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I. Background:

The Property Clerk Unit serves as the central repository and guardian of all physical evidence and safe keeping of items taken in by Rochester Police Department personnel.  The collection of evidence is properly secured, stored and readily available to be retrieved by Property Clerk personnel in an area, which is restricted.  The established guidelines are followed to maintain the security, integrity and the evidentiary chain of custody.   The property taken in also includes evidentiary cash from narcotics and other criminal investigations.  All Property Clerk Personnel are authorized to receive all in-custody and evidentiary property obtained from Rochester Police Department employees in the normal course of their business.

II. Policy

A. PROPERTY CUSTODY REPORT

The following information should be documented on all Property Custody Reports before transporting to the Property Clerk Office:

1. Date of arrest
2. Crime Report Number
3. Name of the Owner, Arrestee, Suspect or Victim
4. Description of the item(s) including Make, Model, Serial Number.   The correct item category, ie: (D) Drugs, (M) Money, should also be included
5. Who was property confiscated from
6. Where was property confiscated from
7. Employee who collected the property
8. Employee who turned in the property
9. Employee named Case Coordinator
10. Reason for collection, ie:  Evidence, Safekeeping or Destruction

B. REDEMPTION OF PROPERTY

The Rochester Police Department has established guidelines in accordance with New York State Safekeeping laws for the redemption/disposition of lost/found property according to its value.






1. Property will be retained according to the following schedule:

a. Less than $100.00 = 3 months
b. $100.00 to $499.00 = 6 months
c. $500.00 to $4,999.00 = 1 year
d. $5,000.00 or more = 3 years

2. Before Property is redeemed, the following information must be provided:

a. Property Custody Report must clearly define the owner/finder’s name.   If this is not noted on the Property Custody Report, a release form signed by the Officer who confiscated the property, or their supervisor, must be submitted to the Property Clerk’s Office naming the owner/finder.

b. Proper Identification (NYS Driver License, Picture ID)

3. Redemption of Evidentiary Property:

The Rochester Police Department has established guidelines for the redemption of evidentiary property. Before property is redeemed, the following information must be provided:

a. A signed release form from the District Attorney Office specifying the person to whom the property is being released to.
b. Proper Identification (NYS Driver License or Picture ID)

If the owner or finder does not claim any property after proper notification, the property will be destroyed, auctioned or requested for Police Use.

C. Final Disposition of Property:

1. When Property is no longer needed for evidentiary value and is unclaimed, with the exception of Firearms and contraband, ie:  Narcotics, the Property Clerk will dispose of this property in the following manner:

a. Regular trash disposal or incineration
b. Public Auction
c. Police Use

D. Firearms disposal:  Refer to Firearms Investigation Module

1. Incineration 
2. Refer to G.O. 450





E. Contraband (Narcotics)

1. Signed Court Order
2. Incineration 

F. Property Temporarily Signed Out and Returned:

The Property Clerk Office is responsible for maintaining all documents relating to the evidentiary chain of custody of all evidentiary property.   The Rochester Police Department has established procedures that enable the District Attorney’s Office and specific members of the Rochester Police Department who are directly involved with the evidence, refer to G.O. 450 for specific details.

G. Property Clerk Office Evidence Escort Procedures:

The Property Clerk Office is responsible for transporting evidence confiscated to the Monroe County Crime Lab.   For the safety and security of the Property Clerk Staff, an armed Police Officer escort accompanies the staff member responsible for transporting this evidence.

H. The Collection and Safeguarding of Cash:

The Rochester Police Department has established procedures for evidence requiring special handling such as Narcotics and Cash. The following procedures are used for the collection, safeguarding and internal monitoring of cash:

1. Cash Collection and Safeguarding:

a. Cash must be sealed in a pre-numbered tamper proof bag prior to submission to the Property Clerk Office.   If submitted when the Property Clerk Office is closed, the cash item must be recorded on the Property Intake Log in the overnight locker room and put into the drop safe. 
b. The exact denomination must be clearly stated on the Property Custody Report.
c. On the reverse side of the top copy of the Property Custody Report, the denominations must be accurately broken down and recorded.
d. For internal monitoring and safeguarding, a Property Clerk Supervisor and the SIS Asset Forfeiture Officer (or a SIS Supervisor), will count and verify currency that will be deposited into the bank.   Cash count occurs minimally two times per week.   Counted cash is packaged in a tamper resistant bag provided by the bank and is transported to the bank via an Armored Car Service.
e. The bank will provide a valid bank deposit receipt, which will be used for verification of the deposit amount.
f. The Manager of Police Property and the Senior Property Clerks are the only Property Clerk Staff authorized to access the Narcotics/Cash Safe.



