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(c)  As s i s t ant Evidence C ustodi an - refers to the empl o yee assi gned t o as si s t the 

evidence cust odi an in account i ng fo r evidenc e or propert y b eing held b y the 
De part m ent.  
 

(d ) S eri al Number  - the number appl i ed b y the manu f act ure r that ident i fi es a product 
as unique from other p ro duct s of the same model and manufa ct urer. 
 

(e)  Owner Appl i ed Numbe r (OAN)  - the number appl i ed b y an y person oth er t han the 
manufact ur er which ide nt i fi es a product as uni que from other p roduct s of the 
same model and manu fa ct ure.  OAN ma y in cl ud e, but is not limi t ed to, driver’s 
li cens e number, soci al se curi t y numbe r or stat e p r opert y numb er. 

 
IV . PROC EDUR ES  

(a)  Al l evidenc e and prop er t y s eiz ed shal l be stored in accord ance with d ep art m ent 
guidel i nes. 
 

(b ) An y empl o ye e who seiz es, recei v es or othe rwi s e t akes cust od y of an y pro p ert y or 
evidence shal l properl y p roces s t he propert y/evide nce.  Each item will be properl y 
packa ged, ident i fi ed indi vi dual l y, ma rked, t a gged and d escri bed in the rep ort.  An 
evidence she et will be compl et ed and placed wit h the propert y in the te mporar y 
storage locke r or hand d eli vered with the p ropert y to the evidenc e cust od i an.  If 
an item is pla ced in a lo cker, th e ke y will be dro pped in the ke y drop bo x.  The 
onl y ex cept i on is whe r e respons i bi l i t y is full y or pa r t i al l y del e gat ed to an 
inves t i gat or outsi de of th e Depa rt m ent, i.e., the co roner’s d eput y. 
 

(c)  Em pl o yees will proc es s onl y th at quant i t y o f evidenc e nec es s ar y for case 
prosecut i on.  Propert y m a y be retu rned to its own er in inst an ces wher e th e right ful 
owners hi p of the prop ert y can readi l y be dete rm i ned and case pros e cut i on will not 
be jeopardi z ed.  A phot o of the prop ert y and th e owne r’s pi c t ur e ident i f i cat i on 
will be taken prior to the releas e of the prope rt y.  The phot o(s) will be attached to 
the evidenc e sheet.
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prepar ed and a cop y attac hed to the main repo rt.  The ori gi nal evid ence repo rt will 
remai n with the item of propert y/evidenc e.  Vehicl e code misdem eano r s shal l 
have the item book ed i nto evidence attach ed t o the ev i denc e she et, i.e., tabs, 
placards and licens e plat es.  
 

(f)  E m pl o yees sh al l not, under an y cir cum s t ances, sto re prope rt y o r evidenc e in thei r 
personal lock er o r an y other unaut hori z ed loc at i on.  The pa cka ged and label e d 
item s will be placed in the temporar y evidenc e st or a ge lock er and the ke y will be 
dropped in the evidence ke y lock box in the report writ i ng room prior to the end 
of the offi c er’s tour o f du t y.  
 

(g ) 
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VI.  PACKAG ING OF EV ID ENC E  
(a)  Offi ce rs ma y us e env el opes, ba gs or box es, whichever is most appr opri at e, fo r 

packa gi n g.  Eviden ce which cont ai ns bod y flui ds, such as blood and se men, ar e 
not to be packa ged in pla st i c bags.  Th ese item s s houl d be air dried and pl aced in 
paper ba gs.  Offic ers sho ul d alwa ys use the smal l e s t packa gi n g possi bl e.  

 
(b ) Al wa ys packa ge mone y, drugs and guns separ at el y and not with an y other item s.  

