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the International Association for Property and Evidence, Inc. Joe Lotto retired as a 
Lieutenant from the Burbank Police Department after more than thirty-one years of 
service as a police officer. sergeant. and lieutenant. A graduate of the 146th Session of 
the F.B.I. Notional Academy. Mr. Latta holds on M.S. degree in Public Administration. 
During his studies at the California Police Command College. Mr. Latta researched and 
wrote about Police Property and Evidence operations projected ten years into the 
future. He has been the primary instructor in more than 900 classes in the U.S. and 
Canada on the topic of Property and Evidence Management. Additionally, as the 
President of E.C.S .. Inc. Mr. Latta has conducted nearly 100 audits of police property 
sections for small, medium, and large departments. Joe Latta serves as a consultant to 
facilities planners and architects who are designing new police facilities and 
property/ evidence rooms. 

Ellen Spain 

Ellen Spain is the Forensic Evidence Manager for the Virginia Deportment of Forensic 
Science. where she manages the statewide evidence-receiving program. She is a 
graduate of the Virginia Forensic Science Academy and is the cofounder and Vice 
President of the Virginia Association of Property and Evidence Professionals. 
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METHODOLOGY OF AUDIT 

Upon the award of the consultant contract, Evidence Control Systems, Inc. initiated a 
liaison with the Wichita Police Department, Lieutenant Christopher McAuliffe. Supervisor 
Donna Willcutt was the assigned primary point of contact for the E.C.S. Audit Team 
d uring the visit. The consultant requested that we be furnished all Wichita Police 
Department directives and forms that relate to the day-to-day operations in the area of 
property and evidence. 

The aforementioned documents were reviewed by the consultants in anticipation of the 
site visit to the Wichita Police Department. Based upon the materials provided. a macro 
level understanding of the intake, packaging, accountability, storage, and disposition of 
property and evidence was developed. 

On January 19, 20 and 21. 2021. the E.C.S. Audit Team visited the Wichita Police 
Department Property and Evidence Unit. 

INTRODUCTION 

Evidence Control Systems. Inc. was awarded a consultant contract by the Wichita Police 
Department to conduct a review and assessment of the Department's policies, 
procedures and operations related to the intake, processing, accountability. storage, 
security and disposition of property and evidence. 
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REFERENCES FOR CITED STANDARDS 

Throughout this document there will be references to professional standards. The 
following are the citations for the thirteen sources within which the individual standards 
are found and/or based. 

• International Association for Property and Evidence, Inc. Professional Standards, May 
2010. 

• Standards for Law Enforcement Agencies Manual, Commission on Accreditation for 
Law Enforcement Agencies (CALEA), 6th Edition, 2006 

• Policy Paper, International Association of Chiefs of Police (IACP) 
• Guidelines for Narcotic and Dangerous Drug Evidence Handling and Security 

Procedures. U.S. D.O.J. Drug Enforcement Administration, and Field Operations 
Oivision, IACP, 1974 

• Managing Property in Law Enforcement, California Commission on Peace Officer 
Standards and Training (POST). 1984 / 1993 / 2005 / 2013 

• California Association for Property and Evidence (CAPE) Manual. 1995 
• Occupational Exposure to Blood borne Pathogens. U.S. Department of Labor. 

Occupational Safety and Health Administration, 1996 
• DEA Operational Evidence Manual, U.S. Department of Justice, Drug Enforcement 

Administration 
• Property and Evidence Audit Guide, California Commission on Peace Officer 

Standards and Training (POST). 2006 
• Doran. Robert, Evidence and Recovered Property. 2nd Edition, Public Management 

Press. 1993. 
• Latta. Joseph; Rush. George, Dr., Evidence and Property Management. Copperhouse 

Publishing, 1998. 
• Latta, Joseph, Property ond Evidence by the Book. 2nd Edition, 2011 . 
• The Biological Evidence Preservation Handbook: Best Practices for Evidence Handlers 

2013, NIJ (National Institute of Justice) and the NIST (National Institute of Standards 
and Technology). 

It is significant that these thirteen documents. including one over 30 years old. comprise 
almost the entire body of reference material as to standards for property and evidence 
handling. Although few are stepping forward to prooctively establish standards of due 
diligence, nearly everyone will toke the opportunity to be critical when failures occur. 
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Explanation of Audit Cumulative Assessment Chart 

The report of the results of the audit of the Property and Evidence Unit of the Wichita 
Police Department has been divided into six (6) chapters. Within these chapters are 
major sub-areas, which contain individual items/areas that were the subject of the E.C.S. 
Audit. Below are the possible audit assessment categories that can be found in this report 
to reflect the findings of individual items/areas reviewed during the audit. Below is a 
breakdown of the color-coded assessment findings. 

I Meets Recognized Professlona# Standards I Practices ....... .......... Modification I Options 

I Does Not Meet Recognized Professional Standards I Practices ........ Modification Necessary 
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Executive Summary 
Wichita Police Department 

Property and Evidence Unit - January 2021 

Evidence Control Systems, Inc. has provided the Wichita Police Department with an 
extensive report of the findings of the Audit of the Property Room and the Department's 
policies and procedures. 

Each chapter contains numbered items that address observations/findings and 
recommendations. The assessment of each item in the report is color coded to indicate if 
the assessment of the topic met recognized professional standards (green). met 
recognized professional standards but modification is recommended (yellow) . did not 
meet recognized professional standards with modifica tion necessary (red). observation 
and recommendation only (purple) . and information only (blue). 

This Executive Summary is provided as an overview of those Audit subjects that did not meet 
best practices or professional sta ndards and/or recognized best business practices (red 
assessment bar) . In order to provide the senior administrators of the Department with a 
succinct overview, Evidence Control Systems, Inc .. is providing the findings only, along with 
a commentary with the direc tion the department needs to strive for. 

I Meets Recognized Professional Standards I Practices .... .............. Modification I Options 

Does Not Meet Recognized Professional Standards I Practices ... .... Modification Necessary 

Wichita Polic e Deportment Audit Report 
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CHAPTER 1 Staffing and Training 

1.2.2 Staffing (Transfers) Background/ Drug/ Financial Disclosure 

Finding: At the present time, there is no requirement for a background investigation when 
on employee transfers into the Property and Evidence Unit from another Unit within the 
Police Deportment. 

Issue / Comment: Could an employee with o 15-yeor employment history with the 
department, transfer to the Property and Evidence Unit, and hove some type of 
personal issues, such as financial problem, substance abuse, bankruptcy, etc .. that 
could impact o decision to work in the Property and Evidence Unit. 

1.3.1 Staffing - Staffing Levels / Inventory Levels 

Finding: The Wichita Police Department's Property and Evidence Unit is currently staffed 
with four (4) full time Service Officers, and (1) Clerk Ill. Property Clerk and the Supervisor. 

Issue / Comment: The Property and Evidence Unit is woefully behind in purging. In 
the last five years. the inventory has increased by over 65,000 units or 175,000 items. 
Purging numbers are directly related to staffing numbers. Below Exhibit illustrates the 
annual growth over the lost 5 years. 

