Rochester Police Department

Technical Services Section


	Module 12-001
Effective ______________
Reviewed: March 25, 2016
	Subject:  Auto Impound



	Rescinds:  All prior procedures
	Reference Standards: G.O.  511


I. BACKGROUND

As stated in General Order 511, Section IV-Auto Impound Custodians Responsibilities, the Auto Impound maintains records with regard to vehicles towed by The Rochester Police Department.

All Auto Impound staff will provide prompt, professional, courteous service and make every effort to help in the release of all vehicles to their rightful owners in accordance to the rules and regulations provided and as stated in this manual.  Upon receipt of the Tow Report, the Auto Impound will:

II. POLICY/PROCEDURE
A.  Vehicle Intake

1.  When vehicle enters the Auto Impound, the tow driver will sign the visitor log, date stamp the tow slip, and give the tow slip (Attachment A) to the Lot Attendant, who will enter their initials, date and lot number.   The original tow slip stays with the Auto Impound and the tow driver will take the copy.   If the tow driver requires an additional copy, the Lot Attendant will make the copy for him/her.
2. 
All impounded vehicles will be assigned an Auto Impound Lot Number. This number   consists of a 2 year prefix and 5 digit number starting at #00001 (ie: 14-00001). The Auto Impound BEAST System automatically generates the 5-digit number when the “Get Lot Number Button” is pressed.   The Lot Attendant will enter all the pertinent vehicle information so a “Vehicle Label” can be printed,   this information includes:

a. CR numbers, Original and Working if listed 

b. License Plate, State and Number of Plates.  If None, enter None

c. Vehicle Year, Make, Model, Color and Type

d. VIN number 

3. Once the Vehicle Label is printed, it is attached to a Tyvek tag and secured to the driver side windshield wiper. If diver side wiper is missing, it will be secured to the passenger side windshield wiper, antenna or door handle, in that order.   At this time the Lot Attendant will perform an inspection of the vehicles which includes:

a. Verification of VIN number

b. Valid Registration

c. Valid Inspection

d. Verification of license plates, state and quantity

e. Inspect for damages

f. The Lot Attendant will visually inspect the vehicle for property inside.   These items will be noted in the comment section of the BEAST.   If illegal items or items of value such as, firearms, drugs, money, or jewelry are seen inside, the Lot Attendant will call ECD 911 and have an Officer sent to the Auto Impound for remove the items.

g. Take pictures
If any information differs from the information on the tow slip, the Lot Attendant will note the corrected information on the tow slip.

Once the vehicle inspection is completed by the Lot Attendant, the tow driver, escorted by an Impound employee (Lot Attendant, Police Cadet, Clerk or Supervisor), will drop the vehicle in an empty lot location.   Once the vehicle is dropped, the tow driver will give keys (if present) to the Impound employee.

A key location will be entered in the BEAST system and a key label will be printed,  put a manila key tag and attached to the keys.   Keys will then be placed in the assigned key bin location.
Once this is completed, the remainder of the tow slip information will be entered into the Auto Impound BEAST system:

a. Location: The row and numbered spot where the tow driver dropped the vehicle.  This is done under the Custody Tab.

b. Upload Vehicle pictures:   Once uploaded, verify that they are pictures

 of the correct vehicle.
c. Towing Officer
d. Vehicle Searched:   Yes or No,  Trunk checked,  Property Removed
e. Keys:   Yes or No.  If yes, enter Key Bin Location

f. Vehicle Inspected:   Yes or No

g. Vehicle Condition

h. Hit Tow Slip button and enter “ALL” information from Tow Slip.

i. Hit Damage button and enter all damages, along with VIN number and 
mileage if available.

j. Hold on Vehicle:   if yes, the reason must be stated and who is placing

 the hold. The owner is not allowed access to the vehicle while the hold

 is in effect unless permission is granted by the officer placing the hold, 
their supervisor or the District Attorney who is handling disposition of

 the case. This permission must be in writing.   These are also the only

 people who can release a hold.
k. Parking Violation Hold:  vehicle cannot be released to the owner until

 we receive permission in writing from the Parking Violation Bureau.     Customers are allowed escorted access to their vehicle if this is the only
 “hold” on the vehicle.

