions described below apply to the CJIC inquiries. If a decision to 
dispose or release property is made as a result of an inquiry, the printed copy 
of the inquiry will be scanned into the Property Management System as 
authority for the action.   

 
3.  Property seized pursuant to a search warrant shall only be disposed/released 

under the authority of a court order.  All property or things taken on a warrant 
must be retained by the officer in his custody, subject to the order of the court 
to which he is required to return the proceedings before him, or of any other 
court in which the offense in respect to which the property or things taken is 
triable (1536 PC).  

 
4.  All evidence or property collected in homicide cases will be stored until 

disposition is directed by the investigating officer, the court or the DA’s 
office. Property/evidence may be released, however, if the following 
conditions are met: 

  
a. All court action involving any suspects must be final and the District 

Attorney and investigating officer must have approved the release. 
 

5.  All evidence or property involving sexual assault cases where there are no 
suspects and no leads will be maintained according to the statute of 
limitations. If after expiration of the statute of limitations, there are still no 
leads or suspects, the property can be disposed of.  

 
6. In felony cases where there are no suspects or leads, evidence will be 

maintained for three (3) years and depending on the type of crime and 
according to the statute of limitations. After expiration of the statute of 
limitations, if there are no leads or suspects, the evidence can be disposed of.  

  
7. In misdemeanor cases where there are no suspects or leads, evidence will be 

maintained for one (1) year. If after one year there are no leads or suspects, 
the evidence can be disposed. 

  
8.  Any misdemeanor or felony case involving property wherein the District 

Attorney approves disposal of evidence in the interest of justice prior to the 
expiration of the Statute of Limitations may be released or destroyed. 

  
9.  All evidence retained or requested to be retained for civil litigation involving 

the City of Pomona shall not be released or destroyed without prior approval 
of the City Attorney’s office. The request for civil retention must be in 
writing. 

 
10. All cases involving property from a homicide, embezzlement of public funds 

and falsification of public documents must be retained indefinitely. 
11. Statute of limitations is only in effect when a suspect has NOT been 

established and there is no warrant issued. 
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D.  Ultimate Disposition/Release of Property and Disposition Classifications 
 

1. Unless otherwise governed by provisions of law, the Detective assigned to the 
follow-up stage of the investigation has final authority regarding the 
disposition of property or evidence held by this Department.  Where no 
detective is assigned to a case involving property held by this Department, the 
Detective Sergeant in charge of the detail, or his designee, shall make the final 
decision as to the disposition of property in a manner prescribed by law.   

 
2. Detective's Responsibility - It is imperative that the assigned Detective either 

dispose of property, or release it to the rightful owner, as soon as practical.  
The release of property may be authorized by the Detective signing off in the 
Property Management System, by the Detective Case Disposition Request, or 
by email to Property personnel.  The Detective must indicate to whom the 
property is to be released and when. 

 
3. Property Room Responsibility - When the Property Room receives approval 

to release property and prior to mailing a letter for release, the Property and 
Evidence Technician must first verify that the evidence/property items to be 
released are still in custody.  In the event that the property has already been 
released, placed into court evidence, or sent to the crime lab, the assigned 
detective will be notified of its location. 

 
a. Upon verifying that the evidence/property is presently in custody, the 

letter for release can be mailed.     
 

b. It is the responsibility of The Property and Evidence Technician to 
monitor the "Letters Sent" on a weekly basis, and to see to it that evidence 
is properly disposed of in a timely manner.  If property/evidence is not 
picked up within 30 calendar days, it will be disposed of in accordance 
with policy. Prisoner Bulk shall be picked up within 60 days. 

 
4. General Release Guidelines of Stolen or Embezzled Property 

 
a. The person claiming ownership must produce personal identification, as 

well as satisfactory proof of ownership of the property. 
 
b. The person claiming ownership must contact the Detective assigned to the 

case, as the Detective has final authority to release the property. 
 
c. The Detective is not required to release property to a claimant if it has any 

evidentiary value in a prosecution. 
 
d. If the person from whom the property was seized wishes to be heard, the 

Detective must conduct an informal hearing to determine ownership. 
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e. In the event that the Detective is unable to conclusively determine 
ownership, the parties in contention should be advised to seek judicial 
determination of ownership.  (Penal Code Section 1408-1413). 

 
f. A complete photographic record of returned stolen or embezzled property 

must be made by the handling detective and retained.  (P.C. 1413(b)). 
 

5.  Convicted 
  

a.  If the case has been appealed, the property will be maintained pending a 
disposition of the appeal. The Court Disposition will be referenced and 
the Property and Evidence Technician will update the Property 
Management System.  

 
b. If the case is not appealed and all of the charges have dispositions, the 

Property and Evidence Technician will release or dispose the property 
according to the Detective’s case disposition. If there is no case 
disposition, the Property and Evidence technician will notify the assigned 
detective or the DB Sergeant to determine if the property can be released 
or disposed of. 

  
c. If there are still outstanding charges against a defendant (and the 

individual is within the court system) the property will be held pending 
the disposition of the charge. 

  
6.  Dismissed Per PC 1203.4 or Dismissed for Insufficient Evidence 

  
a.  The Property and Evidence Technician will contact the assigned 

investigator to determine if the charges have been re-filed. If the case is 
still active, the Property and Evidence Technician will update Property 
Management System to reflect the current status and the property will be 
held pending the disposition of the charge. 

  
b. If charges will not be re-filed, the Property and Evidence Technician will 

dispose/release the property evidence as instructed by the investigating 
officer. 

  
7.  Committed  
 
 The individual has been sentenced and committed to custody in a jail facility. 

Send appropriate letters and dispose/release any property or evidence per 
normal procedure. 

 
 
8.  Diversion 
 
 Individuals are frequently directed to participate in diversion programs. In 

cases prior to 1997, retain the property until the defendant completes the terms 
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of the program. In cases from January 1, 1997, per the District Attorney’s 
office, evidence no longer needs to be held for duration of diversion. These 
cases are automatically a guilty plea and the property can be disposed of. 

  
9.  Proceeding Suspended 
  
 Disposition most often describes proceedings that were suspended to permit 

medical or psychiatric evaluation. Property and evidence should be preserved 
until the case receives a final disposition. 

  
10.  Detention Only - No Charges Filed or Dismissed in View of Plea. 

  
a.  The Property and Evidence Technician will contact the investigator for 

the release/disposal of the evidence or property. 
  

11.  Transfer of Evidence for Prosecution 
  

a.  The Property and Evidence Technician will contact the handling 
Detective who will determine property transfer requirements. The chain 
of custody will be signed by the handling Detective and receiving agency. 

  
b.  The handling Detective will also determine, through the court officer if 

the property will be required for further court evidence. 
  

13.  Juvenile Dispositions 
  

a.  The Property and Evidence Technician will receive one of the following 
notices from the Juvenile Court. 

  
1)  Affidavit, which describes the disposition of the case. 
2)  Case Disposition from the Juvenile Probation Department indicating 

the final disposition. 
  

(a)  Property/Evidence cannot be released unless the final case 
disposition form is received or unless there is a final case 
disposition in the JAIN system. 

  
E.  Disposition (release and disposal) Instructions for Specific Classifications of 

Property 
  

1.  Found Property 
  

 The employee will attempt to determine and contact the owner of found 
property at the time the property is recovered. Notifying citizens that property 
is being held by the Pomona PD and can be released is the responsibility of 
the employee when the property owner is known. The Property and Evidence 
Technician will be responsible to notify owners in writing using the “Property 
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Notification letter” if ownership is discovered after the property has been 
placed into evidence. [APPENDIX A-12] 

  
 Pursuant to California Civil Code Section 2080.1 item(s) will be held for 90 

days. Finders wanting to claim the items need to complete the found property 
affidavit on the Field Property Receipt at the time the property is turned over 
to Pomona PD. Finders, after 90 days, may contact the Property and Evidence 
Technician for information on the procedure that must be followed to claim 
this property. Weapons and contraband cannot be returned to finders. 
[APPENDIX A-3] 

 
a.  Where owners are identified, the person will be called on the telephone 

and/or notification letter will be sent to the owner instructing them to 
contact the Property and Evidence Technician to schedule an appointment 
to claim their property. 

  
b.  The owner will be given 90 days to prove ownership and claim the 

property.  
 