Issue / Comment: Most of the collected data for this report is totolly flow~d in that 
the computer is only tracking barcodes for data collection and not items. Thus. a 
case with 7 items may only have one borcode and the reported inventory report to 
Evidence Control Systems. Inc. is not accurate by o substantial margin. Evidence 
Control Systems. Inc. suggests that the current number of ilems in the property room 
is well over 500,000, not 200,000. 
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Issue/ Comment: The goal of any property room should be a one-to-one ( 1: 1) basis. 
Currently the rate is 100 in and 66 out. Reaching the goal could easily require an 
additional 3 or 4 statt members to stay current. Evidence Control Systems, Inc. 
suggests that could take approximately 12 starting years to get the inventory under 
control. 

Issue / Comment: For informational purposes Evidence Control Systems. Inc. believes 
there is at a minimum 100,000 Units or 275,000 items tha t are currently a candidate 
for purging. 

Note: Because the warehouse is so large there may be no incentive to stay 
on top of the sky rocketing inventory. 

Issue / Comment: Purging rates during the last five years has ranged from 17,000 
(50%) to 38,000 (100%). 

Issue / Comment: The present inventory of 200,000 packages doesn't take into 
consideration, packages from the archived evidence system as access to the data 
wasn' t available. This may odd another 10% (20,000 - 25.000 packages) to the 
actual inventory according to the staff. 

Issue / Comment: Present computer system cannot distinguish the difference 
between misdemeanor coses and felony cases for purging protocols. Thus. a 
misdemeanor case could be resolved within a few weeks of an arrest and not be 
purged for another 58 months. 

Issue / Comment: There are no policies in place for management to evaluate the 
inventory levels for extended times (years not months) . Any review of inventory must 
capture multiple years of data. not months. 

A t I b th . hO t b P . t d b . N b dDe b 

EXHIBIT 1 -A* 
INVENTORY ANAL YS /5 2016 - 2020 

2016 2017 2018 2019 2020 Total 

Intake 34 ,720 36,945 39,137 37,978 37,195 185,975 

Purged 17,145 17,957 38,666 22,999 24,192 120,959 

17,575 18,988 471 14,979 13,003 65,016 

Intake 50.62% 51.40% 1.20% 39.44% 34.96% 34.96% 

Purged 49.38% 48.60% 98.80% 60.56" 65.04" 65.04" 

'All data in chart provided by the Wichita IT Department 
'All da to numbers are representing borcodes/packoges, no t items 

1.8.1 Training - Property and Evidence Technician 

finding: In most instances, the Service Officers are only receiving on the job training. some 
Firearms handling training (two years ago) and the handling of biohozard materials. Only 
the Supervisor and the Property Clerk has obtained any outside training for Property and 
Evidence Management. 
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Issue / Comment: Incorporate in the current training program for all Property and 
Evidence personnel including managers, to a1tend some type of external Evidence 
Management training program. Evidence Management training is paramount so 
that all property and evidence personnel understand all of the various concepts 
and best practices. Employees need lo know why certain tasks, etc. ore required 
and fully understand lhe liabilities that ore in the property room. 

1.4.2 Staffing - Rotation of Assignment (Management) 

Finding: According to the staff the management (Lieutenant) of the property room is 
typically rotated every two years. The current superviosr has had 4 Lieutenants in a span 
of 5 years. In addition to the post experience issue, it is not unusual to routinely rotate 
assignments to sworn managers and supervisors during their career, thus the property room 
may hove a new manager every several years. This rotation only exasperates operational 
issues. and nothing gets fixed with these continuous changes. 

Many of the problems identified in this report con be directly attributed to the overall lock 
of management oversite for decodes. The identified problems hove just been ignored 
and/or passed to the next manager with no attempt to correct. Most of the issues found 
ore a part of the existing cul ture of the operation where there hos been no apparent 
guidance from executive management. As suggested by the staff stating time and time 
again "this is the way we have always done it." 

Issue / Comment: All loo often sworn managers and/or supervisors may be 
overseeing a unit lhal may be totally foreign to their past low enforcement 
experience and or training. More than likely the sworn managers or supervisors 
hove never encountered topics such as inventory control, best purging practices. 
OSHA requirements. accounting procedures. etc. There is no reason why they 
would have the expertise from prior assignments and yet they are responsible. 
Additionally, ofter 18 - 24 months they may have started to understand the 
complexities of the operation and they ore then transferred out. Rotation is the most 
disruptive action found in any property room. 

Due to the size of the operation, serious consideration should be made to civilianize 
the management of the Property and Evidence Unit with a person that has some 
type of experience in warehousing. logistics. accounting and systems 
management. 

CHAPTER 2 Policies and Internal Control 

2.1.1 Wichita Police Department - Polley 708 - Physical Evidence/Found & 
Personal Property -and Technical Service Manual Assessment 

Finding: The Wichita Police Department policies related to the handling of property and 
evidence are most confusing and commingle topics in the same section for different 
working groups (Submitters - Officers, Keepers - Property Room and Decision Makers -
Detectives). There are too many places to look to find out what the policy is. Additionally, 
there are dozens o f topics in current policy that are moot on the subjec t. 
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Issue / Comment: In order to mee11he best practices. 1he departmen1 policy should 
be documen1ed in three documents. 

1. General Order or your Policy 708 - provides guidance on duties for the officer to 
submit evidence. sign out evidence. not storing in car, lockers. desks. signing out 
evidence. and their responsibilities in the purging process. 

2. Packaging Manual - provides a road map and how to package. document 
and barcode property and evidence. 

3. Property Procedures Manual or your Technical Services Manual - provides a step 
by step guide on everything tha1 the staff is responsible from submittal to final 
disposition. 

Attached to the final report is an example of a Property and Evidence General 
Order. Packaging Manual, and Property and Evidence Procedures Manual 
(template) 

2.3.1 Internal Controls - Inventory - Polley Review and Schedule 

Finding: Wichita Police Deportment has no requirement / policy to conduct inventories on 
a scheduled basis. or with personnel changes, and/or if evidence is missing. 

Issue / Comment: There is no knowledge amongst current employees of any type 
of inventory every being conducted within the unit. As a part of this report the Audit 
Team identified a substantial number of i1ems that have been missing for years, 
including homicide evidence. (See Audit Item #8) Inventories can also uncover 
problems before the headlines when something is found to be missing. 

2.3.2 Internal Controls - Missing Evidence - Polley 

Finding: Policy provides no written protocols on how lost. missing, or stolen property / 
evidence is to be handled. 

Issue/ Comment: If something is found to be missing during an employee's course 
of employment. 1hey may all handle it differently. Everyone must follow the same 
practice. 

2.3.3 Internal Controls - Evidence Located with No Record, Label 
or Evidence Tag 

Finding: Policy provides no written protocols on how to document items found in the 
inventory lacking any identifying labels or markings. 

Issue/ Comment: If something is found on the shelf during an employee's course of 
employment. they may a ll handle i1 ditferen11y. Policy needs to define to bring 
consistency to the Unit . 
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2.4.1 Internal Controls - Audits - Polley Review 

Finding: A review of provided documents finds no requirement to conduct any type of 
Q.l.!Qlli in the Wichita Police Deportment's Property and Evidence Unit. There is mention of 
auditing money. however this is not being done. 

Issue / Comment: Conducting required routine audits con identify problems before 
issues become a newsworthy story. 

2.4.3 Internal Controls - Inspections - Supervisory Responsibilities 

finding: A review of provided documents finds no requirement to conduct any type of 
regular inspections by the Supervisor or Manager. 

Issue / Comment: The Audit Team noted a high level of errors on paperwork that 
could hove been found earlier if routine inspections were conducted. 