l. Scan Tow Slip into BEAST system

m. Enter vehicle into Tow Log
4. Vehicles impounded and placed in the “Evidence Barn”, will be off limits to the public.   RPD employees, who have official business regarding the vehicle, will be escorted by Impound personnel.
5.  All communication regarding impounded vehicles will be documented in the BEAST system “Note” tab, marked with time and date, who they spoke to and if it was on the phone, or in person at the  Impound.
6. Once this information is entered into the BEAST system, the information needs to be verified through E-Justice, which will give you the Registered Owner, Titled Owner, and Lien Holder information. All incoming vehicles must be entered into E-Justice as impounded. If for any reason the VIN# cannot be obtained, contact the RPD Stolen Auto Task Force for assistance.  
7. If a vehicle shows as an “Active Stolen” when impounded, the appropriate agency must be contacted to remove this from E-Justice.    A vehicle cannot be impounded in E-Justice if there is an “Active Stolen” hit.
       8.
Once the owner information is obtained, it is now necessary to enter the names and addresses into the BEAST system under the names tab.  When this is complete, the E-Justice report is to be scanned into the BEAST system.

       9.
Notification of the impounded vehicle must be made to the Titled Owner, Registered Owner (if different from the titled Owner), as well as, any and all Lien holders. The notification is done  by generating letters from the BEAST system.  
10.
Each letter must be sent via Certified Mail as required by NYS Vehicle & Traffic Law, with a return receipt request for proof of notification.    Each return receipt is to be marked with Owner/Lien Holder name, Lot number and Date.  Scan letter receipt into the BEAST system.
B. Vehicle Redemption Process

1. Before any vehicle can be redeemed, it is necessary to first check the status of the following:
a.    
Vehicle on Hold
b.
Vehicle Evidence
c.
All proper documentation releasing the vehicle is on file
d.    
Drivability of the vehicle
e.   
 Does the vehicle need to be towed?
      2.
If a hold has been placed on an impounded vehicle, this hold must be removed 
before

the vehicle can be released.  This release must be in writing.   The persons authorized to

release a hold from a vehicle are as follows:

a.
The officer placing the hold

b.
The officer’s supervisor

c.
The District Attorney (DA)

d.
The Assistant District Attorney (ADA)

e.
Parking Violations Bureau (For PVB Holds Only)

       3.
Once the vehicle is ready to be released, verify if the vehicle can be driven.   Any
 vehicle

 with wiring, steering column or ignition damage, or any other damage that would make

 the vehicle unsafe to drive, must be towed off the impound lot.   If the
 vehicle needs 
to be towed off the impound lot, the redemption is not to be completed
 until the 
customer’s tow company of choice is present and produces a valid driver’s license with a 
tow endorsement on it. 

       4.
The owner of the vehicle must produce a valid NYS driver’s license if they are going 
to drive the vehicle and have proper documentation proving ownership of the vehicle. 
The proper documentation is as follows:


a.
Title to the vehicle


b.
Valid Registration


c.
Temporary registrations must be signed on the back with valid license 



plates.


d.
Title and MV50 form from a dealership are required for vehicles that
 


are not registered to the current owner.


e.
Vehicles that do not require a title or registration need to have a bill of
 


sale to prove ownership.

       5.
The criteria for not requiring these documents are if according to the DMV hit 
that the

 titled owner and the registrant are the same and are valid.  The owner 
will need to 
have picture ID or 3 forms of other ID which would include birth certificate, SS card,

 Utility bill, work/school ID. If documents cannot be produced 
proving ownership, the

 vehicle
 cannot be released and should be referred to the Auto Pound supervisor 

for a case-by-case decision on the vehicle disposition.

       6.
If the person claiming the vehicle is not the owner they will need, in addition to 
the

 above:


a.
A Notarized statement from the owner authorizing the person to claim 



the vehicle.


b.
A copy of the owner’s driver’s license
     c. 
Title or Registration for vehicle (or a copy of the front and back)

        7.
Once all the proper documentation has been produced and is verified, the 
attendant releasing the vehicle will scan all documentation into the BEAST system.  To 
determine redemption fee, the BEAST calculates the following:


a.
Towing Fee


b.
Storage Fee


c.
Miscellaneous Fees (extra truck, extra man, winch, etc)


d.
Letter Fees


e.
DMV Charge


f.
Tax

       8.
If a vehicle is on Hold for Parking Tickets, all fees apply, including storage from the day

 of impoundment.     If a Vehicle is on Hold by the officer but is not Evidence, the tow

 fees apply and storage will start to accrue 48 hours after the hold is lifted. Any requests

 for fee reduction must be forwarded to the Deputy Chief of Administration or his

 designee, through the Chain of Command, for consideration. Once the redemption is

 completed through the
POS system in the BEAST, a customer receipt will print.
C. Fee Payment
       1.
Cash

Cash will be counted in front of the Customer.  Enter POS system, hit “New POS”, hit 
“Cash Button”, enter the total amount customer gave you and the BEAST will calculate 
the change.  Complete POS and customer receipt will print.