I. Narcotics Collection and Safeguarding:

1. All Narcotics, regardless of the reason for confiscation, must be sealed in a pre-numbered tamper-resistant evidence bag.
2. The Property Custody Report must accurately describe the Narcotic property. The tamper-resistant bag number must be included on the Property Custody Report.  
3. All Narcotics are secured in the Narcotics safe.

All information regarding the operation and procedures for the Property Clerk Office can be referenced in G.O. 450 or as referenced in this module.


J. Security

Access to the Property Clerk Office will be on a limited basis, when necessary to complete official business that cannot be accomplished at the Property Clerk Office window.  The visitor will sign the visitor log and be accompanied by a Property Clerk employee for the duration of their visit.    The following is a list of people who may need access to the Property Clerk Office:

· Sworn RPD staff
· DA Office Investigation Staff
· COR Cleaning Staff
· COR Building Maintenance Staff
· COR contracted exterminator 

Others will need approval of the Manager of Police Property.


III. Procedure

A. Property In-Take
The Property Clerk will review the PCR to determine if it contains ALL the required information as stated in Section II Policy, paragraph A of this module.   The Property clerk is also responsible to make sure the items are packaged correctly; the following must be bagged separately:
1. GUNS - Any ammunition, clips, and holsters must be further separated.
2. NARCOTICS – Must be in a sealed evidence bag alone,   no other property can be in this bag.      Destroy drugs must be separate from Evidence drugs.
3. DRUG PARAPHERNALIA is not to be put in the same bag with drugs, unless the drugs are for destruction.
4. HYPODERMIC NEEDLES are to be in a sharps tube.
5. CASH is to be packaged separately from any other property, including wallet, purse, etc.   In addition any counterfeit money or foreign currency must also be packaged separately.
Once information and packaging is reviewed and correct, the Property Clerk will sign and enter date/ time on the PCR and give the submitting Officer a copy.
B.  BEAST Tracking System
All information on the PCR must be entered into the BEAST Tracking System including, case information, names, items, etc.  When you enter the items on the “Item Tab”, a lot number will be generated; this number is to be written in both lot# areas of the PCR.   For multiple items you must dupe (not add) to keep the same lot number for the CR, even if property is turned in at different times.  All items must be entered exactly as written on the PCR.  
C. Storing of Property

Once all information is entered into the BEAST, you will print a barcode label and affix to the item.  Also write the lot number and EV for Evidence, SK for Safekeeping or DS for Destroy, on the outside of the package.  Once this is completed, the property is to be scanned into the appropriate area; Safekeeping Area, Evidence Room, Gun Room, Drugs/Money/Jewelry Safe, or Homicide Room.

D.  Property Sheet
Once the entering and storing is complete, PCR is to be filed in the appropriate binder in numerical order.

E.  Technicians
There are times when the technicians turn in the PCR’s, but are keeping property to dry or to investigate further.   In this case, enter all information as written on the PCR and print the labels.    You will then scan the property “To Tech Office” and we will keep these labels in our office until the property is returned to us.