CHAPTER 3 Facilities, Security and Temporary Storage 

3.1 .5 Storage Facility - Cleanliness / Housekeeping 

finding: The overall cleanliness and general housekeeping in the Property and Evidence 
Unit is not kept clean (in some areas) and free from dirt/debris as depicted in the final report. 
Evidence packages and storage spaces ore exposed to this dirt/debris. Evidence 
packages that ore deteriorated now hove exposed evidence. 

The evidence is not protected from degradation or damage from the dirt/debris noted. In 
addition, air handling units located on the second floor hove filters that ore falling out of 
the unit and were notably covered in dust/debris. 

Issue / Comment: Protection of evidence from cross contamination. degradation. 
damage or loss is vital in order to property preserve possible DNA Evidence. Trace 
DNA Evidence or Latent Fingerprint Evidence for future scientific testing. 

3.2.1 Safety - Fire Life Safety I Eye Wash 

Finding: The Property and Evidence Unit storage areas ore safeguarded with smoke 
detectors, alarms and fire extinguishers. There is on eye-wash available in the adjacent 
Crime Lob. Unfortunately, if any employee needed on eyewash dealing with some type of 
a spill, the distance from the north end of the upstairs warehouse is unacceptable. As noted 
in Section 3.1.5.. the cleanliness factor upstairs is unacceptable and may create a 
dangerous environment to work in. 

Issue / Comment: Providing a safe and healthy workplace is crucial for all property 
and evidence petsonnel. Install eye-wash stations in strategic locations in the 
property and evidence facility so that an employee who may have been exposed 
to a spill con quickly and easily respond to an eye-wash station. Require that all work 
areas to include the storage areas be kept clean, free from dirt/debris and up to 
dale maintenance of all air filters and air filtration systems. 

Wichita Police Department Audit Report 
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3.2.2 Safety - Protective Equipment 

Finding: 
2. According to the Supervisor, there is no requirement to have Norean (Naloxone) readily 
available for Officers and Property and Evidence staff if an exposure occurs from drug 
evidence. 

Issue / Comment: It is imperative that the Wichita Police Deportment toke all 
necessary precautions in the handling of dangerous drugs including Fentanyl. The 
inclusion of Norean (Naloxone) in the processing area and drug room is 
recommended. 

3.2.3 Safety - Lighting - Main Property Room 

Finding: Lighting in the various evidence storage areas varies from outstanding to woeful!y 
inadequate. Most of the lighting issues can be found in the upstairs warehouse. There ore 
numerous instances where the lighting fixtures were installed over the tops of the shelves, 
thus there is no light in the working areas. 

In some cases, there is almost no lighting in work aisles creating numerous safety issues and 
the inability to easily read labels. In some instances, the property room staff need to use 
portable lights for assistance. 

Issue / Comment: Lighting is extremely important as related to safety and ability to 
not having to read labels with flashlights. 

3.2.4 Safety- Ventilation I HVAC 

Finding: 

1 

Issue / Comment: Ventilation to the parking lots needs lo be addressed. 

3. The most important evidence in the Property and Evidence Unit is the 40 years of 
homicide evidence stored f I with no controls on heat, cold or 
humidity. According to the staff, it is not unusual for the room to reach over 100 degrees 
with high humidity which is a detriment to biological evidence. 

It must be surmised that there is a great deal of biological evidence that is presently being 
stored in deplorable environmental conditions as indicated in the report. 

4. ( _ ____ above the homicide evidence has a component of the ventilation 
system where it appears the filter may not have been changed in years. 
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Issue / Comment: This again is important for employees' health and the 
degradation to biological evidence. 

3.3.3 Construction - Drug Room - Materials / Doors / Windows 

Finding: 
1. Drugs are stored in the Drug Room 

( -~-------...... --- - -

2. Drugs are the number one item stolen from property rooms and should all be stored in a 
room, cage, or an area with enhanced security. Unfortunately, due to the lack of purging 
(See Chapter 1, Section 1.3.1 ). the drug inventory hos increased by nearly 15.000 Units in 
the lost 5 years alone. Th is a tr m n ou inv n f bein t in v r I 
locations c . Thus. the construction 
components for drug storage is unacceptable. 

i 
, , Additionally, many of the barcode labels and writing on 
packages are faded and almost unreadable due to the sun bearing down on the 
packages. 

Issue / Comment: As we hove seen over the lost 12 months police facilities hove 
been burned down and attacked. Security for the drug room from the outside is 
critic al as the venting issues are exasperating the issue. 

3.3.4 Construction - Money Room - Materials / Doors / Windows 

Finding: The general construction of the Money safe is adequate. l 

t;, 

_ At the present 
time, there is no way to calculate how much money is in the warehouse as the computer 
can't c alculate the totals if the money is not number one on the property record. 

Issue / Comment: This issue can only be mitigated by moving all monies into the 
vault or transferring to the bank. 

There is no known easy way to search for all of the packages containing money being 
stored in the general storage area outside of the money room based on limitation of the 
current computer. Evidence Control Systems, Inc. would suggest there could be an equal 
amount or currency or more stored with general evidence. 

Issue / Comment: Hopefully the new computer. if used correctly may correc t this 
issue in the future. 

The practice of storing money outside the Money Safe provides an opportunity for anyone 
in the warehouse to pilfer money stored with general evidence with ease as the current 
five-year review may not notice a loss for years. 
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Interesting to note is that there is a two-person rule for handling all money over $1 ,000 and 
no controls for money less than $1 ,000. 

Issue / Comment: The issue with this finding is that money is not secure with general 
evidence. (Further discussed in Chapter 5 with the handling of currency) 

3.4.1 Security - Access - Polley 

Finding: There is nothing mentioned about security in the provided policies and procedures. 

Issue / Comment: Department policy must address key control, alarms, access, 
access after-hours, compliance monitoring. visitor/contractor access. security 
control/monitoring and duress a larms. 

3.6.3 Security - Alarms - Refrigerator / Freezers - Property Room 

Finding: The refrigerator I freezer units in the Property and Evidence Unit do not have any 
alarm that sounds with a malfunction or change in temperature of the unit. 

Issue / Comment: Due to the location of the refrigeration / freezer units there could 
be a compressor failure or other problem on a Friday night and currently no one 
would know until the following week. If evidence has thawed and evidence is lost 
the department may have an obligation to notify the defense attorneys in those 
cases. 

3.7.1 Security- Duress Alarm - Primary Room 

Finding: The duress buttons are located:_ • 
'ti. Staff indicated the Duress Alarms were 

audible. however Evidence Control System, Inc., determined the alarms are 
Staff were unaware that a key was required to reset the Duress Alarm ofter activation. It 
was unknown where the reset key was located until the alarms were tested during the audit 
and_JQund in the cylinder of the duress alarm 1 

( 

Issue / Comment: 
All property room staff should be trained on how the Duress alarms work. what the 
response is. and how to reset them if activated. Duress alarms should be annually 
inspected and tested. Duress alarms are there for employees in the event of an 
incident. so they can receive help. · 

3.8.2 Security - Locks / Keys and Dupllcatlon 

Finding: There are a limited number of keys for the property room as most of the entries are 
via the electronic access system. However. there are some hard keys for functions within 
the Unit. Presently. there is nothing in policy about the duplication / copying of keys. 
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Issue / Comment: This relates bock to the non-existent security policy. 

