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PACKAGING OF FIREARMS AND AMMUNITION IN BOXES:

Firearms shall not be submitted in boxes unless the firearm requires examination by the
Identification Unit or the Crime Lab, or the firearm has biological or chemical matter on it that
would present a hazard if handled.

1. Remove ALL ammunition, magazines, clips or other ammunition loading devices.  LOADED
FIREARMS SHALL NOT BE SUBMITTED TO THE EVIDENCE SECTION.  Do NOT remove
ammunition from the loading device (magazine or clip) if the ammunition is to be examined for
prints.

2. Secure the firearm in a safe, open condition with a plastic or metal wire-tie.

3. Package the ammunition, magazines, clips or other ammunition loading devices into an
appropriately sized evidence envelope.  List the firearm, the magazine or clip, and the ammunition
as three separate items on the Impound record.

4. Place the firearm into an approved firearms box (you may place the ammunition envelope into the
box or submit it separately) and seal ALL openings of the box with an approved integrity seal as
demonstrated in the photographs shown above.

5. A supervisor must sign the Impound Record when submitting firearms.
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PACKAGING OF KNIVES AND OTHER LARGE SHARP ITEMS:

1. If an item WILL fit into a knife box, place the item into the knife box and secure it with plastic or
metal wire ties as demonstrated in the upper left hand photograph shown above.

2. Seal ALL openings of the knife box with an approved integrity seal as demonstrated in the upper
right hand photograph shown above.

3. If the item WILL NOT fit into a knife box, cut an appropriately sized piece of cardboard and fold it
over the sharp portion of the item.

4. Place a piece of approved packaging tape over the entire length of the cardboard cover, as well
as securing the cover to the handle of the item.

5. Write the DR #, Item # and your initials and employee # on the cardboard cover.

6. Write the date, your initials and employee # over all edges of the packaging tape, including the
portion that secures the cover to the handle, as demonstrated in the lower right hand photograph
shown above.
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PACKAGING OF LARGE GENERAL ITEMS:

1. Large items that do not require special packaging (for printing or biological evidence or safety
reasons) may be submitted by attaching a cardboard tag to the item.

2. Affix MPD label #232 to the cardboard tag and complete all requested information listed on the
label.

3. If a tag cannot be attached to an item, the white paper label (MPD #232) may be affixed to the
item in a location that will not decrease the value of the item.
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PACKAGING OF BIOLOGICAL ITEMS REQUIRING COLD STORAGE:

1. Items that are contaminated with biological matter SHALL be dried prior to submission.
Items shall be dried in the approved drying facility, located in the southwest corner of the
basement of the Evidence/Identification building.

2. Members requiring access to the drying facility shall contact members of the Identification
Services Section and/or the Crime Lab.

3. Once an item is COMPLETELY DRY, it shall be placed into an appropriately sized PAPER bag
and sealed with a properly completed integrity seal.  The paper bag shall then be placed into
an appropriately sized plastic bag.  EACH ITEM REQUIRING COLD STORAGE SHALL BE
PACKAGED SEPARATELY TO AVOID CROSS-CONTAMINATION.

4. Items requiring cold storage shall be submitted at the main station via the submission freezer
or refrigerator in the packaging room, located across the hallway from the drying facilities.
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PACKAGING AND SUBMISSION OF LICENSE PLATES AS EVIDENCE:

1. When submitting license plates as evidence, place the license plate into an approved
evidence envelope.

2. Seal the envelope by removing the protective strip covering the sealing tape on the envelope
tab.

3. Write your initials, employee # and the date over the perforated area of the envelope tab, as
demonstrated in the photograph shown above.

4. Properly complete an Impound Record listing the proper evidence submission code for the
item.


