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Glossary
Burned- Items that have received fire damage. Documentation purposes only.

Counterfeited- fake or forged Currency

Destroyed/Damaged- Items that have received damage. Documentation purposes 
only.

Evidence- - Includes all items taken or recovered in the course of an investigation 
that may be used in the prosecution of a case.

Forgery/ID Theft/Fraud- To document the value of loss. Documentation purposes 
only 

Found- Includes property found by an employee or citizen that has no apparent 
evidentiary value, where the owner cannot be readily identified and is not known or 
suspected to be connected with any criminal offense.

Lost- Items that have been reported as lost. Documentation purposes only.

None- Items that do not fall under the remaining categories. For documentation 
purposes only.

Recovered Stolen- Includes all recovered items that were reported stolen outside our 
jurisdiction

Safekeeping- Includes non-evidentiary items which are placed into the custody of the 
property room for temporary protection on the behalf of the owner.

Seized- All items seized pursuant to a search warrant or court order

Stolen- All items reported as stolen and are not physically booked into the Property 
Room. Documentation purposes only

Stolen and Recovered- All items reported as stolen and recovered within our 
jurisdiction

Turned in for Destruction- All items that are to be destroyed immediately

** Italicized terms are for documentation purposes. These items are not booked in.



R15-01-0001 01-01-00

Redwood City PD Officer Doe 11377 HS

State of California                            Smith, John

White piece of paper with writing

Suspect’s front pocket

All Mandatory

Except Lab #

Check box if 
Applicable

Check 
appropriate 
box for 
analysis 
desired, if 
unsure, 
leave it 
unchecked

Evidence Envelope (SMCFL) -Front (2 sizes available)

Evidence envelopes must ALWAYS be filled out as shown above. You must always 
include a suspect and victim. If unknown, write UNK. Contents of the envelope 
must always be listed in the “Contents:” section and must have a complete 
description of ALL contents packaged in the envelope. 

If you are unsure what check box to mark, see the Evidence Technician for further 
instruction or leave blank. 1



Evidence seal 
must cover 
end to end ALWAYS 

initial and date 
your seal

Chain of 
custody is 
mandatory

The back of evidence envelopes should be sealed from end to end at the top flap. 
Initial and date the seal, half on the seal and half on the envelope. You must fill out  
the chain of custody upon booking and when you remove the item from property for 
reasons such as court, for review or for the lab.

Evidence Envelope (SMCFL) -Back
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RCPD

RCPD

RCPD

RCPD

Redacted per GC6255(a)



Evidence Bag -Front

Evidence seal 
must cover end 

to end

All case information 
is required

Chain of custody is 
required

Mm 1/1/12 Initial and date the seal

The evidence bag should house bulky, large or odd shaped items. Choose the 
appropriate sized bag based upon the size of the item. Do not attempt to stuff 
items within the bag. Do not staple bags closed.

X Large Evidence Bag Large                    Medium(s)         Small
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http://www.google.com/imgres?q=evidence+bags&um=1&hl=en&rls=com.microsoft:en-us:IE-Address&rlz=1I7GGLJ_enUS307&biw=1228&bih=792&tbm=isch&tbnid=UYvNg-XqUoEqYM:&imgrefurl=http://www.leelofland.com/wordpress/evidence-collection-and-preservation/&docid=6Ceq5D6JMepMoM&imgurl=http://shop.armorforensics.com/mm5/graphics/00000002/products/printed_evidence_bags.jpg&w=315&h=200&ei=uKA3UN3fHIn5igKuq4HwBA&zoom=1&iact=hc&vpx=473&vpy=198&dur=234&hovh=160&hovw=252&tx=122&ty=93&sig=101426189433421212365&page=1&tbnh=110&tbnw=174&start=0&ndsp=35&ved=1t:429,r:3,s:0,i:126
http://www.google.com/imgres?q=evidence+bags&um=1&hl=en&rls=com.microsoft:en-us:IE-Address&rlz=1I7GGLJ_enUS307&biw=1228&bih=792&tbm=isch&tbnid=UYvNg-XqUoEqYM:&imgrefurl=http://www.leelofland.com/wordpress/evidence-collection-and-preservation/&docid=6Ceq5D6JMepMoM&imgurl=http://shop.armorforensics.com/mm5/graphics/00000002/products/printed_evidence_bags.jpg&w=315&h=200&ei=uKA3UN3fHIn5igKuq4HwBA&zoom=1&iact=hc&vpx=473&vpy=198&dur=234&hovh=160&hovw=252&tx=122&ty=93&sig=101426189433421212365&page=1&tbnh=110&tbnw=174&start=0&ndsp=35&ved=1t:429,r:3,s:0,i:126


Evidence Box

Evidence seal must 
cover end to end of 
opening

Place an evidence label on the box 
that includes the case information 

AND the chain of custody.Initial and date 
ALL seals placed 

on the box

An evidence box may be used if necessary. You must seal all openings with 
evidence seals. The seals must be initialed and dated. You must label the box with 
an evidence label that contains case information and the chain of custody. 
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Weapon Box

The box must be 
sealed from end 

to end

There must be a label 
with chain of custody

You must initial 
and date the seals

Sizes Available

Knife box                                       Gun Box

Wide Rifle Box

**No more than two zip ties

** Use regular white zip ties instead or orange tag ties

The lab requires that all crime 
guns are packaged in a 

weapon box and must have 
all holes sealed with tape. 

6



Specific 
packaging 

guidelines based 
upon type of 

evidence



Ammunition

Evidence-
Ammunition within the firearm- Remove bullet from chamber, package in coin 
envelope and label “chamber round.” Leave all ammunition in the magazine. Remove 
magazine from firearm. Place firearm, magazine, and chamber round in the weapon 
box, fastened with zip ties. Count the total rounds in the magazine and document.