3.9.1 Security - Electronic Access System 

Finding: The Property and Evidence Unit staff utilizes proximity cords for access throughout 
the facility. Officers ore delegated access in the Intake room when submitting evidence. 
According to the staff, the Lieutenant, Captain, and Chief may have access to the facility. 

There is no policy delegating electronic access authorizations for personnel, or the 
monitoring/surveillance and inventory of the issued proximity cords. Note: Any time there 
is a breach of security and evidence is missing anyone who hos access to the facility could 
be brought into any internal investigation. 

Issue / Comment: This relates bock to the non-existent security policy. 

3.10.2 Security- Video/ Electronic Systems - (Data Retention) 

Finding: According to the staff, data is retained for only 30 days then is overwritten. Thus, if 
there is any inquiry post 30 days the information is not available. 

Issue/ Comment: Extending the retention time is encouraged. 

3.10.3 Security - Access Logs 

Finding: Visitor access logs ore not being used within the Property and Evidence Facility 
requiring all non-Property Room personnel to sign on entry log documenting the dote and 
time of entry and exiting . 

Issue / Comment: Anyone other than staff entering the storage areas should be 
required to sign on access log. 

3.12.1 Temporary Lockers (All Facilities) 

Finding: 
1. Smaller items of property and evidence ore locked in small gym type locker9' , 

__J. All o f these lockers ore the some size which restricts the 
storage of items that will not fit into the lockers. This finding was found to be the some in 
some of the substations. 

Issue / Comment: Lockers need to be replaced in the main facility with "Evidence 
Lockers", similar to the ones in the Crime Lob. 
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Leaving evidence outside of the evidence lockers was found also as a problem in the 
different substations. 

Issue / Comment: Accommodations need to be made al the substation to secure 
large evidence. 

2. All of the padlocks at the main property facility are left in the handle of the lockers and 
then the officer secures the evidence when he or she places the item(s) in the locker. The 
Officer just closes the shackle on the lock to secure the evidence. 

The following day. Property and Evidence Unit staff opens the lockers with a master key. Of 
concern to Evidence Control Systems. Inc . is that any employee could temporarily remove 
one of the locks. take them to any locksmith and have a key made for the lock. thus 
allowing access at any time. 

Issue / Comment: If the lockers are not replaced. the locks need to be secured to 
the lockers to prevent removal and duplication. 

3. The keywoy on the back of the padlock is for a master key to open all of the padlocks. 
According to the supervisor she checked with building maintenance and it would be very 
easy for anyone to take a padlock to a locksmith, obtain a key and have access to the 
evidence in all of the temporary lockers. No one has any knowledge why combination 
locks are being utilized as there is no benefit in their current use. 

IS$Ue / Comment: Lockers need to be replaced with "Evidence Lockers". similar to 
the ones in the Crime Lab. 

3.12.2 Temporary Lockers - Large Items 

Finding: 
1. When large items of evidence are submitted to the main property room that will not fit 
into a locker they are frequently stored on the floor in front of the lockers. In some coses. 
the submitting officer will place the items on the floor next to the rollup door in the auto bay 
as shown. This is also an issue at the substations. 

Issue / Comment: Lockers (cages) need to be budgeted for as these items of 
property and evidence are a target for thett when left unsecured. In the present 
method of submitting evidence. someone could pilfer on item from this area and 
no one would ever know unless later requested by the owner or detective. 

3.12.4 Temporary Lockers (Refrigerated Items) Main Warehouse 

Finding: 
1. Any evidence requiring refrigeration _ _ _ _,f is placed into the 
refrigerators. Presently, the refrigerators are not locked. A defense attorney can easily 
challenge anything being stored within. as the chain of custody is lost when anyone 
entering the room has access. 

2. There is no type of biohazard warning labels on the temporary refrigerator. 
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Issue / Comment: Lockers must be secured with somelhing of locking devices lhot 
allow only single entry. 

3.12.6 Drying Lockers (Cabinets) 

Finding: 
1. Drying lockers are located in ti 

2. Multiple items of evidence from different cases are commingled together and 
separated by brown paper bags over the evidence to separate them during the drying 
process. 

Issue / Comment: Lockers must be secured with some type of locking devices that 
allow only single entry. Additional lockers may be needed based on usage. 

3.12. 7 Drying Lockers - Decontamination Logs 

Finding: 
1. According to the Property and Evidence Unit staff. Drying Cabinets are only 
cleaned/decontaminated each week "if possible". There is no formal decontamination 
record of each Drying Cabinet being cleaned ofter each use. 

2. There is no type of biohazord warning labels on the drying lockers. 

Issue / Comment: "If possible" is not acceptable. Decontamination must be done 
after each use and documented on a Decontamination Log. 

CHAPTER 4 Packaging and Storage 

4.2.1 Firearms - Packaging / Labeling (Handguns) 

Finding: Handguns are submitted into the locker with an associated yellow plastic tog with 
the gun descriptors hand written on it as shown. 

It should be noted that the officer writes the information on the "department receipt" and 
then again writes the information on the yellow tag and secures into the temporary locker 
along with ammo. etc. 
When the firearm is received the serial number. make, model. etc. are all validated for 
correctness. After the gun is validated another tog is affixed to the gun for the placement 
of the borcode (as shown). 

At this point the some data (description) of the firearms hos been typed or written 3 
separate times and will again be typed into a spreadsheet when ready to destroy or 
auction. Any gun needing fingerprinting is placed into a box and submitted to the Crime 
Scene Unit. 
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Issue / Comment: It is hopeful that all of this redundancy can be corrected with the 
new computer system. 

4.3.1 Drugs - Packaging / Labeling 

Finding: A review of the inventory packaging and labeling _ 1 would suggest 
that most a ll drugs are submitted in envelopes, small paper bags, medium bags and large 
bags. According to the staff, there is no mandate in the Packaging Manual or any of the 
various policies on how drugs need to be packaged. It was determined by interview of staff 
members that at least 80% to 90% of all of the submitted drugs could fit into a 6 x 9 envelope. 

The lack of having a specific packaging standard is causing the drug room to be filled with 
packages substantially larger than necessary as noted in the ohotoaraoh to the riaht. As a 
result of the over-oackaaina. druo evidence is being stored t 

Issue / Comment: Packaging standards must be mandated by the Property and 
Evidence Unit storage needs and supported by management. 

4.3.2 Drugs - Packaging / Weighing Standards - Polley 

Finding: Policy does not address weights of drugs when being packaged. According to 
staff "they can weigh them just for an idea of how much there is". Additionally, packages 
are received in the Property and Evidence Unit without any weight which is a huge 
opportunity for someone to substitute an item during its life cycle in storage. 

Issue / Comment: Policy must ensure everyone is required to package and weigh 
the drugs the same way. A package without weight is a target for later substitu tion. 

4.3.3 Drugs - Packaging / Weighing Standards • Calibration 

Finding: There are no policies or procedures in place that call for the calibration of any of 
the department scales that officers use in the packaging area. 

According to the Evidence Control Systems, Inc. survey there is no record of the scales every 
being calibrated. Note: All of the scales have been diverted from adjudicated drug cases. 

Issue / Comment: Policy must ensure that any scales that are used are calibrated. 

4.3.4 Drugs - Storage - Long Term 

Finding: 
l. The lack of packaging standards has created a very dysfunctional storage and retrieval 
scheme in some parts of the drug room. 