1)  If the property is not claimed, it may be offered to the finder (unless 
the finder is a City employee). The claimant will be given 10 
working days to contact and claim the property. 

   
2)  Found property must be retained for a period of 90 days, after which 

it can be disposed of in accordance with Section 2080.4 of the Civil 
Code.  If the property is being claimed by the finder and the property 
is valued at $250.00 or more and no owner appears to claim the 
property within 90 days, the property and evidence unit may publish 
a notice of found property in the local newspaper which may be at 
the expense of the finder for 1 day.  If the owner fails to claim the 
property after seven days from being published, the property will be 
turned over to the finder. Refer to 2080.3 of the California Civil 
Code.   
 
If the property is valued at less than $250.00 and no owner appears 
to claim the property within 90 days, the property will be turned over 
to the finder (if claimed) or otherwise disposed of as unclaimed 
property.   
 
NOTE:  Firearms and contraband will not be released to the finder. 

 
 3)  If the property is not claimed, the finder is legally entitled to the 

property after paying the advertising costs. 
  
4)  All unclaimed property will be auctioned, disposed of, or acquired 

for City use. 
  
5)  Release to finder: 
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(a)  The person will present satisfactory identification and must 

sign the property release prior to releasing the property to 
them. 

  
(b)  The appropriate disposition entry will be made in the Property 

Management System. 
  
(c)  The Property Release is maintained in the Property 

Management System. 
 

6) If the property in question is contraband, provisions for destruction 
must be made in accordance with departmental policy. 

 
7) If the property is of value and not claimed, it may be allocated for 

auction according to law. 
 
8) With the Chief of Police approval, property suitable for use by the 

Police Department or any other city department may be retained for 
departmental use when the property is ready for disposition. 

 
9) Bicycles must be retained for a period of 90 days in accordance with 

Section 2080.3 of the Civil Code.  Bicycles that have been signed-
off for disposal will be donated to a non-profit organization or 
released to the city’s contracted auction company. 
 

 2.  Safekeeping and Bulk 
  

a. Property that is being held for safekeeping shall be returned to the legal 
owner upon request or by legal mandate. Items must be claimed WITHIN 
60 DAYS by the owner or the owner’s representative with written 
authorization from the owner and photo identification.  AFTER 60 
DAYS, items will be disposed of pursuant to 2080.10 CC without further 
notice. All perishable food items and open containers of alcohol will be 
destroyed at intake. 

  
b.  Upon receiving property for safekeeping, the Property and Evidence 

Technician shall do the following:  
 

1)  Conduct a CLETS check on all serialized property to determine if it 
is stolen. 

  
(a)  Send the “Firearm Received for Temporary Custody” 

notification to the investigating officer for follow up. 
[APPENDIX A-10] 
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2)  Property (except firearms) not claimed within 60 days is to be 
considered abandoned by the owner and disposed of per 2080.10 
CC. 

  
3)  Release to the owner: 
  

(a)  The owner must present a photo I.D. or other satisfactory 
proof of identification. 

  
(b)  The owner must sign the property release form. 
 
(c)  The Property Management System under the involved case 

report number must be updated showing disposition of 
property. 

  
(d)  The Property Release is maintained in the Property 

Management System.  
  

c.  All other types of property held for safekeeping shall be returned to the 
owner as soon as possible. 

  
3.  Request for Pomona PD to Destroy Property  

 
a. Personal property is voluntarily surrendered and requested to be 

destroyed. The person declares that they are the lawful owner and/or have 
the legal authority to make this request and that they hold harmless the 
city, its officers, agents, employees, and volunteers from and against any 
and all claims, actions, damages, and liability, direct or indirect arising 
from its destruction. 

  
b. Cases in which the firearm(s) was accepted from a family member, due to 

concerns for the safety of the owner, every effort will be made to contact 
the concerned family member prior to the release of the firearm(s). 
Notification will be the responsibility of the Detective assigned to the 
case.  

 
4.  Domestic Violence 

  
a.  Firearm(s) or other deadly weapon(s) seized pursuant to 12028.5(b)(f) PC 

will be held a minimum of 48 hours. If the weapon(s) is not retained for 
use as evidence related to criminal charges brought as the result of the 
domestic violence incident or unlawful possession the firearm(s) or 
weapon(s) shall be made available to the lawful owner not later than five 
business days after the seizure UNLESS POMONA PD has reasonable 
cause to believe that the return of the firearm(s) or other deadly weapon(s) 
would be likely to result in endangering the victim or reporting person in 
the case and the City Attorney petitions the court to determine if the 
firearm(s) or other deadly weapon(s) should be retained or returned.  The 
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Property and Evidence Technician will do the following upon receiving a 
firearm taken pursuant to this authority:  

 
1)  Conduct a criminal history and a Mental Health Firearm 

Prohibition check on the owner or person from whom the weapon 
was taken. 

  
(a)  If the owner is not legally entitled to the weapon under the 

provisions of 12001.6, 12021.1, 12021(c)(1), 12021(c)(2), and 
12021.5 P.C., it will be destroyed per 12028 PC. 

  
(b)  If the owner is prohibited from owning or possessing a 

weapon, he/she will be given thirty (30) days to arrange the 
sale of the weapons to a licensed firearms dealer. After the 30 
days have expired, the weapons will be destroyed per 12028 
P.C. 

  
2)  Conduct a CLETS check on the firearm to determine if it is stolen. 
  

(a)  If stolen, refer case to the Investigations Bureau. If the owner 
cannot be found, the weapon will be destroyed per 12028(f) 
P.C. upon court adjudication. 

  
3)  Make the necessary CLETS or Crime Gun entries.  
  
4)  Mail a Procedure for Firearms Release notification letter via 

certified mail.  
  
5)  Release the weapon to the owner. 
  

(a)  The owner must present a Department of Justice Gun Release 
form as required by 12021.3(g) P.C. 

  
(1) The owner must present a photo ID and provide proof 

of ownership if requested. 
  

(b)  The owner must sign the firearm release request and the 
Pomona PD property release form and provide a lockable case 
to transport a handgun from the building. 

  
(c)  The Property Management System under the involved case 

report number must be updated showing released to owner 
property disposition. 

  
(e)  The Property Release is maintained in the Property 

Management System. 
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(g)  Firearms and ammunition will not be released on the same day. 
Exceptions may be made for extenuating circumstances upon 
approval of the investigation detective.  

 
(h)  Firearms not claimed after 180 days will be disposed of 

pursuant to statue.  
 