Ammunition removed from the firearm- Any ammunition 
removed from the firearm must be labeled as to where it was 
removed (i.e. chamber, magazine). If rounds are to be removed 
from the cylinder of a revolver, then the location of the cartridges
and casings within the revolver must be noted. One of the 
chambers can be marked on the cylinder as number one and 
the other chambers can be numbered clockwise. Each cartridge 
or casing is then placed in an individual envelope labeled with 
its chamber number.
Ammunition (solo)- Boxed or loose ammunition can be packaged in evidence 
envelopes or small evidence bags. If the ammunition is boxed, please leave it in its 
original packaging.

Destruction-
Ammunition in good condition- Package accordingly and place in the evidence 
locker. 
Unstable Ammunition- Have a range master examine for stability of the 
ammunition. If it is deemed unstable (deteriorated or exposed) call SMC Bomb Squad 
Dispatch at (650) 363-4915 or On Call Pager (650) 743-0428

7
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http://www.google.com/imgres?q=ammunition&um=1&hl=en&sa=N&qscrl=1&rlz=1T4GGLJ_enUS307US244&biw=1228&bih=792&tbm=isch&tbnid=rHPJHRlJF9Jq9M:&imgrefurl=http://www.remington.com/product-categories/ammunition.aspx&imgurl=http://www.remington.com/%7E/media/Images/Ammunition/Centerfire/30REM_AR.ashx%253Fw%253D570%2526bc%253Dffffff&w=570&h=285&ei=mvs8UOLuEMyPyAG0xoCYCA&zoom=1&iact=hc&vpx=759&vpy=202&dur=1625&hovh=159&hovw=318&tx=150&ty=96&sig=101426189433421212365&page=1&tbnh=122&tbnw=243&start=0&ndsp=24&ved=1t:429,r:4,s:0,i:153
http://www.google.com/imgres?q=ammunition&um=1&hl=en&sa=N&qscrl=1&rlz=1T4GGLJ_enUS307US244&biw=1228&bih=792&tbm=isch&tbnid=rHPJHRlJF9Jq9M:&imgrefurl=http://www.remington.com/product-categories/ammunition.aspx&imgurl=http://www.remington.com/%7E/media/Images/Ammunition/Centerfire/30REM_AR.ashx%253Fw%253D570%2526bc%253Dffffff&w=570&h=285&ei=mvs8UOLuEMyPyAG0xoCYCA&zoom=1&iact=hc&vpx=759&vpy=202&dur=1625&hovh=159&hovw=318&tx=150&ty=96&sig=101426189433421212365&page=1&tbnh=122&tbnw=243&start=0&ndsp=24&ved=1t:429,r:4,s:0,i:153
http://www.google.com/imgres?q=ammunition&um=1&hl=en&sa=N&qscrl=1&rlz=1T4GGLJ_enUS307US244&biw=1228&bih=792&tbm=isch&tbnid=rHPJHRlJF9Jq9M:&imgrefurl=http://www.remington.com/product-categories/ammunition.aspx&imgurl=http://www.remington.com/%7E/media/Images/Ammunition/Centerfire/30REM_AR.ashx%253Fw%253D570%2526bc%253Dffffff&w=570&h=285&ei=mvs8UOLuEMyPyAG0xoCYCA&zoom=1&iact=hc&vpx=759&vpy=202&dur=1625&hovh=159&hovw=318&tx=150&ty=96&sig=101426189433421212365&page=1&tbnh=122&tbnw=243&start=0&ndsp=24&ved=1t:429,r:4,s:0,i:153
http://www.google.com/imgres?q=ammunition&um=1&hl=en&sa=N&qscrl=1&rlz=1T4GGLJ_enUS307US244&biw=1228&bih=792&tbm=isch&tbnid=rHPJHRlJF9Jq9M:&imgrefurl=http://www.remington.com/product-categories/ammunition.aspx&imgurl=http://www.remington.com/%7E/media/Images/Ammunition/Centerfire/30REM_AR.ashx%253Fw%253D570%2526bc%253Dffffff&w=570&h=285&ei=mvs8UOLuEMyPyAG0xoCYCA&zoom=1&iact=hc&vpx=759&vpy=202&dur=1625&hovh=159&hovw=318&tx=150&ty=96&sig=101426189433421212365&page=1&tbnh=122&tbnw=243&start=0&ndsp=24&ved=1t:429,r:4,s:0,i:153
http://www.google.com/imgres?q=ammo&start=299&um=1&hl=en&sa=N&rlz=1T4GGLJ_enUS307US244&biw=1228&bih=792&addh=36&tbm=isch&tbnid=j3x0oSrTAQTRCM:&imgrefurl=http://www.sacredbrotherhoodmc.com/Events-Photos/Shows/1st-BikeRally-n-GunShow.htm&imgurl=http://www.sacredbrotherhoodmc.com/Events-Photos/Shows/Ammo.jpg&w=748&h=1171&ei=pPc8UIvrJabfyAGawoGwBA&zoom=1
http://www.google.com/imgres?q=ammo&start=299&um=1&hl=en&sa=N&rlz=1T4GGLJ_enUS307US244&biw=1228&bih=792&addh=36&tbm=isch&tbnid=j3x0oSrTAQTRCM:&imgrefurl=http://www.sacredbrotherhoodmc.com/Events-Photos/Shows/1st-BikeRally-n-GunShow.htm&imgurl=http://www.sacredbrotherhoodmc.com/Events-Photos/Shows/Ammo.jpg&w=748&h=1171&ei=pPc8UIvrJabfyAGawoGwBA&zoom=1


Arson /Flammables

Evidence

Any flammable items collected from an arson scene must be packaged in an empty 
arson can. Empty cans are stored in the property room and supply room.