F.  Special/Unusual Property
FIREWORKS:  Small quantities may be accepted, such as sparklers or small firecrackers.
M80’s – NOT ACCEPTABLE
Any type of explosive device will NOT be handled by property clerk personnel.   Bomb Squad personnel should be called to the scene to accept these materials.   If an officer brings these type of materials to Property, have the officer call his supervisor to arrange for appropriate storage for the item(s).
Fireworks that are accepted will be put on a designated shelf in the gun room.   When an officer from the Firearms range comes to pick up ammo, they will also take the fireworks for destruction.   When the fireworks are taken, scan the items as “Destroyed”.
G.  Perishable Property
Inform the Officer attempting to turn in this property that we cannot maintain any perishables and they will be destroyed.   He can make the decision to try and contact the owner or let us destroy the items.     Perishables cannot be donated to any organization due to liability issues.   NEVER accept any items with insects/ants/bugs, etc.
H. Jewelry
Jewelry consisting of precious metals or high value such as, 14 carat gold, platinum, silver, gemstones, Rolex Watch, Heirlooms, etc., require added protection.   Such items should be individually packaged in sealed evidence bags or tamper proof envelopes, with a description of the item on the outside. The property will be stored in the cash/drug safe by the Property Supervisor. 
Costume jewelry once packaged and labeled with barcode can be stored in normal evidence and/or safekeeping locations.
Officers submitting jewelry to the Property Clerk shall describe the jewelry in sufficient detail to enable the Property Clerk staff to determine the level of protection necessary.   
Questions concerning the value of the jewelry should be directed to the Property Supervisor.



I. Alcohol/Other Beverage
1.  EVIDENCE:  Maintain until court disposition.   Any open containers without “screw tops” should be secured in plastic bags or somehow covered to prevent smell or bug infestation.

2. SAFEKEEPING/DESTROY:  If bottle/container is unopened, it may be stored in the appropriate storage area for return to the owner provided there is proper disposition.
If the container has been opened, but is sealed, it is up to the discretion of the officer if it should be returned to the owner.
If the container is turned in for destruction, liquid is to be poured down the drain and the container thrown in the destroy barrel.
J. Cash
All cash is to be received in a sealed evidence bag.   No other property is to be submitted in the same bag.    Foreign currency, rare/valuable coins, collectable currency is also to be sealed in a separate evidence bag.    For US Currency the property sheet must clearly state the total cash, and broken down by denomination.
The PCR must clearly state what the money is held for and whether it can be deposited in the bank.    (See Administrative Order 23 for more detail)   Money will not be held in the Property Clerk office unless it is evidence for the following:
· Homicide
· Felony Assault
· Sexual Assault
· Stolen – Robbery, Larceny
· Forgery – Counterfeit

All cash is to be stored in the drug/cash vault.

K.  Knives/Razors/Sharp Objects
Knives with closed blades may be packaged in envelopes.    Knives with open blades, razors and other sharp objects are to be put into a protective tube.  


L.  Syringes
Syringes are to be packaged in a plastic sharps tube (available at the Property Clerk Office or Quartermaster Office).   The Monroe County Crime Lab will not accept syringes for testing.
M.  Guns
Officers turning in guns must also turn in a copy of their Incident or Crime report with the PCR.   The Officer is to check that the weapon is not loaded and secure the weapon with a tie-wrap to make it inoperable.   Property Clerks should not handle any weapon unnecessarily and should use extreme care when handling ANY WEAPON.  If a Property Clerk or Officer has any questions regarding the security of the weapon, contact the Firearms Officer.    If he is not available, contact an available range Officer.
Long guns need not be bagged unless they are to be processed for   fingerprints or have other evidentiary value that prohibits handling.  Hand guns are to be packaged in sealed evidence bags.
If the gun is accompanied with ammunition, clips, holsters, etc., these items MUST be bagged separately.   The gun along with any of the items, above should be stored together, even though they are packaged separately.
A copy of the PCR and the Crime, Incident or Investigative Action Report will be given to the Firearms Officer.   Once the Firearms Officer reviews the paperwork, he/she will decide which weapons are to go to the Monroe County Crime Lab.
N.  Drugs
The PCR must indicate what is to be done with the drugs:
·  Destroy
·  Evidence 

1. DESTROY
The drugs will be processed as any other property, scanned and stored in the temp safe.   The Property Supervisor will put the drugs to be destroyed into the “Pending Destruction” barrel maintained in the drug safe.   Periodically the Property Supervisor and a member from Research and Evaluation will process these drugs into containers for final destruction.