Mone y must be count ed and veri fi ed b y two of f i cers.  Coins will be packed in 
mani l a envel op es and s eal ed.  The ve ri fi ed tot al of coin and cu rren c y will be 
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(d)  Use ex trem e caut i on in unloadi ng an y weapon.  Firea rm s will be unloaded and 
made safe for handl i n g.  Office rs unfam i l i ar with the oper a t i on of a weap on will 
seek assi s t ance from an offi c er mo re fami l i a r with weapo n’s funct i oni ng.  
Origi nal condi t i on of the weapon shal l be noted in the report, incl udi ng posi t i on 
of the clip or cyli nde r, posi t i on of the safet y, ha mm er, live and empt y ro unds in 
the weapon.  The clip, magaz i ne or ammuni t i on will not be stored with the 
weapon. 
 

(e)  All firearm s will be marked with the word “FIR EAR M ” print ed on the outsi de of 
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evidence re fri ger at or.  The eviden ce cu s t odi an will compl y with all C ali forni a 
stat ut es and requi r em ent s r e gardi n g the dispos i t i on of propert y. 
 

(b ) The evidenc e cust odi an will moni t or all temporar y stor a ge are as ea ch work da y 
and ensure all eviden ce i s packa ged and ta gged p roperl y.  All item s in temporar y 
storage will b e moved to the eviden ce stor a ge roo m.  Writt en reco rds will account 
for all movem ent of evidence.  An entr y/ex it log t o the eviden ce stor a ge ro om will 
cont ai n the date/time, na me or pe rson(s) and reas on for entr y.  Entr y to the fa ci l i t y 
will be tight l y cont rol l ed.  Onl y the eviden ce cust odi an and the assi s t ant evidence 
cust odi an will have ke ys perm i t t i ng acces s to t he evidenc e stora ge roo m.  The 
supervi s or of inves t i gat i ons will be allowed entrance to perform the re qui re d, 
pe ri odi c audi t s.  No other indi vi dual s will be allowed ac ces s to the fa ci l i t y.  
(1)  P ropert y rele as ed to the crim e lab will incl ude d a te/time, person r e l eas i n g the 

propert y and the rec ei vi ng te chni ci an with the lab. 
 

IX . PROP ER TY DIS P OS A L  
(a)  The evidenc e cust odi an will ensure that all Cali forni a stat ut es and pr oc ed ures ar e 

foll owed re ga rdi n g the dispos al of evidence an d propert y h eld for sa fe keepi n g.  
Such propert y can be dis pos ed of in four possi bl e wa ys: 
(1)  R et urned to the owner with docum ent at i on. 
(2)  S ol d in accordanc e with legal requi r em ent s.  
(3)  C onvert ed to use b y this Depart m ent fo r offi ci al use with docum ent at i on.  
(4)  Des t ro yed in accord ance with legal requi rem ent s.  
(5)  An y time an item is dest ro yed th ere shoul d b e a witnes s to the d est ruct i on.  An 

invent or y of all propert y dest ro ye d will be prepa re d b y the eviden ce cust od i an 
and maint ai ned with othe r propert y records. 

 
(b ) Under no circum s t anc es, will evidence or prop er t y be conve rt ed to pe rso nal use 

b y an y m ember of this Depart m ent.  
 

X.  AUD ITS  
(a)  The Admi ni s t rat i on  Servi ces Divi s i on Comm ander  will make peri odi c au di t s of 

item s stored in the evide nce room. 
(1)  The audi t will incl ude an ex am i nat i on of case files to veri f y that r equi red 

noti fi cat i ons and releas e authori z at i ons have been properl y subm i t t ed and that 
a legi t i m at e basi s for  the releas e deci s i on is apparent from the foll ow -up 
report s.  Th ese audi t s wi ll mini m al l y incl ude gun s, na r cot i cs, je wel r y, mo ne y 
and other valuabl es. 

(2)  A mandat or y audi t will be conduct ed when th ere is a chan ge o f ev i d ence 
cust odi an or assi s t ant evi dence cust odi an. 

(3)  The evidenc e cust odi an will do an audi t quart erl y. 
 

 
AP PR OVED 
 