2. With the storage of large grocery bags of drugs 50% - 75% of the retrievals. numerous 
packages must be moved to find the package in question. Additionally, if an inventory was 
ever to be conducted there are few visible labels that only exasperate the process of 
retrieval and or inventories. 
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3. Vertical clearance in different size bags make both storage and retrieval difficult along 
with taking up twice as much space as necessary. 

Issue / Comment: Better packaging standard need to be implemented. 

4.3.5 Drugs - Storage - Segregation 

Finding: The drug room itself would meet most acceptable standards, however when it was 
discovered that there are substantial amounts of drugs stored (approximately 50 boxes or 
more) in the upstairs warehouse. 

Issue / Comment: All drugs need to be secured in an area of enhanced security 
(drug room) 

4.4.2 Currency- Storage - (Long Term) 

Finding: Currency pack.ages with over $100 are stored in the money vault as shown. Lesser 
amounts are stored throughout the Property and Evidence Unit commingled with general 
evidence. Historically, in property rooms across the United States, there are far more 
packages of money submitted in less than $100 amounts. It is not impossible that the 
amount in the vault in the warehouse could be a substantial amount of money. Note: This 
is a practice, not a policy. 

Additionally, the computer does not have the capability to search for all monies in the 
system, unless the first line item is money. 

Note: If anyone were to pilfer any money from the upstairs warehouse and the owner didn't 
claim it, it will be a minimum of five years before the loss is noticed. 

Issue / Comment: All monies must be removed from the general storage areas. 
However, the computer may not be able to gather that data. The department must 
seriously discuss the movement of all monies to the bank immediately. (See Chapter 
4 for more discussion.) 

4.4.3 Counterfeit Money - Packaging / Labeling 

Finding: There are no standards for the packaging of counterfeit money. As a note. 
counterfeit money has become a target of theft as the quality is so good it is hard to discern 
the difference. · 

Issue / Comment: Use currency envelopes with a "Counterfeit'' prompt (check box) 
to ensure all counterfeit money is packaged the same. 

4.4.4 Counterfeit Money-Storage (Long Term) 

Finding: Counterfeit money could be stored on any shelf throughout the warehouse. 

Issue / Comment: Move all Counterfeit money to the vault or store 1n a separate 
drawer or bin. 
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4.5.1 Homicide Evidence - Packaging / Labeling 

f inding: 
1. According to the staff, the homicide packaging hos no type of special label indicating 
that the package is homicide related. 

2. Many of the old packages ore deteriorating and exposing the evidence to cross 
contamination, loss and damage. Due to the advances of science many of these coses 
could easily be resurrected for additional scientific analysis and investigative purposes. 

Issue / Comment: All of the deteriorating packages should be placed into 
another package (keep original containers). This is especially true in cold coses 
that may need further scientific analysis and any cose(s) that ore subject to any 
Post Conviction Appeals. 

4.5.2 Homicide Evidence - Storage 

finding: 
1. Accordino to the staff, most homicide evidence is stored _ 

. - • in a coqed area allocated for just homicide 
evidence. There ore a lso other homicide coses{._ _ _ 
behind a chain link cage. It is not clear why these items ore in a lockable cage. 

The overall storage of homicide evidence • does not provide the 
necessary protection to prevent the deterioration of the evidence packages. 

Evidence packages ore stuffed on shelf locations, stocked on floors or piled in boxes as 
shown in original report. 

2. Most all of the homicide evidence ir 
t toking up valuable real estate for items that ore rotating out every five years. 

3. Much of the evidence in this area may contain DNA (bio evidence) and is being stored 
in on area that con easily reach 100 degrees or more in the summer with very high humidity 
levels. This type of environment con be extremely detrimental to biological evidence. This 
is extremely important with the number of post-conviction appeals and the ability to solve 
old cold coses. 

Issue / Comment: Follow recommendations in report . 

4.5.3 Homicide Evidence - Firearms, Drugs and Money 

finding: Firearms, drugs and money from all homicide coses ore stored with the actual 
homicide evidence from its parent case, thus exposing to pilfering due to its age in the 
upstairs warehouse. (It been forgotten about) 

It's not clear why money over $100 is closely controlled with a two-person rule into the 
money vault, yet all other monies hove no additional security. 

Issue / Comment: Remove guns, money and drugs from the homicide case 
packages and store in their designated storage locations. 
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4.6.2 Biohazard Evidence - Storage 

Finding: Bio evidence could be commingled with other general evidence in hundreds of 
different locations throughout the warehouse. Unfortunately. much of this type evidence 
has been stored in parts of the warehouse that reach temperatures over 100 degrees 
throughout the summer along with very high humidity. 

This type of environment is tota lly unsatisfactory for any evidence that may contain DNA or 
testing for any type of Post-Conviction appeal. 

Issue / Comment: Any bio evidence must be stored in a Temperature Controlled 
environment as per NIST guidelines. 

4.6.3 Biohazard Evidence - Hypodermic NHdles - Packaging 

Finding: 
1. Hypodermic needles are typically placed into a syringe tube and then placed into an 
evidence envelope or bag and stamped with a rubber stamp . 
It should be noted how storing the tubes in paper bags as shown is utilizing much more 
space than necessary and most difficult to store for later retrieval. 
2. Staff have indicated that Hypodermic needles sometimes do get submitted with other 
evidence. 

Issue / Comment: Develop strict packaging and labeling standards for officers to 
follow. 

4.6.4 Biohazard Evidence - Hypodermic Needles - Storage 

Finding: Hypodermic needles could be stored anywhere throughout the warehouse 
commingled with other general evidence. 

Issue / Comment: This is an extremely dangerous practice. All such items should 
be packaged and stored in on area for Hypodermic needles for the safety of all 
employees. 

4.6.12 Biohazard Evidence - Sexual Assault Kits - Storage 

Finding: 
l . Sexual assault kits are typically stored in two locations. 

' ' , 
In the , _ _ ____ _ _ ■ the boxes are stacked 2 deep and 7 high. Any 
retrieval for any reason, requires numerous boxes to be moved for no reason. The some is 
true during an inventory if the borcode is not placed where it can be easily scanned . 

In the case of the !area, the boxes are also stacked, and the borcodes are not 
readable in most coses (below - right) . The f f room is temperature controlled at 70 
degrees. The room also houses some computer equipment. 
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2. A close examination of the newer kits can determine if the kit has been tested if it has a 
crime lab bar code. 

3. Sexual assault kits are stored in two separate locations. Some sexual assault kits are stored 
in the, t room that is temperature controlled and older kits are stored 1 7 

, f which is not temperature controlled. 

According to the staff, the temperature can get warmer J during the 
summer, which could be out of the recommended storage condi tions provided in the 
National Institute of Justice (NU) and the National Institute of Standards and Technology 
(NIST) in the Biological Evidence Preservation Handbook, best practices for evidence 
handlers. 

Issue / Comment: Secure all kits in one location in a temperature-controlled room 
such as the , There is more than sufficient room. 

4.9.2 Knives / Bladed Weapons • Storage 

Finding: Knives, sharps and other bladed weapons are commingled throughout the 
Property and Evidence Unit and in many cases commingled with other items in the cases. 
Having sharps commingled in a package with other evidence could easily expose 
employee to injury when the evidence container is being handled by staff during their 
normal course of duties. 

Issue / Comment: For the safety of employee sharps, such as knives. etc. shouldn't 
be commingled in packages with other evidence. Develop a location for this type 
of item. 

