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 Supervisor or, if a supervisor is not working at the time, a second officer on-duty will 
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The seizing officer will make a check of the serial number through NCIC to determine 
whether the firearm is stolen. A MSP form 67 will be completed and attached to the 
firearm prior to submission into a temporary storage area. All firearms must be secured 
in a container specifically for weapons prior to submission to the MSP Firearms Unit for 
examination, tracing and testing purposes.  

 
 Firearms will be disposed of within six months of the final disposition of the case or after 
 all legal requirements have been satisfied.  
 

4.  Perishable Items 
 

a.  Food ς These items will be photographed as necessary for evidentiary purposes 
 and 
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6.  Bicycles 
 

Bicycles which are frequently recovered on campus will primarily be handled as lost & 
found or recovered property. At any time bicycles are seized by officers, a check will be 
completed to determine if the bicycle is stolen or if an owner can be located. Officers 
shall complete a property record with the original forwarded with the case report and a 
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9.  Status of all Property held by the Department 
 

 If property/evidence is to be removed for laboratory submittal or any other purpose,  
  the Property/Evidence Room log (SUPD form #029) will: 

 
  a. Be signed out by the Property Custodian noting the date and time; 
  b. Be signed by the Officer receiving the item noting the date and time; 
  c. If the property is taken to court as evidence, it will be returned to the Property  
   Custodian or, if unavailable, the item will be placed in the temporary storage  
   location the same day court concludes (except when the court maintains its  
   possession); and 
  d. Under no circumstance will the property be stored in a desk, personal locker,  
   car or taken home. 

 
      The Property Custodian will maintain a record of final disposition of all property held in  

  the Property Room. 
 

E.  Extra security measures for handling exceptional, valuable, or sensitive items of property will be 
taken to include the following: 

 
  1. Controlled Dangerous Substances ς will be stored in a lockable drug storage area  
   located in the Property Room. 
  2. US currency ς will be stored in a lockable storage cabinet in the Property Room. 
  3. Firearms and other Weapons ς
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 G. Final Release of Property/Evidence 
 

 Evidence, contraband, or recovered property will not be removed from the department by any 
employee unless it is in the performance of official duties (i.e. transporting evidence to court, 
returning an item to its owner, etc.) 

 
 Some specific recovered property (excluding controlled dangerous substances and firearms) 

having no evidentiary value will be disposed of accordingly: 
 

1. License Plates ς ǘƻ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ǎǘŀǘŜΩǎ 5ŜǇŀǊǘƳŜƴǘ ƻŦ aƻǘƻǊ ±ŜƘƛŎƭŜǎ; 
2. Identifications -  

a. Social Security Cards ς to the SS administration as designated on the card; 
b. SU IDs ς to Gullcard office or through contact with the cardholder; 

 
 The return of evidence in a pending court case shall be contingent on the approval of the 

WicoƳƛŎƻ /ƻǳƴǘȅ {ǘŀǘŜ !ǘǘƻǊƴŜȅΩǎ hffice. 
 
 Whenever evidence or recovered property is returned to its owner, the owner ς 
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84.1.2 Storage and Security of Property/Evidence Areas 
 
 Refer to 84.1.1 (A-G) 
 
 

84.1.3 Secure Facilities when Property Room Closed 
 

Only those personnel who are directly responsible for the property and evidence function shall have 
access to the Property/Evidence Room. The Chief of Police shall designate the Administrative Commander to serve 
as the Property Custodian who will be responsible for ensuring that no personnel, other than a designee in the 
absence of the Administrative Commander, has access into the Property/Evidence Room.  

 
No person shall enter the Property Room other than those assigned to the Property function as outlined 

above or the person(s) who are conducting audits or inspections. 
 
The authorized temporary storage areas are: 
 

 Designated lockers in the Squad Room, 

 A large lockable storage room within the Squad Room,  

 Refrigerator in Squad Room; and 

 A lockable storage garage located on the west campus. 
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