5. Release of Firearms 
 

a. The handling Detective shall identify the owner of the firearm and 
authorize the release. 

 
b. Per PC 33855, the owner of the firearms must complete the Law 

Enforcement Gun Release Application at: www.ag.ca.gov/firearms or 
http://oag.ca.gov/sites/all/files/agweb/pdfs/firearms/forms/legr.pdf? And 
submit the application to the Department of Justice (DOJ). [APPENDIX 
A-13 AND A-14] 

  
c. If DOJ approves the application, the owner must bring the original 

approval letter to the Police Department to retrieve the firearm.  If DOJ 
rejects the application, the firearm will not be released.   Any unclaimed 
firearm may be disposed of by a law enforcement agency or court 180 
days after the owner has been notified that the firearm is available for 
return.  
 

d. If the firearm was taken per WIC5150, in addition to the aforementioned 
steps, the owner must also petition the mental health court for approval to 
possess a firearm and provide a Court Order to the Property and Evidence 
Technician in order to release.  

 
e. Unclaimed Firearms held by the Department are disposed of two separate 

ways: 
 

1) After retention for not-less-than 180 days, where no rightful owner 
has been found, and/or the firearm has been ordered destroyed by 
the courts, it will be destroyed in a manner prescribed by law.  
(12032 Penal Code) 

 
2) After retention for not less than 180 days, where no rightful owner 

is found, and/or the firearm is ordered destroyed by the courts, it 
may be retained for departmental use, (12032 Penal Code), using the 
appropriate Departmental Use process.  

 
 

f. Release Safety Precautions 
 

http://www.ag.ca.gov/firearms
http://oag.ca.gov/sites/all/files/agweb/pdfs/firearms/forms/legr.pdf?
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1) For security reasons, ammunition and a firearm shall not be released 
on the same day to the same person or to two different people who 
are associates.   

 
2) Ammunition seized with a firearm shall normally be destroyed 

rather than released unless the person objects or unless a court orders 
otherwise.   

 
3) As used in this paragraph, ammunition shall include all types of 

fixed ammunition and gun powder.  The same logic may be used to 
require separate release dates for other dangerous weapons and 
necessary elements for their operation; air guns and pellets, 
blowguns and fletchettes, bows and arrows, spear gun and spears, 
and tasers. 

 
6.  Safety of Others / Mental Health Evaluation 

  
 Firearms or other weapons that are confiscated under the provisions of 

5150/5250 W&I are held in storage pending disposition release by a Court 
Order (8102 W&I). The Department has 30 days from the date the detained 
person is released from the examining health facility to initiate a petition in 
Los Angeles County Superior Court to determine whether the return of 
firearm(s) or deadly weapon(s) would result in endangering the detained 
individual or others. They will be notified in writing if such a petition is filed 
and of their right to a hearing on this issue. If the Department initiates such a 
petition, they will have 30 days to respond to the Los Angeles County Clerk 
to confirm whether they desire a hearing before a judge on this matter. If they 
do not respond to the Clerk within 30 days from the date the petition is 
initiated, a default order will be issued and the confiscated firearm(s) will be 
destroyed. 

  
a.  The Property and Evidence Technician maintains an active file on all 

weapons confiscated under 5150/5250 W&I and is responsible for 
working with Investigations Bureau and the District Attorney's office for 
their disposition. The District Attorney will provide recommendations as 
to the disposition of the weapon(s) based on the totality of the 
circumstances and past criminal or violent behavior. 

  
1)  The Property and Evidence Technician will conduct a criminal 

history check on the owner and then conduct a CLETS check on the 
firearm to determine if the weapon is stolen. 

  
(a)  Make the necessary Crime Gun and CLETS entries. 

  
b.  If a court order is obtained for release, all firearms and weapons shall be 

returned to the person specified in the Court Order.  
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1)  The Property and Evidence Technician will attach the Court Order 
to the firearms release request and maintain a copy for the original 
case file. 

  
2)  The Property and Evidence Technician will contact the person who 

is to receive the weapon(s) mail with instructions on how to obtain 
the Department of Justice Gun Release form and appointment 
times. 

  
3)  The weapon(s) will only be released to the person specified in the 

Court Order who presents a Department of Justice Gun Release 
form as required by 12021.3(g) P.C. 

  
(a)  The person must present a photo ID. 
  
(b)  The person must sign the property release form. 
  
(c)  The Property and Evidence Technician must update the 

Property Management System.  
 

c.  If the weapon is not claimed within a one-year period the weapon will be 
declared a nuisance and destroyed under the provisions of 12028 PC. 

  
d.  If a court order is obtained for destruction, the firearm will be destroyed 

as stated under disposal guidelines. 
  
e.  The Property and Evidence Technician shall monitor the cases for their 

status by working with the Investigations Bureau and the District 
Attorney’s office.  

 
7.  Recovered Property 

  
a.  Pursuant to Penal Code Section 1413, satisfactory proof of ownership, 

photo identification, and a signed Declaration of Ownership under penalty 
of perjury is required before the property will be released to a person or 
claiming to be the true owner. To assert a claim of ownership to the 
property the person must notify the Department Property and Evidence 
Technician within 15 days of notification to prevent delivery of the 
property any other person claiming ownership. If they do not respond 
within 15 days from the date of notification the property may be returned 
to the person claiming to be the owner or disposed of without further 
notice. 

  
1)  Property may be released by the Property and Evidence Technician 

to the rightful owners prior to the conclusion of a trial at the direction 
of the investigating Detective, under the authority of a Court Order, 
or upon the written authorization of the representing District 
Attorney. 
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b.  Prior to release, a picture of the property and the owner will be taken by 
the investigating Detective. 

  
c.  The owner must sign a Declaration of Ownership and agree to neither 

destroy, sell, or give away the property until the conclusion of legal 
proceedings. 

  
d.  The person from whom the property was taken will have already received 

written notification (Field Property Receipt) of their right to claim the 
property. 

  
1)  A copy of the Declaration of Ownership and the Field Property 

Receipt will be maintained with the original case file. 
  
2)  If a claim has been made, the magistrate will determine ownership.   

 
e. The Property and Evidence Technician shall have the person claiming the 

property electronically sign for the release.     
 

1) The person must present a photo ID. 
 

8.  Search Warrant 
  

 Property taken under the authority of a search warrant may be released under 
the following conditions: 

  
a.  Property, which is introduced in court as evidence, is placed beyond the 

control of the Department and will, thereafter, be disposed of pursuant to 
the orders of such court. 

  
b.  The disposal of property which has been obtained by means of a search 

warrant may be effected by order of the judge which has jurisdiction or 
by following the procedures outlined in Penal Code Section 1413. 

  
c.  A magistrate or trial judge may order the disposal of stolen or embezzled 

property or property which was obtained by means of a search warrant, as 
set forth in Penal Code Sections 1408-1410, 1411, 1418, and 1536, prior 
to court adjudication. 

  
1)  The investigating officer will seek the release of property with the 

assistance of the District Attorney's Office. 
  
2)  Once a Court Order is obtained, the Property and Evidence 

Technician will release only that property described in the Court 
Order.  
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(a)  The property release form is completed by the investigating 
officer or the Property and Evidence Technician, itemizing 
the property to be returned. 

  
(b)  The person receiving the property must present a photo ID.  
 
(c)  The person receiving the property must sign the property 

release form. A copy of the form is maintained in the original 
case file after scanned into Laserfische. 

  
3)  The Property and Evidence Technician must update the Property 

Management System.  
 

9.  Non-Essential Property as Evidence  
 

a.  With the concurrence of the District Attorney, property which is not 
essential to a prosecution or a future prosecution shall be promptly 
released, whenever possible to the owner.  

 
1)  Prior to release of property to the owner, a photograph of the 

property will be taken for court presentation by the investigating 
detective. 

  
2)  Property which has no investigative value as determined by the 

District Attorney may be destroyed upon completion of the 
investigation (e.g., glass shards or a mutilated bullet which is useless 
for comparison purposes). 

  
b.  Property which has been held as evidence, but not introduced during the 

trial, shall be released to the owner upon receipt of a court disposition, 
provided the prescribed time for appeal has elapsed. 

  
1)  In misdemeanor cases, thirty (30) days shall be allowed for an 

appeal; and in felony cases, sixty (60) days. Refer to California 
Rules Court section 182 subsection A and section 31 subsection A.  

 
c.  Property that has been held as potential evidence shall be disposed of in 

accordance with the provisions of this manual where appropriate.  
 