4.15.1 Long Items - Labeling / Tagging 

Finding: Long items such as bats, pipes, sticks, etc., are typically labeled with a bar code 
attached to a hangtag. Very few items appear to be protected from the environment or 
cross contamination. 

Issue / Comment: All efforts need to be taken to ensure that items of evidence are 
packaged to protect from cross contamination, loss or degradation of evidence. 
This is especially true with the advent of DNA. 

4.15.2 Long Items - Storage 

finding: Most long items are lying on deep shelves as shown in the report. Reiterating the 
possibility of c ross contamination. loss or degradation of evidence for current or post
conviction testing. 

Issue / Comment: All efforts need to be taken to ensure that items of evidence are 
packaged to protect from any cross contamination. loss or degradation. This is 
especially true with the advent of DNA. 
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4.16.2 Jewelry - Storage 

Finding: Jewelry is stored in the money vault if determined to be expensive, otherwise the 
item is stored with other general evidence in the warehouse. There is no guidance to 
determine value. 

Issue / Comment: Policy needs to better define where jewelry is to be stored and 
articulate how you determine value when items are sealed in manila envelopes. 

4.17 .2 Alcohol - Storage 

Finding: According to staff alcohol is stored anywhere or on the shelf that best fits. Fact, 
alcohol a lmost never goes to court. It was estimated by the staff that less than 1% of the 
entire inventory ever goes to court. 

Issue / Comment; Always consider the dumping of beer before storage and 
retaining a sample. Secondly, establish a specific location for alcohol if required to 
retain. 

CHAPTER 5 Documentation, Intake, Movement, Property 
for Safekeeping and Found Property 

5.1 .1 Documentation - Chain of Custody 

Finding: The Chain of Custody commences with the submitting employee completing a 
Wichita Police Department Receipt Form 322-402. The submitting officer then documents 
the item(s) on the appropriate form by writing out the information. At the present time, 
there are no written policies on how the forms ore to be completed or how evidence is 
supposed to be documented. 

Once the Wichita Police Deportment Receipt Form 322-402 is received in the Property and 
Evidence Unit Facility the data is entered directly into the property computer. At the present 
time, there is double entry with almost every aspect of the process (handwritten to 
computer) costing the agencies thousands of dollars annually. Note: Some of the Property 
and Evidence Units double entry may be corrected with the installation of the new Niche 
Computer. The present process of getting the data into the computer cannot be anymore 
labor intensive. 

Issue / Comment: Once the new computer is active it is imperative the officers do 
the initial data entry. If the property room staff continues this task it will take the 
property room staff twice the amount of time to get the items into the system. With 
the entry of 35.000 entries a year this becomes a tremendous labor savings for the 
department. 

When more than two items (Evidence) ore submitted, the officers ore "asked" to use a Long 
Form. The Long form appears to be the some as the Short Form with more space for multiple 
items. The forms do not provide any preformatted structure such as fields or boxes for make. 
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model, serial numbers, etc. Thus, the descriptions may be different from each officer for the 
same item(s) . 

Issue / Comment: Present practice cannot be anymore cumbersome and time 
consuming. Hopefully the new computer system will correct most of these issues. 

5.2.1 Documentation • Forms / Numbering Evidence / Bar Code Utlllzatlon 

Finding: 
1. To best illustrate some of the present description and data entry issues with present 
practices is the current Chain of Custody - Wichita Police Deportment Receipt Form 322-
402, which eventually is transferred into the computer. 

A submitting officer documents the items in an open text format on the Wichita Police 
Department Receipt (hand written) Form 322-402 based on past practices, not mentioned 
in policy. For example: 

• Officer # 1 books in 5 Rolex watches and may label the watches # 1 - #5. 
• Officer #2 books in 5 Rolex watches and my label the watch A. B, C, D, and E. 
• Officer #3 books in 5 Rolex watches could easily identify the items on package 

with 5 watches document as# 1. 

Additional discussion regarding the barcode assignment - The five previously discussed 
watches with only one barcode are displayed to owners of a burglary and Victim 1 selects 
one of the un-numbered watches. Presently, there is no way the barcode and scanner con 
be utilized for transacting the release or movement. In essence, the staff has adopted 
workaround processes to make a very simple transaction much more complex and time 
consuming. 

Issue / Comment: When implementing the new computer system, it is imperative 
that the recommendations provided in this chapter of the final report be considered 
and implemented or the department could end up with the same issues with the 
new computer system. 

When the item(s) ore received in the Property and Evidence Unit, the Service Officers are 
responsible for the data entry which must be exactly as the submitting officer has described. 
In the data entry process in the above scenarios each one of the submittals may have a 
different number of assigned borcodes. 

This process presents a tremendous challenge on two fronts. First of all, any collected data 
for any inventory analysis is totally flawed. Due to the fact that barcodes aren't 
systematically assigned to items, makes doing a full and complete inventory virtua lly 
impossible. 

Issue / Comment: Policy needs to provide guidance on the documentation of 
evidence in the computer. Everyone needs to enter the same, this is especially 
true with the assignment of barcodes. Note: If shortcuts are taken during the entry 
it totally exasperates releases. destructions and inventories. 

One of the most important features of a robust computer system is to conduct regular 
inventories with an associated wireless scanner and borcodes. Unfortunately, any assigned 
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barcode with the current method of labeling evidence is only labeling a package, not the 
item. 

During discussion with the staff it is believed that all provided data in Chapter 6 is not an 
accurate reflection of a true inventory. It is quite possible that the estimated inventory 
numbers of 200,000 items, is more than likely 500,000 "items" as the calculation was from 
barcodes not items. 

Issue / Comment: Barcoding of items is impera tive if inventories are to ever be 
completed. 

5.4.1 Documentation Intake • Money - Polley 

Finding: 
Evidence Control Systems, Inc. review the entire policy in 708 with footnoted comments as 
noted in the final report. 

Issue / Comment: Closely review the footnotes in 708 before any rewrites of policy. 

5.4.2 Documentation Intake • Money - Property Record / Packaging 

Finding: 
l. When money is submitted to the Property and Evidence Unit, the Submitting Officer 
doesn't document money on the internal plastic "currency pouch" as required several 
years ago. All of the fields on the provided pouch are not being utilized. All of the data 
about the case and description of the money can be found on the Wichita Police 
Department Receipt Form 322-402. According to the staff the pouch is then placed into a 
manila evidence envelope for later storage. 

In other words. there is no currency documentation and value notated on the manila 
evidence envelope that highlights the importance (value) of the evidence contained. 

Secondly. officers are placing a sealed package (pouch) inside of on additional sealed 
package for no logical reason. As a result, the cost o f the money packaging could be 
reduced by ½ if the department utilized a Wichita Police Department Currency Envelope 
(see recommendation in final report) . 

Issue / Comment: Discontinue using the pouch and implement a new Money 
Package as illustrated in report. 

2. When the currency is received in the Property and Evidence Unit Facility, the data is 
inputted into the computer. The Service Officer utilizes the description of the money from 
the Wichita Police Deportment Receipt Form 322-402 and not the package. 

Additionally, the data entry screen requires a value field to be completed during the data 
entry process by the Property Clerk. Unfortunately, the value field has never been utilized to 
calculate current money totals in the inventory. 

Issue / Comment: Hopefully, the new computer will maintain a list of all monies in 
the custody of the Property and Evidence Unit. 
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3. When money is submitted to the Property and Evidence Unit. all packages of money with 
more than $100 go into the safe. while all other monies ore stored on shelves with general 
evidence. According to the staff there is,- · 1 and on unknown amount 
of money is being stored in the general storage area. 

