PROPERTY TAG GUIDELINE

1. Case Number refersto the number the origina case was written under.

2. Tag Number / Evidence Tag Number - the most accurate way to prop
erly document property is to insure each piece of property / evidence has
itsown individual sequential number. For example, the property / evi
dence tags aredl pre-numbered and signed out of a control book that can
eadsly beaudited. The property/ evidence isthen referred to in the case by
thetag or invoice number and acorresponding item number .

When using just a case number theinternal inspection has no way of
determining if evidence is missng snce only cases that have evidence are
filed in the property room.

3. Seized Pursuant to Search War rant - anytime the court has jurisdiction
over evidence the documentation needs to reflect that information to
notifiy the property room personnel. Thiswill lessen the chance of re
leasing property that the court cas jurisdiction over.

4, Booking Number - refersto ajail booking number where suspect may be
located for later notifications.

5. Descr iption - generaly speaking al evidence should bethroughly de
scribed to avoid loss, theft, and missappropriation.

6. Approved by - provides alocation for supervisory personnd to review
and approve the property documentation and insureit meets the accepted
sandard.
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