1)  In all cases, the person who receives the property must present a 
photo ID. 

  
2)  The property release form must be signed by the person accepting 

the property and copy forwarded to the original case file after 
scanned into Laserfische. 

  
3)  The Property and Evidence Technician will update the Property 

Management System listing the status or disposition of the property.  
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10.  Court Releases  

 
a.  When the Property and Evidence Technician is contacted by the person 

needing evidence for court, the items needed shall be pulled from its 
storage location to await pickup.  

 
b.  When the person picks up the evidence, they must complete the chain of 

custody section for each item, electronically signing for the release of the 
listed items to their possession.  

 
1)  A checked out entry will be made in the automated system. When 

the property is returned, a checked in entry is made to the system. 
  

c.  All firearms that are released for court will be boxed.  
 

11. General Release of Property 
 

a. Any time evidence/property is released to an individual, the recipient must 
electronically sign for the property. 
 

 DISPOSAL OR DESTRUCTION GUIDELINES  
 

A.  Property held by this department shall be disposed of in a manner authorized by 
statute. All property not held for evidence in a pending criminal investigation or 
proceeding where the owner has not been located or fails to claim the property 
pursuant to the timelines established by Department policy, may be disposed of in 
compliance with existing laws upon receipt of proper authorization for disposal. 

  
1.  When there are two or more defendants involved in a criminal case, property 

will not be disposed of until all defendants' trials have been adjudicated. 
  
2.  Property shall not be disposed of until the period for appeals has closed and 

all appeals have been concluded.  
 

3.  The Property and Evidence Technician shall not dispose of property until the 
end of the time period established by departmental policy for holding the item; 
e.g., evidence, found, and property held for safekeeping/bulk, etc. 

  
4.  If the person from whom custody of the property was taken is a secondhand 

dealer or licensed pawnbroker and if the owner of the property cannot be 
located at the end of the criminal proceeding, the property shall be returned 
to the secondhand dealer or pawnbroker with authorization from the handling 
Detective. 

  
5.  In all cases where property is destroyed, the Property and Evidence 

Technician shall delete information in the appropriate State Department of 
Justice computer file concerning each item of serialized property that is 
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authorized for disposal. In addition, the Property and Evidence Technician 
will update the Property Management System. 

  
6.  Property will be disposed of by the Property and Evidence Technician when 

the office receives a written property release authorization from the assigned 
investigator, court instructions/dispositions/procedures according to law, or 
written instructions from the District Attorney's office. 

 
7. It is the investigating Detective’s responsibility to fill out a case disposition 

form for each case number.  This disposition form will let the Property and 
Evidence technician know what to do with the property before and after court 
or whether or not the case has been filed. 

 
8. If the case disposition form has not been received, the Property and Evidence 

Technician’s responsible for notifying the appropriate Detective to request 
the case disposition form.   

  
9.  Investigations Supervisors and their assigned Detectives shall be responsible 

for disposition follow-up for investigators who have been reassigned. 
  

B.  Destruction of Property Pursuant to a Court Order 
  

1.  Property will be destroyed as instructed in the court order. 
  

C.  Statute of Limitations 
  

1.  In misdemeanor cases, the statute of limitation is one year when the case file 
report indicates no suspect and the property has little or no value. After review 
by the assigned investigator, it will be disposed of after one year.  

 
2.  Property in felony cases (except homicides, embezzlement of public funds or 

falsification of public funds) will be disposed of after the statute of limitations 
has expired, the case file report indicates no suspect, and the investigating 
officer recommends disposal. Property from homicides, embezzlement of 
public funds or falsification of public funds will be retained indefinitely, 
except when disposal or release is authorized by the investigating officer with 
concurrence from the District Attorney or the court.  

 
D.  Disposition of Property for Destruction 

 
1. The case disposition is signed off by the handling Detective. 
  
2.  Property of little or no auction value can be disposed of in a locked dumpster, 

except as otherwise directed below.  
3.  Metal objects can be placed in the scrap metal dumpster located at the City 

Yard. 
  
4.  Papers of a sensitive nature shall be shredded.  
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5.  Alcoholic beverages shall be poured down the drain by the Property and 

Evidence Technician before disposing of the container in the trash.  
 
6.  Property of value (except firearms, money, ammunition and drugs) will be 

sold at auction or designated for Departmental use. 
  
7.  Pursuant to legal requirements, firearms will be destroyed or designated for 

Departmental use. 
8.  Ammunition will be disposed of through Department resources or designated 

for Department use. 
  
9.  Controlled substances and drug paraphernalia will be burned or disposed of 

at an authorized, licensed facility. 
  
10.  Hazardous materials will be disposed of through a hazardous disposal firm. 
  
11.  Weapons declared by law to be nuisances (Penal Code §§ 12028, 12029, 

12251) shall be destroyed in accordance to law. Other weapons (excluding 
firearms) will be destroyed along with firearms. 

  
12.  Fireworks will be turned over to the Los Angeles County Fire Department for 

incineration or detonation. 
  
13.  All unclaimed money will be deposited in the City of Pomona General Fund 

or Asset Forfeiture Fund, except rare coins or foreign money, which will be 
sold at public auction. 

  
E.  Disposition of Firearms 

  
1.  Retained for departmental use 

  
a.  The Chief of Police shall authorize in writing all firearms retained for 

official use by the department. The authorization will be retained in the 
original case file. 

  
b.  A certificate of retention must be obtained from a magistrate or the 

District Attorney authorizing the retention of the firearm(s).  
 
c.  City Purchasing Division must assign an inventory number to the 

firearm(s).  
 
d.  The make, model, and serial number are recorded in the Department's 

weapon inventory log maintained by the Department Rangemaster.  
e.  The Property and Evidence Technician will be responsible for notifying 

the California Department of Justice is notified through CLETS. 
  

2.  Destruction 
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a.  It will be the responsibility of the Property and Evidence Technician to 

schedule a gun destruction annually. When guns are ready for disposition 
and authorized for disposal, the following will occur: 
 
1) The weapon shall be moved from its assigned location to the 

assigned Destruction Box and the movement shall be entered into 
the Property and Evidence database and the Property and Evidence 
hard copy of the report. 

 
2) A Firearm destruction list is generated for each destruction box and 

taped to the top of the sealed box indicated the contents of each box. 
The list will include:  Item number, box number, description of the 
firearm, serial number and case number. 

 
3) A copy of each list is made and presented to the Records Manager 

and Division Commander before destruction.  This list is presented 
to the Executive Command Staff for any weapons that may be 
retained for Departmental use.  Any firearms retained for 
Department use will be entered into the Property and Evidence 
database as such and the Automated Firearms System (AFS) by the 
Property and Evidence personnel. 

 
4) Property and Evidence shall make arrangements with the SWAT 

team or DESIGNATED ALTERNATIVE TEAM to be escorted to 
the destruction site on a day that an appointment can be made and 
most suitable for either team. 

 
5) The SWAT or DESIGNATED ALTERNATIVE TEAM Lieutenant 

or Sergeant will make arrangements to schedule the appropriate 
number of officers to accompany him or her to the disposal site.   

 
6) Firearms shall be destroyed by designated facility.  
 
7) Property and Evidence personnel are responsible for entering the 

destroyed weapons into the Automated Firearms System (AFS) and 
final disposition of the weapon will be entered into the Property 
Management System.  

 
8) The original weapons for destruction list shall be maintained by the 

Property and Evidence unit for no less than five years.    
  
 

F.  Destruction of Ammunition  
 

1. Ammunition for disposal must be signed-off by the Detective per case 
disposition form.  In the case of Found Property, the Property and Evidence 
Technician may sign-off the ammunition after 90 days. 
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2. The ammunition will be released to the range for destruction.  The Property 

and Evidence Technician will call the Rangemaster to pick up the 
ammunition. 