Issue/ Comment: All money must be secured in the money vault. 

Note: Evidence Control Systems. Inc. has instructed well over 900 property and 
evidence classes and hos conducted over 100 audits in the United States and 
Canada. With that exposure to property room issues most property room staff 
would argue that the vast majority of money received in property rooms is less than 
$100. 

With that information it is conceivable that there could be two to three times as 
much money as in the General Storage as in the safe. However, no one knows ! 

With any money being stored throughout the general storage areas in the Property and 
Evidence Unit. the organization is ripe for on internal theft. All someone would hove to do is 
remove the package/contents of on older case and no one will know it's missing. until 
claimed by the owner. or during the purging process which may be years later. 

Additionally. if on employee is looking for a package of money during the purging process 
and the money cannot be located, there is no formal policy to report it . 

Issue / Comment: Remove all money from the general evidence storage. Note: 
Again, this may be impossible as the computer may not be able to identify these 
packages. Best Practice is depositing money in the bank immediately. 

5.4.3 Documentation - Money - Verification of Count upon Submission 

Finding: When money is received in the Property and Evidence Unit Facility, there is no 
process to validate money upon receipt. Historically, within low enforcement agencies this 
hos been a foreign concept, until there is a mysterious disappearance of money. If there is 
a discrepancy in the initial money count or a theft of the currency it may not be discovered 
until years later ofter the submission into the Property and Evidence Facility. 

Issue / Comment: As a result when a discrepancy ,s discovered, there is no written 
policy that provides guidance for the staff on what to do. According to the staff. 
each employee may handle differently. For example. if there is a shortage (bad 
count) when returning money to the owners and it's a small amount the owner may 
just not pursue the discrepancy any further. 

In some cases. the submitting employee is called in to help investigate the inquiry. 
The follow bullets define some of the issues in not validating money upon receipt. 

• Fact: In most jurisdictions money rarely goes to court. Accord ing to interview in 
Wichita "money doesn' t go to court often". Unfortunately, no one knows how 
much. 

• Fact: In most jurisdictions. money isn't deposited directly into the bank upon 
receipt in the property room until there Is a discrepancy or theft. 
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• Fact: An officer seizes $7,500 in an arrest in 20 15. Money sits on the shelf for 5 
years and the owner eventually claims it. When the property room opens the 
package. there is only $750. A miscount originally or a theft in the property room? 
No one knows. but the officer is now a part of an internal investigation. five years 
after the submittal. If you ask 100 officers would they want the money counted 
when submitted or S years from now. 100% will opt for upon submission. The 
reason we don't validate is this is the way we have always done it! 

• Fact: In the pa st 3.5 years there has been over 3.5 million dollars stolen from law 
enforcement agencies as listed below: 

Recent history: 
2 Sheriff Employees Charged in Case of Missing Evidence (S145.000l 
Sedgwick County. KS. - 2020 

Internal audit reveals S150.000 Missing from Lancaster County Drug Task Force 
Lancaster County Drug Task Force. PA. 2020 

Audit reveals $27,000 missing from OKCPD property room 
Oklahoma City. OK. 2020 

Braintree police audit shows S407.998 and 60 guns missing from evidence room 
Braintree. MA. 2015 

Ex-Springfield cop accused of stealing S395.000 from evidence room 
Springfield. MA, 2017 

Framingham officer admitted to stealing money, state says (S70,000) 
Framingham, MA. 2018 

SC cop stole S80,000 from drug money. Will he get mercy or prison? 
Manning. SC. 2020 

Issue / Comment: Validating money up front will eliminate most future money issues. 

5.4.4 Documentation - Money - Verificat.ion Submission -
Discrepancies (Policy) 

Finding: As previously mentioned. there is no formal written policy in place that defines 
what steps are taken if there is a discrepancy when currency is opened or any other time 
that money is missing. At the present time. according to interviews. it is possible each 
different employee could handle the discrepancy d ifferently. 

Without having established protocols in place. the system is ripe for pilferage. This is especially 
true for those packages of money in the general storage areas for years and with almost no 
internal controls. 
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Issue / Comment: If recommendation is instituted, memorialize in policy. 

5.5.1 Documentation • Drugs - Property Record 

Finding: When the Submitting Officer submits drugs, the items ore handwritten onto the 
Wichita Police Department Receipt Form 322-402 and later entered into the computer by 
the Property Clerk. According to interviews an officer can submit a package of drugs, 
miscellaneous documents (i.e. driver's license, residency papers, etc.), and paraphernalia 
on the receipt and place all of them into one package, thus commingling general 
evidence and drug evidence on the same record. This process of commingling drugs and 
other general evidence violates best business practices and standards. 

Issue / Comment: All cases that hove drug evidence must only contain drugs and 
no other items of evidence. Policy needs to mandate and refuse by property room 
if not done properly. 

5.6.1 Documentation - Transfer to Crime Lab - Polley 

Finding: Any information related to signing out evidence (or transferring evidence) is found 
in 708 DD - Checking Evidence Check-Out System. After reviewing, it appears the only 
guidance is about signing out to court and nothing specifically for the Crime Lob. 

Issue / Comment: Policy needs to address this process. 

5.6.3 Documentation - Transfer to Crime Lab - Tickler Flies 

Finding: When any item goes to the Crime Lab(s) it is documented in the computer as 
"Checked Out", to lab. Note: Computer cannot search "checked out to lab". At the 
present time when it leaves the Wichita Police Department Property and Evidence Unit, it is 
not formally tracked (followed) to ensure that it is still in the custody of the Crime Lob. By 
post practice no one hos provided any follow up as to the status of the evidence at the 
Laboratory. 

There is no policy or post practice that requires any employee to monitor what evidence 
hasn' t been returned from the Crime Lab. (Note: If the Crime Lob were to lose or misplace 
on item, no one at Property and Evidence Unit is responsible for any follow up to ensure the 
return of the evidence from the Crime Laboratory). 

Issue / Comment: Any evidence that is released to the lab, court, other must be 
routinely tracked and monitored. When not returned in a timely manner the item(s) 
must be followed up on by Property and Evidence Unit personnel. 

5.6.4 Documentation - Transfer to Court • Policy 

Finding: 
1. Current policy that addresses items for court con be found in 708 DD. 

Issue / Comment: Policy related to transferring evidence to court is fully footnoted 
in the final report with many recommendations. 
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2. The Evidence Control Systems, Inc. Audit Team found that when an item does go to 
Court there is no location {drop down) in the computer that would allow the item to be 
tracked when it's "Out to Court". Instead of showing the item has been taken to court, the 
record shows "Checked Out". (no destination, such as court) 

If a search wos done today of "Checked Out" it would more than likely find o myriad of 
items out for court, lab, ond or investigations. In order to research items "Out to Court", 
each individual record may have to be reviewed to determine its location. 

Issue/ Comment: When evidence is sighed out to court, the record must document 
as "Out To Court", in order that the item(s) can easily be followed up on later on. 

5.6.5 Documentation - Transfer to Court - Court Receipt 

Finding: There is nothing in written policy or past practice about returning a signed Chain 
of Custody or Court Receipt form from the Court when evidence is received as an Exhibit 
in the court. 