The can must be sealed with two evidence seals forming a X on top. The lab will 
not accept the can if the seals are not placed in this manner.

If the item to be collected is gas or a corrosive liquid, do not pour it directly into the 
can. Place a sample of the liquid into a glass jar, and place the sample into the paint 
can, then seal it accordingly. Glass jars are stored in the property room.

8

http://www.google.com/imgres?q=arson+evidence+cans&hl=en&biw=970&bih=614&tbm=isch&tbnid=epMkyLD6vYBSIM:&imgrefurl=http://www.crime-scene.com/store/A-1505.shtml&docid=KL51OLqjkTF3FM&imgurl=http://www.crime-scene.com/store/media/A-1505.jpg&w=800&h=541&ei=VNtZUL--KuKrigLaooCYDA&zoom=1&iact=hc&vpx=87&vpy=249&dur=625&hovh=185&hovw=273&tx=144&ty=104&sig=101426189433421212365&page=1&tbnh=115&tbnw=170&start=0&ndsp=16&ved=1t:429,r:10,s:0,i:104
http://www.google.com/imgres?q=arson+evidence+cans&hl=en&biw=970&bih=614&tbm=isch&tbnid=epMkyLD6vYBSIM:&imgrefurl=http://www.crime-scene.com/store/A-1505.shtml&docid=KL51OLqjkTF3FM&imgurl=http://www.crime-scene.com/store/media/A-1505.jpg&w=800&h=541&ei=VNtZUL--KuKrigLaooCYDA&zoom=1&iact=hc&vpx=87&vpy=249&dur=625&hovh=185&hovw=273&tx=144&ty=104&sig=101426189433421212365&page=1&tbnh=115&tbnw=170&start=0&ndsp=16&ved=1t:429,r:10,s:0,i:104


Clothing

Clothing that does not contain biological evidence should be packaged in paper bags. 

Bloody clothing or clothing containing biological evidence shall first be dried in the 
drying cabinet if necessary, then placed in a paper bag. Clothing containing biological 
martial should be packaged separately. 

DO NOT PACKAGE SUSPECT AND VICTIM CLOTHING TOGETHER

Clothing containing trace evidence should be examined. Any trace evidence recovered 
should be collected and packaged separately, then the clothing can be placed into a paper 
bag.

Separate clothing by owner. Do not place several articles of clothing from several known 
owners into one X-large evidence bag.

9

http://www.google.com/imgres?q=butcher+paper+roll&hl=en&sa=X&biw=970&bih=614&tbm=isch&tbnid=Grvkc3EKyrNEcM:&imgrefurl=http://remodelista.com/posts/accessories-minimalist-holiday-gift-wrap&docid=QX2y6UqpqM8Q8M&imgurl=http://www.remodelista.com/img/sub/uimg/allison/11-2010/Kraft-paper-roll-blick.jpg&w=475&h=196&ei=COJZUODbGaWxiQKn14DYBQ&zoom=1&iact=hc&vpx=326&vpy=207&dur=1281&hovh=144&hovw=350&tx=189&ty=89&sig=101426189433421212365&page=2&tbnh=74&tbnw=180&start=9&ndsp=19&ved=1t:429,r:11,s:9,i:144
http://www.google.com/imgres?q=butcher+paper+roll&hl=en&sa=X&biw=970&bih=614&tbm=isch&tbnid=Grvkc3EKyrNEcM:&imgrefurl=http://remodelista.com/posts/accessories-minimalist-holiday-gift-wrap&docid=QX2y6UqpqM8Q8M&imgurl=http://www.remodelista.com/img/sub/uimg/allison/11-2010/Kraft-paper-roll-blick.jpg&w=475&h=196&ei=COJZUODbGaWxiQKn14DYBQ&zoom=1&iact=hc&vpx=326&vpy=207&dur=1281&hovh=144&hovw=350&tx=189&ty=89&sig=101426189433421212365&page=2&tbnh=74&tbnw=180&start=9&ndsp=19&ved=1t:429,r:11,s:9,i:144


Controlled Substance

All scheduled drugs shall be packaged in kapak with the exception of 
marijuana and psilocybin (mushrooms).

Do Not compartmentalize individual substances within the kapak by 
heat sealing several times. 

If you are packaging more than one type of controlled substance, you shall 
separate the narcotics into separate kapak envelopes.

Loose powder should be placed in a smaller ziplock baggie which is then 
put into a kapak. 

10



Currency

Mandatory

Signatures 
of two 
officers 
required

U.S. currency shall be packaged in a currency envelope. The currency shall be 
counted by two officers and those two officers shall provide their signatures on the 
envelope.

Counterfeit money should be packaged in a regular evidence envelope.

11



DNA

Swabs shall be packaged individually in swab boxes or original swab envelopes. The 
swab boxes or envelopes should be packaged in an crime lab envelope. If you use two 
swabs to collect an oral swab simultaneously of one individual, they can be packaged 
together in the swab box or envelope.

DO NOT package swabs together if they are from different individuals. 
If you have three suspects, package all three buccal cell samples in separate evidence 
envelopes.

Bloody items or items with other biological material shall be thoroughly dried and 
packaged in an evidence envelope or evidence box. If the item is large and cannot fit in a 
bag or box, it should be wrapped and secured in butcher paper.