       2.
Charge Cards

a.
Run credit card through charge machine


b.
Verify that the credit card charge amount matches the total redemption

 

cost.


c.
Enter POS system, hit “New POS”, hit “Credit Card Button”, enter total 



amount of charge and credit card receipt approval number.  Complete 



POS and customer receipt will print.

       3.
Checks- No personal checks are accepted

Business Checks, such as, Insurance Companies, Contracted Tow Companies and pre-
arranged Repossession Companies, as well as Cashier’s checks are permitted. 

a. Enter POS, hit “New POS”, hit “Check Button”, enter amount of check and check number. Complete POS and receipt will print.
        4.    All redemptions will be entered on the Lot Attendant’s “Daily Cash Out Log”


 (Attachment B)
      4.
Tax Exempt


a.      
 If a company is Tax Exempt, we need a ST-120.   When completing the
POS 



there is a box to enter the Tax Exempt number so the BEAST will
 not calculate 



the Sales Tax.    Once all transactions have been completed and the vehicle is



 released, it is mandatory that all customers be 
 escorted to their vehicle 



including tow companies.

       5.
Tow Companies redeeming vehicles for customers

a.
Before any redemption transaction can be completed, the customer and tow


 driver must both be present for the redemption. Excluded for this are cars 


being redeemed for insurance companies or repossessions.   For insurance


 companies the owner 
must fill out and sign an Authorization Form.  For


 repossessions, the tow 
 company must have the Repossession paper work from


 the lien holder.
      
b.
The tow company driver must have a Tow Endorsement on their Driver



 License to operate a tow truck. This is NYS law.


     6.
Recovered Stolen Vehicles


       
a.
As of July 1, 2007, the City of Rochester Municipal Code was revised to 




mandate that all applicable fees will apply to recovered stolen vehicles. 




Fee waivers can be approved only by the Deputy Chief of Administration, or his 



designee through the Chain of Command.
       
b.
If a customer wants to contest the tow fees for a stolen and recovered vehicle,


 they can take their police report and Auto Impound receipt to Parking 



Violations, 42 South Avenue and request a hearing.


c.
The only circumstance where there is no charge for a vehicle is when it 



is towed for Evidence and marked accordingly at the top of the tow slip.

D. Daily Cash Out


       1.
 Each employee with a cash drawer will print a Daily Close Out Report at the end of their


shift. This is done automatically when you close your cash drawer in the BEAST system.


 All monies, credit card receipts and checks collected, the Daily Cash Out Log



 along with the Closeout Report
 are to sealed in an evidence bag and put in the drop


 safe. A designated employee will reconcile the monies as follows:
a.
A credit card settlement report is run on the credit card machine, which
 


totals the credit card transactions. 



b.
A Daily Sales Report is run from the BEAST system.



c.
Each sealed evidence bag is reconciled, counting cash, checks and credit

 


card transactions.



d.
All the Daily Close Out Reports are added together by cash, check, credit

 


card and totals.



e.
All the cash is counted and is reconciled to the Daily Sales Report.
    



Same is done with the checks and credit cards.



f.
Add cash and checks, these needs to match the deposit amount on the
 



Daily Sales Report.



g.
Fill out deposit slip and make a copy for our records.



h.
All paperwork is kept together.


I.
Deposit information needs to be entered into the MUNIS system.   When the 



bank deposit slip is received back from the bank it is to be attached to the



 Settlement Report from MUNIS and sent the Cashier at City Hall.  All deposit 



slips must also be scanned into the MUNIS System

E.    Auction

        1.
Vehicle auctions are held every other month, usually the 2nd Wednesday of the month 


at noon.   
       2.
A vehicle may be prepared for auction as long as the following criteria have been met.


a.
The vehicle has been left abandoned for no less than 10 days at the Auto 


Impound, as verified by the USPS Return Receipt  in the vehicle file, or

b.
The owner does not wish to redeem the vehicle and fills out and signs a



 Property Release Form relinquishing ownership to the City of Rochester, and
c.
All notifies have been made to the, titled owner, registered owner, any lien holders.