 
3. The Property Technician will enter the disposition into the Property 

Management System. 
 

  G.  Destruction of Narcotics 
  

1.  Controlled substances and narcotic paraphernalia (Health & Safety Code § 
11474, etc.) will be destroyed by the Property and Evidence Technician after 
receiving authorization for such disposal in a manner prescribed by law. 

 
2. The Property and Evidence warehouse contain an interim location for 

“Narcotics for Destruction.”  It will be the responsibility of the Property and 
Evidence Technicians to prepare and schedule an annual narcotic burn.  When 
narcotics are ready for disposition and authorized for disposal, the following 
will occur: 
 
a. The narcotics shall be moved from its assigned location to the assigned 

Destruction Box and the movement shall be entered into The Property and 
Evidence database and on the Property and Evidence hard copy of the 
report. 

 
b. A narcotic destruction list which is computer generated is taped to the top 

of the sealed narcotic box indicating the contents of each box. The list will 
include:  Item number, box number, description of the narcotic, weight, 
bar code and case number. 

 
c. A copy of each list is made and presented to the Records Manager and 

Division Commander before destruction with a Court Order attached for 
the Judge to sign.  An order encompassing all items to be destroyed shall 
be presented to the court for destruction/authorization. 

 
d. Once the court order is signed by a Judge, Property and Evidence 

Technicians shall make arrangements with the SWAT team or 
DESIGNATED ALTERNATIVE TEAM to be escorted to the destruction 
site on a day that an appointment can be made and is most suitable for 
either team. 

 
e. Property and Evidence Technicians shall complete a Narcotics Manifest 

and attach it to the approved Disposal List and Court Order.  Prior to 
transportation to SERRF, the narcotics are weighed by category (gross 
weight) and documented on the manifest. [APPENDIX A-20] 

 
f. The Division Commander and a Lieutenant will perform a random check 

on the boxes against the Narcotic Destruction List on the destruction day 
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prior to loading the narcotic boxes on the truck.  Once completed all boxes 
shall be resealed. 

 
g. The SWAT or ALTERNATIVE TEAM Lieutenant or Sergeant will make 

arrangements to schedule the appropriate number of officers to hire to 
transport the narcotics to the disposal site.  SERRF requires a minimum 
number of armed sworn officers based on the amount of narcotics for 
disposal.  Six armed, sworn officers are required for amounts of 500 lbs. 
or more; two are required for any amount below this threshold. 

 
h. Narcotics shall be destroyed by the City of Long Beach, Southeast 

Resource Recovery Facility (SERRF). 
 
i. Property and Evidence personnel are responsible for entering the final 

disposition of the narcotic into the Property and Evidence database.  
 
j. The disposition of the narcotic will be entered into the Property 

Management System. 
 
k. The original narcotics for destruction list shall be maintained by the 

Property and Evidence unit for no less than five years. 
  

H. Exceptional Dispositions 
  

1.  The following types of property shall be destroyed or disposed of in the 
manner, and at the time prescribed by law, unless a different disposition is 
ordered by a court of competent jurisdiction. [Lexipol 804.7.1] 

  
a.  Weapons declared by law to be nuisances (Penal Code §§ 29300; 18010; 

32750). 
  
b.  Animals, birds, and related equipment that have been ordered forfeited by 

the court (Penal Code § 599a) 
  
c.  Counterfeiting equipment (Penal Code § 480) 
  
d.  Gaming devices (Penal Code § 335a)  
 
e.  Obscene matter ordered to be destroyed by the court (Penal Code § 312) 
  
f.  Altered vehicles or component parts (Vehicle Code § 10751)  
 
g.  Narcotics (Health & Safety Code § 11474, etc.)  
 
h.  Unclaimed, stolen or embezzled property (Penal Code § 1411) 
  
i.  Destructive devices (Penal Code § 19000) 
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I. Currency 
 

1. Currency that has been retained for Best Evidence and is authorized for 
release will be released directly to the owner or deposited into the General 
Fund or Asset Forfeiture Fund. Collector or Foreign currency shall be 
auctioned when ready for disposition. 

 
2. The Property room contains an interim location for currency.  Currency is 

kept in the Safe which is located in the Property and Evidence office.  It will 
be the responsibility of Property Room Technicians to schedule a transfer of 
funds to the Treasurers anytime the safe exceeds $10,000 with the exception 
of Best Evidence. 
 
a. The Property and Evidence Technician will review the currency 

envelopes in the safe that have not been released or returned to owner 
(with the exception of Best Evidence) and create a deposit Treasurers 
Receipt (TR) that includes the case number and currency amount for each 
case being deposited into the Police Held Money Fund account (PHMF) 
or General Fund account. 

 
b. All Treasurers currency deposits shall be prepared and verified by the 

property and evidence technician and transported to the City Hall 
Treasurers Department by two Property and Evidence Technicians.  Large 
envelopes of currency shall be sealed and initials by both property and 
evidence technicians prior to the transportation of the deposit. 

 
c. The large currency envelope shall be unsealed by the cashier in the 

Treasurers Department and all currency within the envelope shall be 
counted in the presence of both Property and Evidence Technicians.  At 
no time shall the currency be left out of site before the final count is 
verified. 

 
d. A receipt for the deposit must be given to the Property and Evidence 

Technicians at the time of deposit and before leaving the cashier. 
 
e. The Property Management System will be updated to show that the 

currency was deposited with the Treasurer Department. 
 
f. If a Detective authorizes the release of a currency item after it has been 

deposited, Property personnel will request the Finance Department to 
send a check to the owner from the PHMF account. 

 
g. Foreign currency shall be stored in the safe, separate from U.S. currency.  

Upon approval for disposition, foreign currency shall be release to the 
owner or sent to auction (with the approval of the Finance Director).  
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h. Counterfeit money shall be stored in a 6x9 evidence envelope and placed 
with all other evidence.  Counterfeit money shall not be stored in a 
currency envelope in the safe. 

 
J. Disposal of Digital Media Storage Devices 
 

1. Before a device (e.g., computer, smart phone, and tablet) can be auctioned, its 
hard drives or storage media shall be removed and destroyed. Contact central 
stores to set up media removal process.   

 
K. Retention of Biological Evidence 

 
1. The Property and Evidence Technician shall ensure that no biological evidence 

held by the Department is destroyed without adequate notification to the 
following persons, when applicable: 
 
a.  The defendant 
b.  The defendant's attorney 
c.  The appropriate prosecutor and Attorney General 
d.  Any sexual assault victim 
e.  The Investigative Services Division supervisor 
 

2. Biological evidence shall be retained for a minimum period established by law 
(Penal Code § 1417.9), or the expiration of any sentence imposed related to the 
evidence, whichever time period is greater. Following the retention period, 
notifications should be made by certified mail and should inform the recipient 
that the evidence will be destroyed after a date specified in the notice unless a 
motion seeking an order to retain the sample is filed and served on the 
Department within 90 days of the date of the notification. A record of all 
certified mail receipts shall be retained in the appropriate file. Any objection to, 
or motion regarding, the destruction of the biological evidence should be 
retained in the appropriate file and a copy forwarded to the Investigative 
Services Division supervisor. Biological evidence related to a homicide shall 
be retained indefinitely and may only be destroyed with the written approval of 
the Chief of Police and the head of the applicable prosecutor's office. Biological 
evidence from an unsolved sexual assault should not be disposed of prior to 
expiration of the statute of limitations. Even after expiration of an applicable 
statute of limitations, the Investigative Services Division supervisor should be 
consulted and the sexual assault victim should be notified. [Lexipol 804.7.3] 

 
 
 
 

 AUCTION OF UNCLAIMED PROPERTY 
 

A.  Disposition of Unclaimed Property - Stolen or Embezzled property (Penal Code § 
1411)  
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1.  Property which has been found and not claimed within 90 days, stolen or 
embezzled property which has not been claimed by the owner within 15 days 
of notification, or in any case in which such notice is not given, after the 
expiration of 60 days has passed from the date of conviction, can be 
auctioned. 