Collection kits available for specific use are:
Condom collection kit Stored in the supply room
Urine sample kit Stored in the supply room
Buccal cell sample kit Stored in the supply room
Sexual assault kit Keller Center/ SM General 
Sex Registrant DNA  kit Stored in the Property Room/Records
Missing persons DNA kit Stored in Investigations
Cal DNA Kit Stored in Investigations

12

http://www.google.com/imgres?q=swab+boxes&hl=en&biw=970&bih=614&tbm=isch&tbnid=e4HppgE59OBm_M:&imgrefurl=http://www.store.medtechforensics.com/index.php%3Fmain_page%3Dproduct_info%26products_id%3D1985&docid=cFeopQ7eRJuTtM&imgurl=http://www.store.medtechforensics.com/images/swab_boxes.jpg&w=252&h=100&ei=uQhaUIPHOI3MigKosIGgDQ&zoom=1&iact=hc&vpx=132&vpy=300&dur=1172&hovh=80&hovw=201&tx=119&ty=53&sig=101426189433421212365&page=1&tbnh=75&tbnw=188&start=0&ndsp=15&ved=1t:429,r:10,s:0,i:104
http://www.google.com/imgres?q=swab+boxes&hl=en&biw=970&bih=614&tbm=isch&tbnid=e4HppgE59OBm_M:&imgrefurl=http://www.store.medtechforensics.com/index.php%3Fmain_page%3Dproduct_info%26products_id%3D1985&docid=cFeopQ7eRJuTtM&imgurl=http://www.store.medtechforensics.com/images/swab_boxes.jpg&w=252&h=100&ei=uQhaUIPHOI3MigKosIGgDQ&zoom=1&iact=hc&vpx=132&vpy=300&dur=1172&hovh=80&hovw=201&tx=119&ty=53&sig=101426189433421212365&page=1&tbnh=75&tbnw=188&start=0&ndsp=15&ved=1t:429,r:10,s:0,i:104


Fentanyl

Fentanyl shall be packaged in TWO heat sealed kapak pouches no matter the 
form (powder, pill, capsule, liquid, blotter paper) or original container (i.e. plastic 
baggie or syringe). If it is in a glass container it shall be packaged in a box, then 
double kapak’d. 

A suspected fentanyl sticker shall be placed
in plain view on the outer packaging.

*No presumptive test shall be applied.

After handling suspected fentanyl in the packaging area, officers shall clean the 
area to avoid exposure and dispose of all fentanyl exposed personal protective 
equipment (i.e. gloves) in the Fentanyl hazard bin. 

13



Firearms

Firearms shall be rendered safe

The round in the chamber shall be removed and placed into a coin envelope or 
box. It should be labeled as “chamber round” and secured in the gun box

The magazine shall be removed and secured in the gun box. The live rounds do 
not need to be removed from the magazine. However, it is necessary to count the 
live rounds in the magazine 

The firearm should be secured in the gun box. All semi-automatic and fully 
auto crime guns, should have a chamber flag inserted into the chamber as 
pictured above. Do not use any other plastic or metal through the chamber. A 
maximum of two zip ties shall be used to secure each firearm.

If the firearm is a revolver, documentation should reflect the location of live 
rounds and spent casings in the chamber prior to removing. The rounds shall  be 
removed and placed into a coin envelope or box and secured in the gun box. See 
page 11.

Always wear gloves when handling the firearm and the rounds. 

14



Fireworks (Illegal)

Explosives shall be placed in an evidence bag 
and the bomb squad shall be called 
immediately for a pick-up
(650) 363-4915

Fireworks booked as evidence or for destruction should be packaged 
in an evidence bag and placed into the evidence lockers. Illegal 
fireworks  should be packaged separately from legal fireworks

15



Glass

Glass pipes should be packaged in the cylindrical plastic tubes if it is to be submitted to the lab for 
analysis at any point. Otherwise, it may be packaged in a paper envelope.

Glass items with liquid must have the liquid removed. When removing the liquid, document the 
total liquid content. Take a sample of the liquid and place it in a plastic wide mouth bottle. You 
may dispose of excess liquid as necessary. If the glass item has any chance of going to the crime 
lab, it must be packaged in a cardboard box. If is being booked in as evidence, with no analysis 
request, it may be placed in a large paper evidence bag, with a label indicating “Caution Glass.”  

Glass jars containing marijuana should remain intact. Do not remove the marijuana. If the jar is to be 
sent to the lab for analysis, the glass jar must be packaged in a cardboard box such as a knife box. If the 
jar or marijuana will not be sent to the lab, you may package the glass jar in a large evidence bag.

