MAIN STATION SUBMISSION LOCKERS

Property and evidence may be submitted by placing the items into a submission locker
located in the basement of the Evidence/ldentification building or by directly transferring the
items to an Evidence Technician.

The lockers at the main station are 'keyless" lockers. Once an item is placed inside the locker
and the door is closed, the locker cannot be opened again from the outside.

Available lockers are identified with a small indicator that is visible in the upper right
hand portion of the locker door.

Unavailable lockers are identified with a small red indicator that is visible in the upper right
hand portion of the locker door.

If all lockers are unavailable and you need to submit items DURING EVIDENCE SECTION
BUSINESS HOURS (Monday through Friday, 7:00 to 17:00 hours), please call extension
2917.

If all lockers are unavailable and you need to submit items AFTER EVIDENCE SECTION
BUSINESS HOURS (Monday through Friday, 7:00 to 17:00 hours), please page the Evidence
Section Supervisor at (602) 645-0292.



Small items may be submitted by placing them into this slotted submission locker.

Using this submission locker for smaller items increases the number of available lockers
for larger items.

When submitting small items in this locker, make certain that the Impound Records
accompany the items.



SUBMISSION OF COLD STORAGE ITEMS:
Items requiring freezer storage shall be placed into the triple door submission freezer
located in the packaging room in the basement of the Evidence/ldentification building.
Items requiring refrigerated storage such as DUI blood kits, Urine kits or sexual assault
kit blood samples shall be placed into the lower portion of the white submission refrigerator

located in the packaging room in the basement of the Evidence/ldentification building.

Submission of frozen or refrigerated property/evidence at the sub-stations is PROHIBITED.



PACKAGING OF CONTROLLED SUBSTANCES

Place the package containing the controlled substance into a clear evidence envelope. Do
NOT alter the size of the clear evidence envelope!

Seal the envelope using an approved heat sealing device. Make certain that the heat
setting is adequate to seal the envelope without melting through the envelope.

Complete an integrity label (MPD #197) and place the label over the heat sealed portion of
the envelope following the instructions listed on the label. All items shall be packaged in
this manner, regardless of what the items are being submitted for (whether for evidence or
destruction).

When the case involves an in custody suspect, all seized items shall be submitted at the
main station evidence lockers or delivered directly to an Evidence Technician.

A supervisor must sign the Impound Record when submitting controlled substances.
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PACKAGING OF CONTROLLED SUBSTANCES AND PARAPHERNALIA:

Controlled substances and paraphernalia may be packaged together if the paraphernalia is not
sharp (such as a razor blade, mirror or other sharp object) or breakable (such as a small glass pipe).

1. Place the package containing the controlled substance into a clear evidence envelope and
seal the clear envelope in the middle using an approved heat sealing device, as demonstrated

in the photographs above.

2. Place the paraphernalia into the remaining portion of the clear evidence envelope and seal
with an approved heat sealing device.

3. Complete an integrity label (MPD #197) and place the label over the heat sealed portion on the
edge of the envelope, following the instructions listed on the label. All items shall be packaged
in this manner, regardless of what the items are being submitted for (whether for evidence or
destruction). List the controlled substance as one item and the paraphernalia as a separate
item (remember to write your initials after the item #s).

4. When the case involves an in custody suspect, all seized items shall be submitted at the main
station evidence lockers or delivered directly to an Evidence Technician.

5. A supervisor must sign the Impound Record when submitting controlled substances.
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