






Chapter 15 Property and Evidence Control 

shall follow department General Order 2.2.4 Search and Seizures. 

ii. If ownership is not readily available, or if a search to obtain ownership is too
intrusive as to violate constitutional rights, guidance from a supervisor shall
be sought.

b. Email or call the owner from a department recorded line to the owner.

IA CLEA 15.1.2f I MAPC 84.1.1 f 

3. Valuable or sensitive items of property (i.e., money/negotiable instruments, high value
items, weapons, drugs) while in custody of the department; will be immediately recorded
and placed into a temporary locker located in the Interview room (Room 103).

/ACLEA 15.1.2 el MPAC 84.1.1 e

4. The receiving officer shall enter all of the information into a call for service in IMC,
which may be further tracked using the call number.

The following information must be included in the Found/Lost Property call:

a. the name of the person who turned-in the item,
b. the location where the item was found,
c. complete information/description about the item,
d. the name of the owner, if known,
e. any contact the officer had with the owner
f. the final status, (i.e will the owner pick-up the item, has the item been returned to

the owner, etc.).

If the owner isn't immediately available to retrieve the item, the call will be printed, 

and the printed page shall be placed into a temporary evidence locker with the 

item. 

5. The evidence officer will enter the property information into the IMC Records

Management System (RMS) and assign a property number.

a. The RMS has a specific property module that will track all property taken by the

department. The only exception is personal property processed for safekeeping

during the booking process,. which will be processed according to G.O. 8.1

Detainee Processing and Detention.

b. The evidence officer is responsible for ensuring that the RMS storage is reflective

of the physical space within the evidence room, to include temporary storage.

c. All lost and found items shall be tracked in the CAD system.

IA CLEA 15.1.6 I MPAC 84.1.5 
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Chapter 15 Property and Evidence Control 

d. Each item of evidentiary value shall be individually packaged.

IACLEA 15.1.2 d/MPAC 84.1.1 d 

3. All evidence shall be documented on departmental forms as well as in an incident number,
or arrest number and placed under the control of the property and evidence control
function.

a. Each piece of evidence will be assigned a property number in IMC Record
Management System, a property label affixed to the evidence and the property
tracking sheet will accompany each piece of evidence.

b. The submitting officer will sign and date the property tracking sheet. Labeled and
sealed evidence envelopes (as applicable) shall be placed into an appropriately
sized secure temporary storage locker, along with the evidence tracking sheet, in
the interview room area awaiting the evidence officer.

c. In the narrative section of the report, each item of property coming in the department
possession will be documented describing the piece of property / evidence, and the
circumstances by which it came into the department's possession. JACLEA 15.1.2 c 

d. All property shall be logged and entered as previously described by the end of the
officer's shift. IACLEA 15.1.2 a, b,& di MPAC 84.1.1 a, b, & c

4. Any time a piece of evidence is removed from an evidence locker or the evidence room,
this movement will be recorded on the chain of custody paperwork maintained by the
evidence officer. This will include any transfer of the property to a lab for testing, another
criminal justice agency for examination, or bringing the evidence to court for use in a trial
or hearing.

5. The evidence officer will make a reasonable attempt to locate the owner(s) of the evidence
and advise them of its status. In instances when keeping evidence from its rightful owner
would produce a hardship, the departm·ent will consult with the District Attorney's Office
to discuss the possibility of photographing the property and returning the property to the
owner. If in the opinion of the District Attorney's Office this procedure will not compromise
prosecution of the case, the evidence may be released after verification that the photo
taken has caught the true essence of the property. The owner will sign a property receipt
and the evidence officer will also sign that the property was returned. The original
photograph will contain the original incident number, the victim's name, the
photographer's name as well as the date, time,· and location where the evidence was
photographed.

6. The Chief of Police shall personally approve any controlled substances, weapons, or
explosives, held in the possession of the department, to be used for investigative or
training purposes.

a. Items that are part of any ongoing case or civil matter shall not be used for training
purposes.

b. Any items designated for training shall be labelled as such in the IMC Evidence
tracking module.

c. As part of the semi-annual inspection of the evidence room, the evidence officer's
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