2. EVIDENCE
The drugs will be processed as any other property, scanned and stored in the temp safe.   The Property Supervisor will store the drugs in the appropriate area in the drug safe.    Drugs will be maintained until released by the DA’s Office for Destruction.    Once released for destruction the Property Supervisor and a member from Research and Evaluation will process the drugs into containers for final destruction.
O. Bicycles
PCR should have the serial number listed, or noted that serial number could not found.
If the bicycle is found property, the Officer should make a check through City records to determine if it is stolen.   Results should be noted on PCR.
Make, color, size should be listed on PCR and verified by Property Clerk accepting the property.

C. Transfer and Movement of Property

1. Signing Out Property
Only employees whose names appear on the property sheet are allowed to sign out the property.  However, in certain circumstances other persons may be allowed to sign out the property:
a.  Technicians – Property excluding narcotics
b.    Supervisor of the section/unit that originally turned in the 	property.
c. Forgery/Fraud – Secret Service – Counterfeit money
d. Special Accident Unit – Any evidence in conjunction with their		 accident investigation
e. ATF – Guns and Ammo
f.  Investigators who bring a copy of an IAR showing their involvement in the case.








2.  Property to Monroe County Crime Lab
	The Property Clerk Office is responsible for transporting evidence confiscated to the		 Monroe County Crime Lab.   
 Any property which has been designated to go the Lab by the Officer will be taken on a daily basis.   	                                                                                  
Narcotics designated by the Officer for felony cases are to go the Lab.   Misdemeanor or lesser charges will not go to the Lab unless requested by the DA’s Office.
Any firearm designated by the Firearms Office or the DA’s Office will go to the lab.
Property Clerk will process the proper paperwork to accompany the items to the Lab.
3. Monroe County Medical Examiners
All DWI blood kits and Drug Facilitated Rape Kits will be taken to the ME’s Office by the Property Clerk Supervisor as they are submitted.
4. Preparing Cash Deposit
Any money designated to be deposited will be opened and counted by two witnesses,   Property Supervisor and a member of SIS.    Any discrepancies will be noted on the original PCR and the Officer or a Supervisor from the section will be notified of the error by SIS.   Once all monies are prepared and ready for deposit, it will be picked up by the bank courier on Tuesdays and Fridays.
a. All lots of money are recorded on a cash deposit log sheet with the year,		 lot number, CR number and amount of cash.   Each lot is counted			 separately.   Each PCR is stamped and marked with the counters initials		 and date, as amounts are verified.
b. All barcodes from evidence bags are scanned into the BEAST system under		 Bank Deposit and a receipt is then printed.
c. Total the amounts on the cash deposit log and then on the BEAST Bank Deposit 	receipt from 	the BEAST and make ensure they match.  Fill out the tamper proof bank		 bag with the		 appropriate information.   Keep removable tab with other deposit		 information. Fill out bank deposit slip, send all three copies to bank with cash deposit		 and make a copy to keep with the Property Office deposit information.  Fill in the		 courier log book with the appropriate information.



d. All deposit information is to be entered into the MUNIS system.   Once the information is complete, print out the Settlement report.   Send 2 copies of the Settlement Report along with the bank deposit confirmation from the bank to the Cashier’s Office, Room 100 City Hall.    Keep a copy of both the Settlement Report and the bank deposit verification with the Property Office deposit information.

e.  Any foreign currency will be maintained separately and periodically taken			 to the bank for exchange and deposit.   Each lot will be exchanged 		separately so the PCR’s can be noted with the exchange rate and US Currency			 values.    As per the deposit instruction, each PCR will be stamped with the initials 	of the persons verifying the deposit information as well as the date.

5. Counterfeit Money
Will be maintained separately.    Periodically we will call the Secret Service office to have an agent pick up and dispose of any Counterfeit money that was turned in for destruction; the court case has been disposed of, or has been dispositioned “destroy” by the Case Officer.

6.  Dispositions
When the Property Office is looking for the status of property being held, a “Disposition Letter” is sent to the Officer who originally submitted the property.    Once the disposition is returned, the Property Office will follow the instructions on the disposition.
7.  Notification Owners
If Property is turned in as safekeeping or found, the Property Clerk will make every attempt to locate and contact the owner.   If there is a phone number listed, we will attempt to call.    We will also send out a letter to the owner of the property.     This will also be done for property marked RTOL on a disposition or the court case has been disposed.