16

http://www.google.com/imgres?q=evidence+knife+box&um=1&hl=en&rls=com.microsoft:en-us:IE-Address&rlz=1I7GGLJ_enUS307&biw=1228&bih=792&tbm=isch&tbnid=gTHmtL6OcKiooM:&imgrefurl=http://stores.crimetech.net/-strse-1452/EVI-dsh-PAQ-Evidence-Collection-Box,/Detail.bok&docid=ehjkbzPDXFbw4M&imgurl=http://stores.crimetech.net/catalog/kn-box.jpg&w=240&h=240&ei=mpk3UM6kAufyiQKjpIGYCA&zoom=1&iact=hc&vpx=993&vpy=301&dur=437&hovh=192&hovw=192&tx=145&ty=86&sig=101426189433421212365&page=1&tbnh=140&tbnw=140&start=0&ndsp=25&ved=1t:429,r:11,s:0,i:105
http://www.google.com/imgres?q=evidence+knife+box&um=1&hl=en&rls=com.microsoft:en-us:IE-Address&rlz=1I7GGLJ_enUS307&biw=1228&bih=792&tbm=isch&tbnid=gTHmtL6OcKiooM:&imgrefurl=http://stores.crimetech.net/-strse-1452/EVI-dsh-PAQ-Evidence-Collection-Box,/Detail.bok&docid=ehjkbzPDXFbw4M&imgurl=http://stores.crimetech.net/catalog/kn-box.jpg&w=240&h=240&ei=mpk3UM6kAufyiQKjpIGYCA&zoom=1&iact=hc&vpx=993&vpy=301&dur=437&hovh=192&hovw=192&tx=145&ty=86&sig=101426189433421212365&page=1&tbnh=140&tbnw=140&start=0&ndsp=25&ved=1t:429,r:11,s:0,i:105
http://www.google.com/imgres?q=glass+pipe&start=90&num=10&hl=en&biw=1228&bih=792&addh=36&tbm=isch&tbnid=H3ZDfb1ITi-ubM:&imgrefurl=http://www.shamanssmokeshop.com/index.php%3Fmain_page%3Dproduct_info%26products_id%3D16&docid=1sk3fcEksYGQEM&imgurl=http://www.shamanssmokeshop.com/images/glass_pipes.jpg&w=400&h=400&ei=O5I3UOfRE6ediQLjo4HgDA&zoom=1&iact=hc&vpx=960&vpy=161&dur=578&hovh=225&hovw=225&tx=151&ty=132&sig=101426189433421212365&page=4&tbnh=145&tbnw=167&ndsp=30&ved=1t:429,r:23,s:90,i:78
http://www.google.com/imgres?q=glass+pipe&start=90&num=10&hl=en&biw=1228&bih=792&addh=36&tbm=isch&tbnid=H3ZDfb1ITi-ubM:&imgrefurl=http://www.shamanssmokeshop.com/index.php%3Fmain_page%3Dproduct_info%26products_id%3D16&docid=1sk3fcEksYGQEM&imgurl=http://www.shamanssmokeshop.com/images/glass_pipes.jpg&w=400&h=400&ei=O5I3UOfRE6ediQLjo4HgDA&zoom=1&iact=hc&vpx=960&vpy=161&dur=578&hovh=225&hovw=225&tx=151&ty=132&sig=101426189433421212365&page=4&tbnh=145&tbnw=167&ndsp=30&ved=1t:429,r:23,s:90,i:78
http://www.google.com/imgres?q=glass+paraphernalia&start=184&hl=en&sa=X&biw=1228&bih=792&addh=36&tbm=isch&tbnid=KQaw54YkHwABxM:&imgrefurl=http://the420times.com/2011/04/reader-poll-results-what-do-you-prefer-your-bowls-and-pipes-be-made-of/&docid=xvrZUx30FHEXLM&imgurl=http://the420times.com/wp-content/uploads/2011/04/420times_000015159083XSmall.jpg&w=283&h=424&ei=uZI3UOzgBYqzigLH2YDoBQ&zoom=1&iact=hc&vpx=416&vpy=338&dur=750&hovh=275&hovw=183&tx=102&ty=157&sig=101426189433421212365&page=7&tbnh=137&tbnw=110&ndsp=32&ved=1t:429,r:2,s:184,i:12
http://www.google.com/imgres?q=glass+paraphernalia&start=184&hl=en&sa=X&biw=1228&bih=792&addh=36&tbm=isch&tbnid=KQaw54YkHwABxM:&imgrefurl=http://the420times.com/2011/04/reader-poll-results-what-do-you-prefer-your-bowls-and-pipes-be-made-of/&docid=xvrZUx30FHEXLM&imgurl=http://the420times.com/wp-content/uploads/2011/04/420times_000015159083XSmall.jpg&w=283&h=424&ei=uZI3UOzgBYqzigLH2YDoBQ&zoom=1&iact=hc&vpx=416&vpy=338&dur=750&hovh=275&hovw=183&tx=102&ty=157&sig=101426189433421212365&page=7&tbnh=137&tbnw=110&ndsp=32&ved=1t:429,r:2,s:184,i:12
http://www.google.com/imgres?q=warning+needle+glass+labels&um=1&hl=en&rls=com.microsoft:en-us:IE-Address&rlz=1I7GGLJ_enUS307&biw=1228&bih=792&tbm=isch&tbnid=y3Rq1EtFNSDexM:&imgrefurl=http://www.shamrocklabels.com/store/item.aspx%3FItemId%3D615&docid=e6jAqYpjf7dP1M&imgurl=http://www.shamrocklabels.com/assets/item/large/EL-15.jpg&w=565&h=423&ei=_Zo3UPO1B6HoiwL95YHoDg&zoom=1&iact=hc&vpx=628&vpy=268&dur=656&hovh=194&hovw=260&tx=134&ty=109&sig=101426189433421212365&page=2&tbnh=140&tbnw=202&start=24&ndsp=30&ved=1t:429,r:15,s:24,i:198
http://www.google.com/imgres?q=warning+needle+glass+labels&um=1&hl=en&rls=com.microsoft:en-us:IE-Address&rlz=1I7GGLJ_enUS307&biw=1228&bih=792&tbm=isch&tbnid=y3Rq1EtFNSDexM:&imgrefurl=http://www.shamrocklabels.com/store/item.aspx%3FItemId%3D615&docid=e6jAqYpjf7dP1M&imgurl=http://www.shamrocklabels.com/assets/item/large/EL-15.jpg&w=565&h=423&ei=_Zo3UPO1B6HoiwL95YHoDg&zoom=1&iact=hc&vpx=628&vpy=268&dur=656&hovh=194&hovw=260&tx=134&ty=109&sig=101426189433421212365&page=2&tbnh=140&tbnw=202&start=24&ndsp=30&ved=1t:429,r:15,s:24,i:198


If a glass bottle containing a liquid (i.e.. Alcoholic beverage) is booked into property, it should be 
packaged as follows:

1. If the glass container is full and sealed it may remain intact

2. If the glass bottle is going to be submitted to the lab for analysis, it shall be packaged in a box

3. If the bottle is open or unsecured, the liquid must be removed. Document the total liquid amount.
Take a sample of the liquid if necessary and store it in a plastic wide mouth bottle

4. If the glass bottle(s) are for court purposes only and no analysis is necessary, it can be packaged in
a large evidence envelope

5. Broken glass bottles shall be packaged in a box

6. Place a “caution glass” label on the packaging

Glass 
Bottle(s)

Lab

Yes

No

Box

Broken
Yes Box

No Liquid Yes

No Remove Liquid

Large Evidence Envelope 
with Warning label

Glass 

DNA or Fingerprints
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http://www.google.com/imgres?q=beer+glass+bottle&start=103&um=1&hl=en&rls=com.microsoft:en-us:IE-Address&rlz=1I7GGLJ_enUS307&biw=1228&bih=792&tbm=isch&tbnid=1e41YIDlk_vykM:&imgrefurl=http://www.trigon-food.nl/products/beers-liquors-/beers/stella-artois-beer-33-cl-glass-bottle.aspx&docid=0_2d48WPgy4JvM&imgurl=http://www.trigon-food.nl/resources/internal/file_views/732/1_Stella-Artois-Beer-33cl-Glass-Bottle.jpg&w=400&h=400&ei=oZs3UO_eMpDtiQKbuoCQDQ&zoom=1&iact=hc&vpx=432&vpy=286&dur=141&hovh=225&hovw=225&tx=124&ty=141&sig=101426189433421212365&page=4&tbnh=139&tbnw=147&ndsp=36&ved=1t:429,r:2,s:103,i:132
http://www.google.com/imgres?q=beer+glass+bottle&start=103&um=1&hl=en&rls=com.microsoft:en-us:IE-Address&rlz=1I7GGLJ_enUS307&biw=1228&bih=792&tbm=isch&tbnid=1e41YIDlk_vykM:&imgrefurl=http://www.trigon-food.nl/products/beers-liquors-/beers/stella-artois-beer-33-cl-glass-bottle.aspx&docid=0_2d48WPgy4JvM&imgurl=http://www.trigon-food.nl/resources/internal/file_views/732/1_Stella-Artois-Beer-33cl-Glass-Bottle.jpg&w=400&h=400&ei=oZs3UO_eMpDtiQKbuoCQDQ&zoom=1&iact=hc&vpx=432&vpy=286&dur=141&hovh=225&hovw=225&tx=124&ty=141&sig=101426189433421212365&page=4&tbnh=139&tbnw=147&ndsp=36&ved=1t:429,r:2,s:103,i:132
http://www.google.com/imgres?q=alcohol+glass+bottle&start=97&um=1&hl=en&rls=com.microsoft:en-us:IE-Address&rlz=1I7GGLJ_enUS307&biw=1228&bih=792&tbm=isch&tbnid=3-TcNXTR_TmLOM:&imgrefurl=http://forums.gametrailers.com/thread/how-much-alcohol-in-a-shot-gla/1141759%3Fpage%3D2&docid=uV6bJ9Lx0CYhrM&imgurl=http://www.1-877-spirits.com/store/images/large/Level-Vodka-lq.jpg.jpg&w=270&h=350&ei=X5s3UNTRD-mUiALRn4DAAQ&zoom=1&iact=hc&vpx=813&vpy=308&dur=140&hovh=256&hovw=197&tx=110&ty=131&sig=101426189433421212365&page=4&tbnh=139&tbnw=107&ndsp=36&ved=1t:429,r:12,s:97,i:43
http://www.google.com/imgres?q=alcohol+glass+bottle&start=97&um=1&hl=en&rls=com.microsoft:en-us:IE-Address&rlz=1I7GGLJ_enUS307&biw=1228&bih=792&tbm=isch&tbnid=3-TcNXTR_TmLOM:&imgrefurl=http://forums.gametrailers.com/thread/how-much-alcohol-in-a-shot-gla/1141759%3Fpage%3D2&docid=uV6bJ9Lx0CYhrM&imgurl=http://www.1-877-spirits.com/store/images/large/Level-Vodka-lq.jpg.jpg&w=270&h=350&ei=X5s3UNTRD-mUiALRn4DAAQ&zoom=1&iact=hc&vpx=813&vpy=308&dur=140&hovh=256&hovw=197&tx=110&ty=131&sig=101426189433421212365&page=4&tbnh=139&tbnw=107&ndsp=36&ved=1t:429,r:12,s:97,i:43


Gun Shot Residue

Gun shot residue can be collected  using the pre-packaged kit. The 
items can be re-packaged into its original packaging. 

All documentation, gloves, directions, seals and collection items 
are included within the package. 

Make sure to fill out all the case information on the front of the 
envelope as well as sign and seal the back of the envelope. All 
chain of custody information must be included.

The GSR kits are located in the Supply Room
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Items for Destruction

All items for destruction must be packaged and labeled in the same manner as 
evidence. 

