
 

IMPOUNDING TIPS (DP 3.02) 

 
 
*If a signed receipt is NOT included with the impound, explain in the remarks section. 
- Instead of using “Misc Items”  indicate clothing, toiletries, papers, etc. All items of value MUST be listed individually (i.e. electronics, jewelry, currency 
under $20.00) 
- Items found in a police vehicle or found by the scene of a crime MUST be marked “OTHER” and not “FOUND PROPERTY.” 
- When impounding “FOUND PROPERTY” all identification cards/credit cards MUST be itemized. 

Type of 
Impound 

May be 
Impounded 

At Area 
Station? 

Must Impound at HQ Issue 
Receipt? 

Issue 
Property 
Release 
Form? 

Additional Information 

      

FIREARMS Yes, if unloaded. 
If loaded impound at Watch 
Commander’s Office and 
clearly mark tag & packaging. 

Yes! (Make sure 
receipt is signed!)  
* 

Never!  Refer 
citizen to the 
Gun Desk. 

Related articles such as holsters, gun case, etc. 
must be impounded under a separate barcode 
from the firearm. Ammo must also be barcoded 
separately. 

MONEY Yes, if $500. or 
less. 

If over $500.  If HQ Property 
Room is closed, impound at 
Watch Commander’s Office 

Yes! (Make sure 
receipt  is signed!)  
* 

Only if Prisoner 
Personal Property 
and not evidence. 

Place in Money Envelope (PD-442), fill in the 
denominations & seal the envelope.  List the 
total dollar amount in the proper fields on the 
data screen entry. 

EVIDENCE 
Yes 
See exceptions 
 

Auto Theft, Child Abuse, DV, 
Economic Crimes, Felony 
Narcotics, Homicide, 
Commercial Robbery, Sex 
Crimes, & Items contaminated 
with Biological Fluids. 
Economic Crimes may be 
impounded at Central 

NO 
NO Assigned 
investigator will 
issue release form if 
appropriate. 

Seal evidence related to sex crimes, child 
abuse, & items contaminated with biological 
fluids.  Saturated articles must be placed in 
designated lockers at HQ.  Key to room at 
W.C.’s office 

PRISONER 
PERSONAL 
PROPERTY 

No 
ALWAYS!  
Impound at HQ 
Impound before prisoner is 
booked into jail 

NO 
Yes! Give or mail a 
copy to 10-16.  
Advise 10-16 of 90 
day expiration. 

 

BICYCLES 
Yes, unless it’s 
prisoners personal 
property 

Only if it’s prisoners personal 
property NO 

Only if Prisoner 
Personal Property. 
Advise 10-16 of 90 
day expiration.  

List serial number, make, model, color, wheel 
size, number of speeds, frame type 
(male/female), bike license number, & any other 
identifying features. 

JEWELRY Yes, if valued at 
$1,000.00 or less. 

If valued over $1,000.  If HQ 
Property Room is closed, 
impound at Watch 
Commander’s Office 

Not required-
recommended if 
high value. 

Only if Prisoner 
Personal Property. 
Advise 10-16 of 90 
day expiration. 

Use general terms to describe jewelry such as 
“clear stones” instead of diamonds, “yellow 
metal” instead of gold.  Mark individual items 
with item number & barcode number.   

FOUND 
PROPERTY 

 
(Not related to a 

crime case) 

Yes May be impounded at HQ but 
not required 

Only if it’s a 
firearm or money 
over $20 & was 
turned over to you 
by a finder. 

Yes only if owner is 
identified.  Must 
provide a separate 
PRF for each owner 
(if there are multiple 
owners). 

If property was turned in by a finder, list their 
name & address & if they are interested in 
claiming.  There is a FINDER field. 

NARCOTICS Yes, if 
misdemeanor. 

Felony cases & large loads 
that don’t fit in area station 
mailboxes. 

N/A N/A 

Only marijuana must be weighed.  Seal all 
narcotics impounds.   
 

List SUSPECT name for each narcotic or it 
won’t be tested. 

LATENT 
PRINTS  
& FILM 

Yes 
(Only if from an 
outside Agency) 

N/A N/A N/A 
Use special envelopes for latent prints.  Fill in 
the information on the envelope.  Seal latent 
prints envelope. Latent prints must be on a 
separate barcode. 

(CD) 
PHOTO DISK 

Yes (only in a CD 
sleeve with photo 
seal.) 
 
*See Exceptions* 

Auto Theft, Child Abuse, DV, 
Economic Crimes, Felony 
Narcotics, Commercial 
Robbery, & Sex Crimes. 
   

N/A NO 
Package disk with CD sleeve & photo sticker 
(PD 135A) only!! No additional packaging is 
required. 



 



 
 

 
 
 

1. OWNER: List the owner of the firearm, include name, full and complete address including zip code 
and date of birth. Please put the finder information in the remarks section. 
 

2. SUSPECT: Required to be listed even if it’s the same as the owner of the firearm, include Suspect 
ID#. 

 
3. IMPOUND DESCRIPTION FIELDS: You are required to provide the following information: 

 
CATEGORY: Choose either Evidence or Other. IF the firearm was “found” then type 
under Comments or            Remarks field to indicate where it was found.  

 
               ITEM TYPE: Use the pull down menu and choose one of the following: 

• Firearm Handgun 
• Firearm Long Gun 
• Firearm Shotgun 

 
               COLOR: Choose the appropriate color of the firearm. 

 
4. FIREARM DESCRIPTION FIELDS: You are required to provide the following information: 

• Make  
• Model 
• Serial number 
• Caliber (if unsure then put “unknown caliber” in the remarks section) 
• Gun Type: choose from the drop down list. 

 
NOTE: Ammo, holsters, etc must be entered and barcoded as a separate entries from firearms. The 
magazine will be included on the same barcode with the firearm unless it contains ammo or must be 
separated for evidentiary purposes. 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
  

 
 

IMPOUNDING FIREARMS 



 