  
2.  Under the provisions of 4603 CMC, any unclaimed property not governed by 

statute after being held 90 days from the date the owner was notified by mail 
to claim the property, shall be auctioned, destroyed, maintained for 
Departmental use, or donated to a non-profit organization.  

 
3.  Bicycles which have been unclaimed for a period of 90 days, instead of being 

sold at public auction, may be turned over to a non-profit agency with prior 
Council approval. 

  
B.  Auction of Unclaimed Property 

  
1.  The Property Room contains an interim location for auction items.  When an 

item is ready for destruction or release (and unclaimed), the item may be 
auctioned.  This item will be moved to the auction area and an auction tag is 
attached. [APPENDIX A-11]. 

 
a. The case disposition must be signed-off by the Detective. 
 
b. The property/evidence will be examined by Property and Evidence 

Technician to determine whether it should be auctioned or diverted for 
Departmental use. If the item is something the Department could use, or 
there is a request for, the Property and Evidence Technician shall notify 
the Records Manager. 

 
c. The Property Management System is updated to show the 

property/evidence has been sent to auction. 
 
d. Prior to transfer, The Property and Evidence Technician will generate a 

Property Auction Manifest.  Included on the list are the case number, the 
auction tag, and a description of the property. [APPENDIX A-15] 

 
e. When the auction items are ready for pick-up, call the auction company. 
 
f. After the property/evidence has been picked up by the auction company, 

the Property Management System will be updated to show the final 
disposition of the property/evidence.  

 
C. Property Retained for Agency Use 
 

1. Upon adjudication of a criminal case, all unclaimed, found, safekeeping, 
evidence and property items may be retained and/or released to this 
Department, in lieu of public auction as provided by CC 2080.6 and PC 
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1411. A memorandum from the requester shall be forwarded to the 
Administrative Services Division Commander who shall request approval 
from the Deputy Chief or the Chief of Police.  Once approved, the Property 
and Evidence Technician shall scan the approval into the Property 
Management System, and release the item to the requesting unit.  The 
Property Management System shall be updated indicating the property has 
been Department utilized.  Any items that have a serial number shall be 
entered into the Department of Justice automated Firearms/Property system 
showing agency utilization. 

 
 APPEALS 

 
 A. Appeals period for Adjudicated Cases 

 
1. Evidence may NOT be released or disposed of prior to the adjudication of the 

case and the expiration of the appropriate appeals period following sentencing 
(30 days following sentencing on misdemeanors and 60 days on felony cases) 
in accordance with CRC 8.320 and CRC 8.782 (Rules of Court).  Pomona 
Police Department shall wait an additional 30 days beyond these dates to 
verify that no appeal has been initiated. 
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CHAPTER SEVEN  
INSPECTION, AUDITS 

AND INVENTORY 
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 PROPERTY INSPECTIONS, AUDITS AND INVENTORIES 
  

A. Property Room Inspections 
 

Inspections deal with safety, cleanliness, functionally, and efficiency related to the 
Pomona Police Departments Property and Evidence warehouse. 

 
1. The purpose of this inspection and audit shall be to determine that all 

procedures for the intake, processing, storage, transactions and final 
disposition of property and evidence under the control of the Pomona Police 
Department are being followed. In addition, the inspection and audit shall be 
used to ensure that all the property storage areas are kept in a clean and orderly 
condition, and that the integrity of all areas under the control of the Property 
and Evidence Technicians is maintained. 

 
2. On a quarterly basis, the Records Manager of the Property and Evidence 

unit shall make an inspection of the evidence storage facility and practices 
to ensure adherence to appropriate policies and procedures.[Lexipol 
802.8] 

 
3. When a specific issue is identified, a proposed resolution designed to ensure 

compliance with department policy shall be developed and forwarded to the 
Administrative Division Commander. 

 
4. All inspection records shall be retained based on the Records Retention 

Schedule. 
 

B. Property Room Audits 
 

Audits will be conducted on both a routine and random basis.  Audits will also be 
done when information is received that the integrity of the systems or facility is in 
question, when there is a change in the agency head, or when there is a change in 
Property and Evidence personnel.  Audits focus on the systems in place to locate, 
track, and account for items of property and evidence in the custody of the Pomona 
Police Department. To ensure that all standards and policies are routinely followed; 
evidence is protected from damage or deterioration; and appropriate chain of 
custody processes are utilized. [Lexipol 802.8] 

 
1. Property, weapons, money and controlled substances stored in the Property 

and Evidence warehouse must be audited on a quarterly basis to monitor the 
security of this property.  

  
2. The authorized designee (Records Manager) will audit the following types of 

property, along with the associated records, on a quarterly and random basis, 
in random groups of ten and focus on the systems in place to locate, track and 
account for all items in custody. All items selected shall be chosen randomly, 
without personal bias.  For example, a print out of all firearms or a specific 
model can be printed out on a spreadsheet where the auditor can highlight 
every 10 or 20 items until he/she selected 10 items to be audited. 
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a. Property (Ten case numbers containing property) 
 
b. Firearms (Ten case numbers containing weapons) 
 
c. Currency (Ten case numbers containing currency) 
 
d. Controlled Substances (Ten case number containing controlled 

substances) 
 

3. A comparison between the description in the Property Management System 
and the actual item(s) barcode will be made.  A review of packaged evidence 
seals for any evidence of tampering must be made.  If seals have been broken, 
the contents must be verified and documented prior to resealing. 

 
4.  Reporting Procedure 

  
 The Authorized Designee is responsible for documenting and reporting the 

quarterly audit results to the Administrative Services Division Commander.  
All audit procedures will be reported in writing and must be reviewed and 
signed by the person conducting the audit as well as the Administrative 
Services Division Commander. Any discrepancies discovered during the 
audit must be brought to the immediate attention of the Deputy Chief. A copy 
of the audit will be forwarded to the Deputy Chief. 

 
C. Inventories 
 

An inventory is an accounting of all items of Property and Evidence in the custody 
of the Pomona Police Department and a review of agency records.  Inventories will 
also be done when information is received that the integrity of the systems or 
facility is in question, when there is a change in the agency head, or when there is 
a change in Property and Evidenced personnel.   

 
1. Property and Evidence Personnel shall conduct a complete inventory at least 

once a year or anytime personnel changes are made. An inventory shall be 
started and completed in its entirety at the end of the calendar or fiscal year 
and all items in the evidence/property storage facility are accounted for and 
verified. 

 
2. Every item placed into the property system must be accounted for.  All 

property shall be included in the inventory process.   
3. Upon completion, the inventory shall be filed with the Records Manager. 
 
4. A copy of the inventory results shall be forwarded to the Administrative 

Services Division Commander, Deputy Chief and Chief of Police. 
5. If an item is discovered missing, a written report shall be filed to explain the 

discrepancy and its resolution.  Property and Evidence Personnel shall notify 
the Records Manager who will notify the Administrative Services Division 



 

111 

Commander, who will notify the Deputy Chief who will determine if an 
investigation is necessary. 