The only exception to the rule is firearms. If a person relinquishes firearms to the 
Police Department for destruction (not safekeeping or found), it is not required they be 
placed in a weapon box. It can be tagged with an intact chain of custody. The 
ammunition must be packaged in an evidence envelope.
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http://www.google.com/imgres?q=ammo&start=299&um=1&hl=en&sa=N&rlz=1T4GGLJ_enUS307US244&biw=1228&bih=792&addh=36&tbm=isch&tbnid=j3x0oSrTAQTRCM:&imgrefurl=http://www.sacredbrotherhoodmc.com/Events-Photos/Shows/1st-BikeRally-n-GunShow.htm&imgurl=http://www.sacredbrotherhoodmc.com/Events-Photos/Shows/Ammo.jpg&w=748&h=1171&ei=pPc8UIvrJabfyAGawoGwBA&zoom=1
http://www.google.com/imgres?q=ammo&start=299&um=1&hl=en&sa=N&rlz=1T4GGLJ_enUS307US244&biw=1228&bih=792&addh=36&tbm=isch&tbnid=j3x0oSrTAQTRCM:&imgrefurl=http://www.sacredbrotherhoodmc.com/Events-Photos/Shows/1st-BikeRally-n-GunShow.htm&imgurl=http://www.sacredbrotherhoodmc.com/Events-Photos/Shows/Ammo.jpg&w=748&h=1171&ei=pPc8UIvrJabfyAGawoGwBA&zoom=1
http://www.google.com/imgres?q=marijuana&start=149&um=1&hl=en&rlz=1T4GGLJ_enUS307US244&biw=1228&bih=792&addh=36&tbm=isch&tbnid=NnKf_TALby_3qM:&imgrefurl=http://www.treatmentsolutions.com/marijuana-addiction-treatment/&imgurl=http://www.treatmentsolutions.com/images/articles/marijuana-addiction.jpg&w=250&h=352&ei=hfg8UNyhE6aUywHUlIHgCQ&zoom=1&iact=hc&vpx=900&vpy=146&dur=718&hovh=266&hovw=189&tx=92&ty=151&sig=101426189433421212365&page=6&tbnh=125&tbnw=89&ndsp=31&ved=1t:429,r:29,s:149,i:289
http://www.google.com/imgres?q=marijuana&start=149&um=1&hl=en&rlz=1T4GGLJ_enUS307US244&biw=1228&bih=792&addh=36&tbm=isch&tbnid=NnKf_TALby_3qM:&imgrefurl=http://www.treatmentsolutions.com/marijuana-addiction-treatment/&imgurl=http://www.treatmentsolutions.com/images/articles/marijuana-addiction.jpg&w=250&h=352&ei=hfg8UNyhE6aUywHUlIHgCQ&zoom=1&iact=hc&vpx=900&vpy=146&dur=718&hovh=266&hovw=189&tx=92&ty=151&sig=101426189433421212365&page=6&tbnh=125&tbnw=89&ndsp=31&ved=1t:429,r:29,s:149,i:289
http://www.google.com/imgres?q=illegal+fireworks&start=108&um=1&hl=en&rlz=1T4GGLJ_enUS307US244&biw=1228&bih=792&addh=36&tbm=isch&tbnid=3Edwjb5p_IXvJM:&imgrefurl=http://www.examiner.com/slideshow/washington-s-illegal-fireworks%3Fslide%3D49241406&imgurl=http://cdn2-b.examiner.com/sites/default/files/styles/image_full_width_scaled/hash/4f/73/4f73468ad8e29a8855386c09b97595fb.png&w=500&h=500&ei=O_k8UJv1PMe3yQG-94CIDg&zoom=1&iact=hc&vpx=814&vpy=277&dur=938&hovh=225&hovw=225&tx=119&ty=108&sig=101426189433421212365&page=5&tbnh=144&tbnw=144&ndsp=28&ved=1t:429,r:4,s:108,i:114
http://www.google.com/imgres?q=illegal+fireworks&start=108&um=1&hl=en&rlz=1T4GGLJ_enUS307US244&biw=1228&bih=792&addh=36&tbm=isch&tbnid=3Edwjb5p_IXvJM:&imgrefurl=http://www.examiner.com/slideshow/washington-s-illegal-fireworks%3Fslide%3D49241406&imgurl=http://cdn2-b.examiner.com/sites/default/files/styles/image_full_width_scaled/hash/4f/73/4f73468ad8e29a8855386c09b97595fb.png&w=500&h=500&ei=O_k8UJv1PMe3yQG-94CIDg&zoom=1&iact=hc&vpx=814&vpy=277&dur=938&hovh=225&hovw=225&tx=119&ty=108&sig=101426189433421212365&page=5&tbnh=144&tbnw=144&ndsp=28&ved=1t:429,r:4,s:108,i:114


Knife

Knives booked as evidence should be packaged in a knife box and 
secured with zip ties. A sharps sticker should be placed on the box. If the 
knife can be secured (i.e. folding knife) then it can be placed in an 
envelope. Use your discretion and keep in mind the safety of officers and 
property personnel. 

If it is booked for destruction it can be placed in an evidence envelope 
with a Sharps sticker

Do Not tape folding knives closed. No exceptions!!
Do Not stick labels directly onto any part of the knife
Do Not package evidentiary knives in paper bags or envelopes
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Large Items

If the item requires analysis such as fingerprints or DNA in a major case, 
attempts must be made to ensure the preservation of the evidence. If you do not 
package the item, you risk cross-contamination and potential loss of your 
evidence. There are various size boxes and bags in the property room available. 
There is also a ream of butcher paper (which is stored in the supply room) for 
oddly shaped objects.