After inspecting all documents, the vehicle is now eligible for auction.   An Auction Pull list is printed from the BEAST system which lists the location of the vehicle.   The part time Auto Aide or one of the contract tow companies will move the vehicles to the Auction Lot. Once all the vehicles have been moved to the Auction Lot, a number is placed on the first vehicle, starting with 1 and and continuing sequentially through the last vehicle.  A list is then generated that includes the lot number, VIN number, year, make, and model. This list is be faxed to the COR contracted auction company on the Friday prior to the  auction so the vehicles being auctioned  can be posted on the Auction Company’s web site.

       3.
All remaining license plates must be removed and destroyed.    The destroyed 
plates 
are then documented in writing with the:
a. Plate Number

b. Number of Plates

c. Registrant Name

d. Date Confiscated

e. Date Destroyed

This list is sent to the following address:

NYS Department of Motor Vehicles

Registration Exceptions

Room 430B

6 Empire State Plaza

Albany, NY  12228

       4.    Before the commencement of the auction, A DMV form MV907-A must be 






completed. A designated employee of the Auto Impound completes this form.





   This form is used by the NYS DMV to issue a salvage title if the vehicle is road worthy.
       5.     The COR contracted Auction Company sells all vehicles. The highest bid wins the
 
vehicle.   When the auction is complete, the winning bidder must pay for his/her 
purchase and will then receive the MV907-A form to apply for a salvage certificate. The

 instructions and requirements for the new owner are on this form.

6.
All vehicles sold at the auction, must be towed off the Auto Impound lot. The driver of 
the tow truck must produce a valid driver’s license with a tow endorsement on the back

 along with the MV 907-A form.  It is the responsibility of the new owner to follow and

 comply with all policies and directions pertaining to the removal of their vehicle.
7. After completion of the auction, a designated employee will release the vehicle 
as auctioned from the BEAST system.
F.    Salvage
       1.
A salvage vehicle is prepared with the same procedure as an auction vehicle.  Once the 
vehicle is approved to be salvaged a DMV MV-37 form “Statement of Abandoned
Vehicle” must 
be filled out.
2.  Next a designated employee will contact the COR contracted scrap vendor to have the vehicle picked up and salvaged.

3. A designated Auto Impound employee will update the vehicle as “Salvaged” in the BEAST system.

4. Prior to salvage all license plates are to be removed from the vehicle.
The destroyed plates are then documented in writing with the following information:
a. Plate Number

b. Number of Plates

c. Registrant Name

d. Date Confiscated

e. Date Destroyed

This list is sent to the following address:

NYS Department of Motor Vehicles

Registration Exceptions

Room 430B

6 Empire State Plaza

Albany, NY  12228

G.    Plate Destruction 

The actual destruction of these plates should be done as soon as possible but no later than                                the weekend following the auction or salvage of the vehicle.   The destruction process
 is as follows:
a.     2 people should be present when this destruction occurs.

b.     Plates numbers are to be matched against the list that it to be forwarded to DMV

c.     Carefully, the plates are the cut in half and disposed of in a recycling bin to for



 refuse to collect.

d.     Forward list to DMV as stated above.
H.    Trust Fund


       1.
If a vehicle has a trust fund, these funds are held for one year.  If there are no
 


claims to these funds, the money is deposited into the City of Rochester Genera
l
 

Fund.

       2.
Criteria for a trust fund:


a.
A vehicle sells for over $ 400.00 and,

b.
The total of Auto Pound charges including all auction fees is less than the total 


the vehicle sold for. The difference is the amount of the trust.

       3.
These fees are determined as follows:


a.
Calculate what the fees would have been to release the vehicle on the day of


 the  auction.


b.
Add the auction company’s 7% of the amount of the sale of the  vehicle. 


c.
Add the auction company’s advertising cost.  Take the total advertising cost


 divided by the number of vehicles in the auction.

d.
 Add the administration fee of $10.00 per vehicle sold to a buyer who is not a


 salvage facility.



e.
 Take the Auto Impound fees and add the 7% of sale amount + per vehicle



 amount for Advertising + $10.00  administration fee( if applicable) = total cost



 for auctioning of  vehicle.      



f.
Subtract this amount from the total of the sale, if there is a positive
 



money value, this is the amount  of the Trust Fund.



g.
Mark the BEAST file with the amount being held in trust.

