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SUBMISSION OF LICENSE PLATES FOR DISPOSAL:

1. When submitting license plates for disposal, affix a white evidence label (MPD #232) to the
BACK portion of the license plate.

2. Complete the required information on the evidence label and mark the box directly below the
word "destroy" in the lower right hand portion of the label.

3. Place the license plate into the slotted evidence submission locker.

4. It is not necessary to complete an Impound Record when submitting license plates for
disposal.

5. License plates submitted for disposal are destroyed immediately after acceptance by the
Evidence Section.
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PACKAGING AND SUBMISSION OF A DRIVER'S LICENSE AS EVIDENCE:

1. When submitting a driver's license as evidence, place the license into an approved evidence
envelope (either a manila envelope or a clear heat sealable envelope).

2. When sealing a manila envelope, write your initials, employee # and the date over the
perforated area of the envelope tab, as demonstrated in the upper right hand photograph
shown above.

3. When sealing a clear envelope, place a white evidence label (MPD #197) over the heat sealed
portion of the envelope and complete the required information listed on the label, as
demonstrated in the center photograph shown above.

4. Properly complete an Impound Record listing the proper evidence submission code for the
item.
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SUBMISSION OF A DRIVER'S LICENSE FOR DISPOSAL:

1. When submitting a driver's license for disposal, write the DR #, the date, your name and
employee #, and the word "destroy" on the BACK of the driver's license.

2. Place the driver's license into the slotted evidence submission locker.

3. It is not necessary to complete an Impound Record when submitting a driver's license
for disposal.
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PACKAGING OF AUDIO AND VIDEOTAPES:

1. Place the audio or video tape into an appropriately sized manila evidence envelope.

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

3. Properly complete an Impound Record listing the proper evidence submission code for the
item.
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PACKAGING OF DOCUMENTS, FORGED CHECKS AND PHOTOGRAPHS:

1. Documents, forged checks, credit cards and photographs may be packaged using the clear
heat sealable evidence envelopes, as demonstrated in the photographs shown above.

2. Seal the envelope using a heat sealing device and place a white evidence label (MPD #197)
over the heat sealed portion of the envelope.

3. Properly complete the required information listed on the label.

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