If an item does not require analysis and is too large for an evidence bag, it may 
be tagged instead of packaged. 
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http://www.google.com/imgres?q=bicycle&um=1&hl=en&sa=N&qscrl=1&rlz=1T4GGLJ_enUS307US244&biw=1228&bih=792&tbm=isch&tbnid=6be2zEY2PlImHM:&imgrefurl=http://cambridgebicycle.com/bikes/hybrid/&imgurl=http://cambridgebicycle.com/assets/images/comfort/KHS_Manhattan_Green_cruiser_bicycle.jpg&w=432&h=269&ei=itQ8UJX3KoH9igKKt4HADw&zoom=1&iact=hc&vpx=246&vpy=264&dur=5187&hovh=177&hovw=285&tx=124&ty=104&sig=101426189433421212365&page=1&tbnh=107&tbnw=172&start=0&ndsp=24&ved=1t:429,r:19,s:0,i:214
http://www.google.com/imgres?q=bicycle&um=1&hl=en&sa=N&qscrl=1&rlz=1T4GGLJ_enUS307US244&biw=1228&bih=792&tbm=isch&tbnid=6be2zEY2PlImHM:&imgrefurl=http://cambridgebicycle.com/bikes/hybrid/&imgurl=http://cambridgebicycle.com/assets/images/comfort/KHS_Manhattan_Green_cruiser_bicycle.jpg&w=432&h=269&ei=itQ8UJX3KoH9igKKt4HADw&zoom=1&iact=hc&vpx=246&vpy=264&dur=5187&hovh=177&hovw=285&tx=124&ty=104&sig=101426189433421212365&page=1&tbnh=107&tbnw=172&start=0&ndsp=24&ved=1t:429,r:19,s:0,i:214
http://store.bootsnall.com/product/north-face-isabella-backpack.html
http://store.bootsnall.com/product/north-face-isabella-backpack.html
http://www.google.com/imgres?q=computer+tower&um=1&hl=en&sa=N&qscrl=1&rlz=1T4GGLJ_enUS307US244&biw=1228&bih=792&tbm=isch&tbnid=qefHAeRIgWUKyM:&imgrefurl=http://www.articlesweb.org/technology/what-is-a-computer-tower&imgurl=http://www.articlesweb.org/blog/wp-content/gallery/what-is-a-computer-tower/what-is-a-computer-tower-02.jpg&w=370&h=600&ei=5dU8UMHEK6KGjALVmIEI&zoom=1&iact=hc&vpx=529&vpy=137&dur=3234&hovh=286&hovw=176&tx=102&ty=170&sig=101426189433421212365&page=1&tbnh=134&tbnw=83&start=0&ndsp=29&ved=1t:429,r:3,s:0,i:150
http://www.google.com/imgres?q=computer+tower&um=1&hl=en&sa=N&qscrl=1&rlz=1T4GGLJ_enUS307US244&biw=1228&bih=792&tbm=isch&tbnid=qefHAeRIgWUKyM:&imgrefurl=http://www.articlesweb.org/technology/what-is-a-computer-tower&imgurl=http://www.articlesweb.org/blog/wp-content/gallery/what-is-a-computer-tower/what-is-a-computer-tower-02.jpg&w=370&h=600&ei=5dU8UMHEK6KGjALVmIEI&zoom=1&iact=hc&vpx=529&vpy=137&dur=3234&hovh=286&hovw=176&tx=102&ty=170&sig=101426189433421212365&page=1&tbnh=134&tbnw=83&start=0&ndsp=29&ved=1t:429,r:3,s:0,i:150


Liquid

Samples taken of  liquids should be packaged in the plastic bottles. 
Make sure the lid is screwed on tightly to ensure that no leakage 
occurs. The plastic bottle should be packaged in kapak. If the 
liquid is corrosive or highly flammable, it shall be packaged in a 
glass container or tin can. 

If liquid is collected in an un-opened container, you may leave the 
item intact if necessary. 
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All Marijuana including buds, leafs, and mature plants shall be 
packaged in evidence bags, burlap sacks or evidence envelopes. 
Contents shall be weighed and documented prior to packaging. We 
currently do not carry burlap sacks, if large amounts of marijuana are 
collected, you can contact the Narcotics Tasks Force to acquire the 
packaging.

If the marijuana is contained in a sealed glass container, it can be kept 
intact and placed in a box.

DO NOT PACKAGE IN PLASTIC.

Marijuana



Memory cards

Department issued Memory cards are now assigned to 
each officer. The memory card should be used as a 
temporary storage device until the officer uploads the photos 
to the Redwood City PD upload program. Memory cards are 
assigned to individual officers and should remain in their 
care.

Non-Departmental Memory cards provided by individuals 
related to the case should be packaged in an evidence 
envelope. 
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All syringes, needles, sharps and EpiPens should be packaged individually in a 
syringe keeper or together in a regulated medical waste container (Sharps 
container). A Sharp’s label should be placed on any packaging

Officers may place the syringe keeper(s) in an evidence bag and place it in the 
evidence locker for evidence or destruction.

Syringe keepers are located in the supply room

All packaging containing sharps of any kind should clearly indicate SHARPS 
on the outer packaging.



Trace
Trace evidence such as hair, nails, fibers, etc. should be packaged 
according to size. If it is a small amount of trace, it should be 
packaged in coin envelopes, paper bindles or small boxes. The 
small envelopes can be packaged together in a larger evidence 
envelope. 

If trace is collected using the tape lift method, place the adhering 
side of the tape to the inside of a kapak envelope and heat seal 
the kapak. Place a normal evidence label with chain of custody 
onto the kapak.
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Urine/ Blood

Urine and blood samples are collected using self-contained kits located in 
the supply room. All collection and packaging materials are contained in the 
kit. The blood or urine samples shall be packaged in the envelopes 
provided.

The items can be booked directly to First Chance, Jail, or it can be placed 
in the supply room refrigerator. 
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DO NOT FORGET TO FILL OUT 
TOXICOLOGY REQUEST FORM  FOR 

BLOOD/URINE IF NEEDED



Date Section Revision Revised By

11/3/2015 Entire
Document

Completed and Implemented Mondragon

7/18/2018 Entire 
Document

Added packaging guidelines for Fentanyl Mondragon

12/5/2019 Entire
Document

Redaction and updates Mondragon
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