I.     SECURITY

1. All individuals entering the Auto Impound lot, must sign the visitor log (Attachment C), this includes but not limited to, customers, City workers, tow drivers, police officers.    All visitors must be escorted during their visit by an Auto Impound employee.   The only exception is the TSS Commanding Officer, who must sign the visitor log, but does not need to be escorted.
2. During the course of a shift, Auto Impound employees must complete at least two perimeter inspections.

a. One inspection is to be done during the first two hours of shift 

b. One inspection is to be done during the last two hours of shift

c. The inspections need to be random.  
d. After completing the perimeter inspection, employee will fill out the Daily Shift Security Report and note any physical damage to the fencing or buildings, lighting outages, apparent vandalism to vehicles, attempted entry into the barn, or other violation of law (trespass, break in, criminal mischief) to the Auto Impound.

e. Daily Shift Security Reports will be dated, signed and time recorded.

f. Daily Shift Security Reports will be turned into the Supervisor at the end of each shift.

3. If for some reason the Auto Impound employee feels that cannot complete a perimeter inspection, they must notify the appropriate supervisor listed below.
4. Incidents involving Violation of Law (trespass, break in, criminal mischief, etc.) will be documented and reported immediately to Auto Impound Supervisor.   The Supervisor or Auto Impound employee will notify ECD 911 and request an Officer to respond.
5. EMPLOYEES ARE NOT TO CONFRONT ANY TRESPASSER
6. If there is a violation of law, you must follow this notification procedure:

a. Monday through Friday 0830 to 1630 hours, employees are to notify the Auto Impound Supervisor.  The Supervisor will call ECD 911 and request an Officer to respond.   The Supervisor will then notify the Manager of Police Property 202-2706 and the TSS Commanding Officer 370-4871 of the incident.   If the Manager of Police Property or the TSS Commanding Officer is not available the Supervisor will contact Headquarters Sergeant 428-6702.

b. The Auto Impound employee will get the crime report number and the Officer’s name who investigated the incident.   The Supervisor will forward this information to the Manager of Police Property and the TSS Commanding Officer.

7. Auto Impound Supervisors to contact:

a. 0830 to 1630 hours Monday through Friday – Auto Impound Sr. Property Clerk

b. 1630 to 0830 hours Monday through Friday, all day Saturday, Sunday or  a Civilian Holiday – Manager of Police Property

c. At anytime if the Auto Impound Sr. Property Clerk or Manager of Police Property is not available, you will contact the TSS Commanding Officer.

8. These same instructions apply to the AP Security Guard on duty from 2300 to 0700 hours.    All instructions are listed in the Security Guard procedural manual at the Auto Impound (Attachment D).
J.    INVENTORY

A physical inventory of the Auto Impound Lot is conducted on a quarterly basis,   January,  April,  July and October.     The physical inventory is to be done by one or more designated employees.   The Senior Property Clerk/Supervisor will reconcile the inventory.    All errors will be submitted in writing to the Manager of Police Property.
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ATTACHMENT B
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ATTACHMENT C

SECURITY BREACH PROCEDURES SECURITY GUARD

A contracted Security Company is on duty at the Auto Impound during the hours of 2300 to 0700 hours.  

1. If a violation of law (trespass, break in, criminal mischief) occurs and/or trespassers are still present on the premises, The Guard will IMMEDIATELY notify ECD 911 and request a Police Officer to respond.

2. The Security Guard will immediately notify the Manager of Police Property 202-2706 of the incident.   If the Manager of Police Property is not available, you must contact the TSS Lieutenant 370-4871, if the Lieutenant is not available then contact Police Headquarters  428-6702 and advise the Sergeant on duty of the incident.

3. The Guard shall notify the Rochester Police Department by calling ECD  911, and shall provide the necessary information to the investigating Officer to complete the official police report.    The Guard shall obtain the Crime Report number and the Officer’s name. 

4. The Guard will complete all Security company  paperwork and reports, with Crime Report number and Officer’s name included.

5. The Guard will leave a copy of their Security Inspection Reports, in the mailbox of the Impound Supervisor at the conclusion of their shift.
IF THE TRESPASSER’S ARE STILL ON THE PREMISES, NO ONE SHOULD APPROACH OR TRY TO APPREHEND.  ALERT THE POLICE IMMEDIATELY AND OBSERVE AS MANY DETAILS AS POSSIBLE FROM INSIDE THE OFFICE, WITH THE DOORS LOCKED.
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