 
(Note: A full Property and Evidence inventory cannot be done until all 
property items have been barcoded and are included in the new Property 
Management System) 

 
6. INVENTORY SCHEDULE 

 
a. The below schedule shall be followed to ensure that inventories are done 

in a timely manner annually for all evidence:   
 

MONTH ITEMS LOCATIONS 
January Evidence Shelves Property Warehouse 
February Money Safe 
March Biological Refrigerator and Freezer 
April Biological  Refrigerator and Freezer 
May Guns Long Guns 
June Narcotics Narcotic Room 
July Narcotics Narcotic Room 
August Guns Handguns  
September Guns Handguns 
October Money Safe 
November Evidence Shelves Property Warehouse 
December Evidence Shelves Property Warehouse 
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CHAPTER EIGHT  

CALIFORNIA CIVIL 
CODES STATUTORY 

REQUIREMENTS 
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 2080 California Civil Code - Duties of Finder 
 

Any person who finds a thing lost is not bound to take charge of it, unless the person is 
otherwise required to do so by contract or law, but when the person does take charge of 
it he or she is thenceforward a depositary for the owner, with the rights and obligations 
of a depositary for hire. Any person or any public or private entity that finds and takes 
possession of any money, goods, things in action, or other personal property, or saves 
any domestic animal from harm, neglect, drowning, or starvation, shall, within a 
reasonable time, inform the owner, if known, and make restitution without compensation, 
except a reasonable charge for saving and taking care of the property. Any person who 
takes possession of a live domestic animal shall provide for humane treatment of the 
animal. 
  

 2080.1. California Civil Code - Delivery to Police or Sheriff; Affidavit; Charges 
 

(a) If the owner is unknown or has not claimed the property, the person saving or finding 
the property shall, if the property is of the value of one hundred dollars ($100) or more, 
within a reasonable time turn the property over to the police department of the city or 
city and county, if found therein, or to the sheriff's department of the county if found 
outside of city limits, and shall make an affidavit, stating when and where he or she found 
or saved the property, particularly describing it. If the property was saved, the affidavit 
shall state: (1) from what and how it was saved. (2) Whether the owner of the property is 
known to the affiant. (3) That the affiant has not secreted, withheld, or disposed of any 
part of the property. (b) The police department or the sheriff's department shall notify the 
owner, if his or her identity is reasonably ascertainable, that it possesses the property and 
where it may be claimed. The police department or sheriff's department may require 
payment by the owner of a reasonable charge to defray costs of storage and care of the 
property. 

 
 2080.2. California Civil Code - Restoration to Owner 

 
If the owner appears within 90 days, after receipt of the property by the police department 
or sheriff's department, proves his ownership of the property, and pays all reasonable 
charges, the police department or sheriff's department shall restore the property to him. 

 
 2080.3. California Civil Code - Advertisement; Payment of Cost; Vesting of Title in 

Finder 
 

(a) If the reported value of the property is two hundred fifty dollars ($250) or more and 
no owner appears and proves his or her ownership of the property within 90 days, the 
police department or sheriff's department shall cause notice of the property to be 
published at least once in a newspaper of general circulation. If, after seven days 
following the first publication of the notice, no owner appears and proves his or her 
ownership of the property and the person who found or saved the property pays the cost 
of the publication, the title shall vest in the person who found or saved the property unless 
the property was found in the course of employment by an employee of any public 
agency, in which case the property shall be sold at public auction. Title to the property 
shall not vest in the person who found or saved the property or in the successful bidder 
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at the public auction unless the cost of publication is first paid to the city, county, or city 
and county whose police or sheriff's department caused the notice to be published.   (b) 
If the reported value of the property is less than two hundred fifty dollars ($250) and no 
owner appears and proves his or her ownership of the property within 90 days, the title 
shall vest in the person who found or saved the property, unless the property was found 
in the course of employment by an employee of any public agency, in which case the 
property shall be sold at public auction. 

 
 2080.4. California Civil Code - Local regulations 

 
Notwithstanding the provisions of Section 2080.3 or Section 2080.6, the legislative body 
of any city, city and county, or county may provide by ordinance for the care, restitution, 
sale or destruction of unclaimed property in the possession of the police department of 
such city or city and county or of the sheriff of such county. Any city, city and county, 
or county adopting such an ordinance shall provide therein (1) that such unclaimed 
property shall be held by the police department or sheriff for a period of at least three 
months, and (2) that thereafter such property will be sold at public auction to the highest 
bidder, with notice of such sale being given by the chief of police or sheriff at least five 
days before the time fixed therefore by publication once in a newspaper of general 
circulation published in the county, or that thereafter such property will be transferred to 
the local government purchasing and stores agency or other similar agency for sale to the 
public at public auction. If such property is transferred to a county purchasing agent it 
may be sold in the manner provided by Article 7 (commencing with Section 25500) of 
Chapter 5 of Part 2 of Division 2 of Title 3 of the Government Code for the sale of surplus 
personal property. If property is transferred to the local government purchasing and stores 
agency or other similar agency pursuant to this section, such property shall not be 
redeemable by the owner or other person entitled to possession. If the local government 
purchasing and stores agency or other similar agency determines that any such property 
transferred to it for sale is needed for a public use, such property may be retained by the 
agency and need not be sold. 

 
 2080.5. California Civil Code - Authority to Sell 

 
The police department or sheriff's department may sell such property by public auction, 
in the manner and upon the notice of sale of personal property under execution, if it is a 
thing which is commonly the subject of sale, when the owner cannot, with reasonable 
diligence, be found, or, being found, refuses upon demand to pay the lawful charges 
provided by Sections 2080 and 2080.1, in the following cases: (1) When the thing is in 
danger of perishing, or of losing the greater part of its value; or, (2) When the lawful 
charges provided by Sections 2080 and 2080.1 amount to two-thirds of its value.  

 
 2080.6. California Civil Code - Public Agency; Adoption of Regulations 

 
(a) Any public agency may elect to be governed by the provisions of this article with 
respect to disposition of personal property found or saved on property subject to its 
jurisdiction, or may adopt reasonable regulations for the care, restitution, sale or 
destruction of unclaimed property in its possession. Any public agency adopting such 
regulations shall provide therein (1) that such unclaimed property shall be held by such 
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agency for a period of at least three months, (2) that thereafter such property will be sold 
at public auction to the highest bidder, and (3) that notice of such sale shall be given by 
the chief administrative officer of such agency at least five days before the time fixed 
therefore by publication once in a newspaper of general circulation published in the 
county in which such property was found. Any property remaining unsold after being 
offered at such public auction may be destroyed or otherwise disposed of by the public 
agency. In a county having a purchasing agent, the purchasing agent may conduct such 
sale, in which case the provisions of subdivisions (2) and (3) of this section shall not be 
applicable. Such sale shall be made by the county purchasing agent in the manner 
provided by Article 7 (commencing with Section 25500) of Chapter 5 of Part 2 of 
Division 2 of Title 3 of the Government Code for the sale of surplus personal property. 
If the public agency determines that any such property transferred to it for sale is needed 
for a public use, such property may be retained by the agency and need not be sold. (b) 
"Public agency" as used in this section means any state agency, including the Department 
of General Services and the Department of Parks and Recreation, any city, county, city 
and county, special district, or other political subdivision. 

 
 2080.7. California Civil Code - Abandoned Property 

 
The provisions of this article have no application to property which has been intentionally 
abandoned by the owner. 