D. Purging
Before final disposition of any property can be made, the following procedure must be followed (refer to Administrative Order #19):
1.  DESTRUCTION ITEMS
General property items that come in for destruction are scanned into a destruction barrel.   At this time the PCR is stamped DESTROYED and stamped with the current date.
Drugs turned in for destruction are scanned into a pending destruction barrel in the Drug vault until they are barreled for destruction.
Guns turned in for destruction are kept in a designated area in the gun room until the items are barreled for destruction.
2. EVIDENCE
a. Prior to Final Disposition, one of the following criteria must be met:
· Disposition Release from the Case Officer
· DA Office Release
· Has met Statue of Limitations and there has been no arrest
· If a Federal case, must have a release from the US Attorney’s Office. 	 No one else can release property for a Federal case.
· Class A Felonies are kept indefinitely.
b. Statute of Limitations:
· Violation – 1 Year
· Misdemeanor – 2 Years
· Felony – 5 Years
· Class A Felony – No time limitation

 As per Release items are marked as:
· Return to Owner – Property Clerk will send letter to owner to			 pick up property
· Destroy – Property Clerk will scan into destruction barrel and stamp and date PCR
· Auction – Locate items to the Pending Auction Location and the			 responsible Property Clerk employee will prepare for auction.

3. Safekeeping
Items turned in for Safekeeping and have an owner; the owner must be sent a letter to pick up their property.    Safekeeping property’s retention time is according to its value as follows:
· Under $100 – 3 months
· $100 to $499 – 6 months
· $500 to $4,999 – 1 year
· Over $5,000 – 3 years
	     
Once the property has met its retention time and a letter has been sent to the owner, it can be destroyed or auctioned
The following personal documents, when scheduled for destruction are to be handled as follows:
· Driver Licenses:   Can be shredded
· Social Security Cards:   Return to :
Social Security Administration
	100 State Street
	Rochester, NY  14614
· Passports:  Return to:
US Department of State
Consular Lost/Stolen Passport Section
1111 19th Street NW
Suite 500
Washington, DC  20036
· Birth Certificates:   Return to:
Monroe County Office of Vital Records
111 Westfall Road
			Room 149
			Rochester, NY   14620
· Green Cards:   Return to:
USCIS
Federal Center
130 Delaware Avenue
1st Floor
Buffalo, NY   14202


E. Final Disposition

1. Return to Owner
Property can be released to owner if it was brought in for safekeeping, or evidence property released by Officer or DA Office.    Proper picture ID must be presented at time of release.
Certain items may be shipped to owners out of town, with the Property Supervisor’s           approval.   If the owners request this, make certain that the name and address is correct.   A release from the Officer or DA’s Office is required for evidence Property.
Package item(s), get mail supplies from mail room.   Send UPS, Federal Express or US Mail (return receipt requested).
Attach a copy of the mail receipt to the Property sheet and send the original receipt to the Budget Office.

2. Release of Cash

a. The following are circumstances when cash can be returned to the owner.    
· Release is received from the DA’s Office
· Safekeeping monies
· Found money can be released to the Finder after the appropriate length of retention time.
· Court Order stating money is to be returned to owner.