 
 2080.10. California Civil Code – Safekeeping Property 

 
(a) When a public agency obtains possession of personal property from a person for 
temporary safekeeping, the public agency shall do all of the following:  (1) Take 
responsibility for the storage, documentation, and disposition of the property (2) Provide 
the person from whom the property was taken with a receipt and instructions for the 
retrieval of the property. The receipt and instructions shall either be given to the person 
from whom the property was taken at the time the public agency obtains the property or 
immediately mailed, by first-class mail, to the person from whom the property was taken. 
(3) If the public agency has knowledge that the person from whom the property was taken 
is not the owner, the agency shall make reasonable efforts to identify the owner. If the 
owner is identified, the public agency shall mail, by first-class mail, a receipt and 
instructions for the retrieval of the property. (b) The receipt and instructions shall notify 
the person from whom the property was taken that the property must be claimed within 
60 days after the public agency obtains possession or the property will be disposed of in 
accordance with the disposal provisions of this article. Within 60 days, the person may 
do one of the following: (1) Retrieve the property. (2) Authorize in writing another person 
to retrieve the property. (3) Notify the public agency in writing that he or she is unable 
to retrieve the property, because he or she is in custody, and request the public agency to 
hold the property. If a person notifies the public agency that he or she is unable to retrieve 
the property within 60 days, or have an authorized person retrieve the property, the public 
agency shall hold the property for not longer than 10 additional months. (c) The public 
agency shall not be liable for damages caused by any official action performed with due 
care regarding the disposition of personal property pursuant to this section and the 
disposal provisions of this article. (d) As used in this section, "public agency" means any 
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state agency, any city, county, city and county, special district, or other political 
subdivision. 
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APPENDIX A: FORMS, BARCODES AND CONTAINERS 
 

The following pages contain various examples of forms, tags, barcodes and containers pertinent 
to the evidence/property function.   

 
A-1 Property and Evidence Envelope 
  
A-2 Currency Envelope 
 
A-3 Field Property Receipt 
 
A-4 LASD Crime Lab Receipt / Form 
 
A-5 LASD Crime Lab Sexual Assault Kit Submission Form 
 
A-6 Service Request 
 
A-7 Court Retained Evidence Notification 
 
A-8 Property and Evidence Warehouse Access Log 
 
A-9 Best Evidence Notification Request 
 
A-10 Firearms Received for Safekeeping Notification 
 
A-11 Property and Evidence Auction Tag 
 
A-12 Notification of Property Ready for Release 
 
A-13 DOJ Law Enforcement Gun Release Application 
 
A-14 DOJ Firearms Ownership Record 
 
A-15 Property and Evidence Manifest 
 
A-16 Property and Evidence Gun Destruction List 
 
A-17 Petition and Order to Destroy and Release Property 
 
A-18 Los Angeles County Court – Declaration (PG 1) 
 
A-19 Los Angeles County Court – Declaration (PG 2) 
 
A-20 SERRF Narcotic Destruction Manifest 
 



 

119 

A-21 SERRF Acknowledgment and Release 
  
A-22 Handgun Box 
 
A-23 Knife Box 
 
A-24 Long gun Box 
 
A-25 Syringe Container 
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[APPENDIX A-1] PROPERTY AND EVIDENCE ENVELOPE
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[APPENDIX A-2] CURRENCY ENVELOPE 
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[APPENDIX A-3] FIELD PROPERTY RECEIPT 
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[APPENDIX A-4] LASD CRIME LAB RECEIPT/FORM 
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[APPENDIX A-5] LASD CRIME LAB SEXUAL ASSAULT KIT SUBMISSION FORM 
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[APPENDIX A-6] SERVICE REQUEST FORM 
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[APPENDIX A-7] COURT RETAINED EVIDENCE NOTIFICATION  
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[APPENDIX A-8] PROPERTY AND EVIDENCE WAREHOUSE ACCESS LOG 
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[APPENDIX 12] BEST EVIDENCE NOTIFICATION REQUEST   
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[APPENDIX A-10] FIREARMS RECEIVED FOR SAFEKEEPING NOTIFICATION  
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[APPENDIX A-11] PROPERTY AND EVIDENCE AUCTION TAG 
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[APPENDIX A-12] NOTICIFICATION OF PROPERTY READY FOR RELEASE   
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[APPENDIX A-13] DOJ LAW ENFORCEMENT GUN RELEASE APPLICATION
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[APPENDIX A-14] DOJ FIREARMS OWNERSHIP RECORD
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[APPENDIX A-15] PROPERTY AND EVIDENCE AUCTION MANIFEST 
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[APPENDIX A-16] PROPERTY AND EVIDENCE GUN DESTRUCTION LIST 
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[APPENDIX A-17] PETITION AND ORDER TO DESTROY AND RELEASE 
PROPERTY 
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[APPENDIX A-18] LOS ANGELES COUNTY COURT – DECLARATION (PG 1) 
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[APPENDIX A-19] LOS ANGELES COUNTY COURT – DECLARATION (PG 2) 
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[APPENDIX A-20] SERRF NARCOTIC DESTRUCTION MANIFEST 
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[APPENDIX A-21] SERRF ACKNOWLEDGMENT AND RELEASE 
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 [APPENDIX A-22] HANDGUN BOX  [APPENDIX A-23] KNIFE BOX 

 
 
 
 

 
[APPENDIX A-24] LONG GUN BOX 

 
 
 

 
 

[APPENDIX A-25] SYRINGE CONTAINER 
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APPENDIX B 
 

Legal and Regulatory References 
 

 
PURPOSE 
 
The Property and Evidence function must operate in accordance with Federal, State, and Local 
statutes and ordinances related to the storage, handling, and disposition of Property and Evidence.  
All applicable codes and statutes must be referenced appropriately when developing policies and 
procedures related to the Property and Evidence function.  Failure to comply with statutes or the 
Pomona Police Department policies and procedures can not only lead to unsuccessful prosecution, 
but to charges against personnel, loss of employment, and civil sanctions. 
 
CATEGORY TABLE 
 
The following list is an alphabetized reference of legal/regulatory codes pertinent to the Property 
and Evidence function.  Use this list (provided by California Commission on Peace Officer 
Standards and Training [POST] Law Enforcement Evidence and Property Management Guide) as 
a reference to abbreviations used for statutes cited within this appendix. 
 
 
 

Category Code 
Business and Professions Code BPC 
Civil Code CC 
Code of Civil Procedure CP 
Code of Regulations CR 
Evidence Code EC 
Family Code FC 
Government Code GC 
Health and Safety Code HS 
Penal Code PC 
California Rules of Court CRC 
United States Code US 
Vehicle Code VC 
Welfare and Institutions Code WI 
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152 
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APPENDIX C  
LINK TO BIOLOGICAL 

EVIDENCE 
PRESERVATION 

HANDBOOK 
 

 

NISTIR biological 
evidence preservation  

 
 http://nvlpubs.nist.gov/nistpubs/ir/2013/NIST.IR.7928.pdf 

 

  

http://nvlpubs.nist.gov/nistpubs/ir/2013/NIST.IR.7928.pdf
http://nvlpubs.nist.gov/nistpubs/ir/2013/NIST.IR.7928.pdf
http://nvlpubs.nist.gov/nistpubs/ir/2013/NIST.IR.7928.pdf
http://nvlpubs.nist.gov/nistpubs/ir/2013/NIST.IR.7928.pdf
http://nvlpubs.nist.gov/nistpubs/ir/2013/NIST.IR.7928.pdf
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APPENDIX D 
 

 
 
STATUTES OF LIMITATIONS 
 
The Property and Evidence function must operate in accordance with the statute of limitations.  
Different types of property and violation codes are held for different lengths of time. Evidence 
items are held until such time they are no longer needed for trial or the statute of limitations expires.  
 
Statutes of limitations are written laws passed by a legislative body in common law systems to 
restrict the maximum time after an event that legal proceedings may be initiated.  Once the period 
of time specified in a statute of limitation passes, a claim can no longer be validly filed.  
 
The intention of the statute of limitations is that most cases must be filed within a reasonable 
amount of time. Once a statute in a criminal action case expires the court no longer has jurisdiction 
to punish the defendant.  The statute of limitations may vary depending on the seriousness of the 
crime, civil liability and other considerations. Some crimes, such as murder, are considered so 
terrible that they often have no statute of limitation period. 
 
The following list is a retention reference for various violation codes.  Use this list (provided by 
California Commission on Peace Officer Standards and Training [POST] Law Enforcement 
Evidence and Property Management Guide) as a reference. 
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