b.  If the money is not deposited and under $50.00, money can be given	directly to the owner,   if over $50.00 or deposited, a Direct Pay Request must be completed and sent to Accounts Payable at City Hall.	In either case, we need to get a copy of the owner’s picture ID.
c.         The DA’s office can release monies to a person, other than the owner, but it must be 		     designated on the Property Release form.
d.          A Direct Pay Request must be completed and have the PCR attached, as well as the		      ID of the person receiving the check.    These documents are	to be sent over	 to  		       Accounts Payable, City Hall and a copy of all documents are to be filed with the PCR.		
3.  Federal/State/County Seizures													
a.  	Money may be designated for the City of Rochester’s use by Federal and 			State  Courts.   The coordinator of SIS will maintain and track all such 				requests.
b.         Federal Seizures:  The SIS coordinator will forward a memo from the Commanding		     Officer of SIS to the Chief of Police for his approval, requesting that certain lots be 		     designated as seizure money.   SIS will maintain paperwork on the same and forward 		     a copy to the Property Clerk Office.   Copies of all the paperwork will be attached to		     the PCR and SIS coordinator will prepare the Direct Pay Request and send to 			     Accounts Payable for processing.    Direct Pay Requests for federal seizures will be		     made out to the US Marshals Office.
c.          State/County Seizures:  The Property Clerk Office will receive a copy of the court		     order and prepare the Direct Pay Request same as above, but the requests will  be		     made out to the County of Monroe District Attorney Office.
4. Evidence Items
All evidence must be maintained until court disposition unless released earlier by the District Attorney’s Office.  After disposition or DA’s Office release, the owner	        shall be notified by letter to claim their property within the “Found/Safekeeping” retention time schedule, which is based on the value of the property
NOTE EXCEPTION:   If the court disposition is an “ACD”, do not send a letter to the owner for 6 months.    After 6 months, the owner can then be sent a letter giving them 30 days to claim their property
5. Auctions
As items become available for auction, property will be located to the Pending Auction Location in the safekeeping room.   The designated Property Clerk employee will look through items and decide if items are auctionable.
   	 Auctionable items are:
a. Safekeeping items held past retention time and if an owner is listed and an owner letter was sent.
b. Evidence Items that have a court disposition or released by the DA’s office or Case		 Officer.
c. Evidence Items that have been held past the Statute of Limitations of the original charges and no arrests have been made.
Once all items are prepared, they will be written on the   Propertyroom.com	 manifest.  Approximately once a month we will arrange for Propertyroom.com to pick up items.  As items are loaded on the truck, they will be scanned to status “Propertyroom.com”
		 After items are picked up, Property sheets will be stamped with   Auctioned and Date 			stamp.
6. Medical/Refrigerated Items
These items are bio-hazard materials, when they are ready for destruction, they are to be		       scanned and put into the Bio-Hazard container to await incineration.
7. Release of Guns

a. EVIDENCE/SAFEKEEPING
If gun is Evidence, once we receive court disposition, the gun can be released to the owner after the proper paperwork is completed.   If gun was turned in for Safekeeping, it can be released to the owner after the proper paperwork is completed.
In order to release a gun, the owner must fill out the yellow release form. The form with a copy of the PCR, Owner ID or Pistol Permit, is given to the Firearms Officer and he will make a disposition on the weapon.  The Firearms Officer will notify the owner of the disposition.
If approved for release, Property Clerk can release the gun to the owner with proper identification.
b. UNCLAIMED GUNS
If we have maintained the gun for the appropriate time, the gun is not to be returned to the owner or is turned in for destruction; the gun will be slated for the next burn.  
Guns eligible for destruction will be scanned into barrels by the Firearms Officer, along with Property Supervisor and a member of Research and Evaluation.    Barrels are sealed by Research and Evaluation and held in the Gun Room until taken for destruction by burning.





8. Other  Weapons
Swords, knives, and other metal weapons will be stored in a destruction barrel in the gun room.    These items will be destroyed along with the guns.
9. Police Use
If property meets the following criteria, it can be slated for destruction or auction:
a. Turned in as Safekeeping and not claimed
b. Found  property with no owner 
c. Evidence that has been released by the DA’s office, Officer or that the charges have met the statue of limitations, items will be slated for destruction or auction.    
If any of the above property can be used by an internal department, they must follow the procedure as set forth in RPD Administrative Order 53.
10. Community Use

           	To be determined by the Chief’s Office
11.   Drug Destruction
Drugs that are turned in for destruction or any evidence drug     that has been      released by the DA’s Office or the Officer, is eligible to be burned/destroyed. 
When drugs are eligible for destruction, they will be scanned into destruction barrels by the Property Supervisor and a member of Research and Evaluation.    Barrels will be sealed and await transport to a burn facility.    
A pending destruction Court Order must be typed up prior to date of destruction and		 signed by a Part I City Court Judge.   The burn must be completed within 10 days of the		 order being signed.   After the incineration of said drugs, a destroyed Court Order must 	again, be signed by a Part I City Court Judge.
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