Issue / Comment: There is nothing in the evidence computer that can formally 
prove the items actually go to court. 

Finding: Any time an officer signs out evidence for court or any other reason, the Property 
and Evidence Unit personnel document the computer record showing the transfer. There is 
no corresponding signature of the officer. Hence, the officer could easily deny signing out 
the evidence or a dishonest employee can take an item(s) and type in an employee's 
name and no one would ever know. 

Issue / Comment: Any time any evidence is removed from the inventory the 
responsible employee must sign a Chain of Custody record, whether paper or 
electronic. 

5.6.6 Documentation - Transfer to Court - Ticker Files 

Finding: When evidence is signed "Out to Court", there is no written policy or procedure 
that requires the staff to monitor items that have been released for Court and not returned. 
As mentioned in the previous section, nothing mandates the return of the evidence or proof 
the Court received it as an Exhibit. Additionally, there is no way in the present computer 
system to easily follow up on items taken to Court and not returned if they were not received 
as evidence. 

Issue / Comment: Establish an Out to Court Tickler File and follow-up with officer 
when the evidence or receipt isn't returned. 

5.6.7 Documentation -Transfer to Court - Evidence Not Returned 

Finding: As mentioned in Section 5.6.4, evidence signed "Out for Court" and not returned 
is not followed up on. Thus, there are no formal inquiries with the officer about the status of 
the evidence. Did the evidence reach court? The Property and Evidence Unit staff cannot 
confirm if the Courts accepted the evidence as an Exhibit. 
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Issue / Comment: Policy must ensure the item(s) ore tracked, monitored and 
followed up on. 

5.6.8 Documentation - Transfer - Out for Investigations - Approval - Polley 

Finding: There is no written policies that provide guidance to the Officers / Detectives 
signing out property and evidence from the Property and Evidence Unit "Out for 
Investigations". This may be defined as property or evidence that the Detective needs to 
examine for investigative purposes. 

Signing out evidence is addressed in 708 DP Evidence Check Out System but is primarily 
directed at out to court transactions. 

Issue / Comment: Policy needs lo provide guidance lo both the officers and 
Property and Evidence Unit personnel; how long evidence con be retained out of 
the Property Room. 

5.6.9 Documentation - Transfer for Investigations - Process 

Finding: In those cases that evidence is signed "Out for Investigations". it is only 
documented in the computer as "Checked Out". with no easily searchable destination, 
such as "Out for Investigations". Thus. the evidence is not be managed. 

At the present time, there is no known way to audit items in the computer that have been 
checked "out for investigative" purposes. as that is not a location or destination. 

Issue / Comment: Policy must address, Out To Court. Out to Lab and Out for 
Investigation separately, along with the responsible officer. 

5.6.10 Documentation - Transfer for Investigations - Tickler FIie 

Finding: There is no policy or process that evidence that is signed out for investigative 
purposes be monitored and tracked while out of the custody of the Property and Evidence 
Unit. There is no easy way to identify any evidence that was signed out, as there is no 
searchable "Out for Investigations" location or field . If the records are to be examined. it is 
documented as "Checked Out", similar to other transactions such as Out for Court and Out 
for Crime Lab. 

At the present time, it is unknown how many items may be outstanding and unaccounted 
for, if any, 

Issue / Comment: Evidence Con!rol Systems. Inc . would encourage management 
lo further investigalion this issue. 

5.6.11 Documentation - Transfer for Investigations - Evidence Not Returned 

Finding: As previously discussed with items going to the Crime Lob or Court. there are no 
protocols in place that mandate the items be followed up on when released from the 
Property and Evidence Unit for Investigative purposes. 
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Issue / Comment: Establish protocols that any time items ore released to on 
employee for whatever reason they be tracked, monitored and follow-up upon. 

5.7.5 Documentation - Found Property - Follow up Investigation 

Finding: There is nothing in policy that specifically addresses who is responsible for 
researching the item and finding an owner. According to the Supervisor, it's up to the 
officer if it's something of value (something of value is vague). Additionally, the Supervisor 
states "if it's a wedding ring or something like that they !!l.m'.. check to see if someone has 
filed a report" for similar items that may have been lost. 

Issue / Comment: Policy needs to be explicit on who is responsible for determining 
ownership. 

When items are to be pulled for disposal they sometimes do the same if it 's of value. 
Unfortunately, there are no established protocols and it is possible the submitting officer 
may have a lready researched and maybe not! According to the staff there is probably a 
good likelihood of items going to Auction or being destroyed without anyone researching 
the item(s) for owner, 

Issue / Comment: Address issue in policy. 

The Larceny Unit also receives a copy of the Lost Property. Found Property Reports, and 
sometimes will visit the Property and Evidence Unit to view the property. There is no 
apparent formal coordination between the Property and Evidence Unit Facility and 
detectives. 

Issue / Comment: Address issue in policy. 

Note: In most departments, it is the responsibility of the Property Room to conduct a follow
up on Found Property after the Submitting Officer attempts notification at the time the 
Submitting Officer comes into possession. 

5.8.2 Documentation - Property for Safekeeping - Policy Review 

Finding: 
1. 708 H-3 Found and Personal Property governs the handling of Personal Property within 
the department. According to the staff. there is nothing in Policy as to their responsibilities 
in the handling of Personal / Safekeeping Property process. The staff sta tes that after 7 days 
on the shelf they usually send a letter to the owner. (Not in policy) 

There is nothing in policy that directs staff on how to handle personal property. Most of the 
actions are based on past practices. 

Issue / Comment: Address issue in policy 
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CHAPTER 6 Disposition of Property 
Purging, Releases and Disposal 

6.1.1 Statistical Data - Collection and Reporting of Data 

Finding: 
1. There is no policy or post practice that requires inventory data be collected and 
evaluated to show the wellbeing of the Property and Evidence Unit's inventory for extended 
periods of time. Monthly reports ore generated by the Supervisor and provided to the 
Lieutenant for review. However. there appears to be no longitudinal or annual comparisons 
to look at the inventory levels and movement. According to the Lieutenant, he doesn' t 
provide any type of inventory report(s) to his commanding officer. 

Issue / Comment: As was available for this reporl a tremendous amount of data is 
available that is apparently not being utilized to allocate staffing and olher 
resources. The provided intake and purging numbers fully illustrate how available 
data may not be a part of any decisions related to staffing, purging and or other 
resources needs. 

An additional finding illustrates by looking at the obtained data, and other practices 
very few sworn police managers and or administrators in low enforcement 
understand the complexities of a property room. 

If 2016 was a base year. is anyone in the organization questioning why the overall inventory 
hos increased by over 51 % ( 140,000+65,000=205,000) Units /Packages? Without 
modification to the staffing and labor-intensive processes. the inventory could easily 
increase by another 65,000 Units/Package by 2025. 

In 2018, the Property and Evidence Unit was afforded extra (temp) help during the year in 
the purging process. Note: If 2018 hadn't received the extra help and hod only purged 
the norm of 50% the increase over a 5-yeor period could have easily been 85,000 Units / 
Packages. 

Issue / Comment: The obtained numbers illustrate the importance of collecting 
inventory movement so as to hove data to make decisions and requests for obvious 
resource issue. However, low enforcement managers, don't know what we don't 
know. 

In a deportment the size of Wichita and with the inordinate amount of evidence 
that could be purged. serious discussion must be hod to civilianizing the 
management of this position with experience in logistics, automation and systems. 

6.1.2 Statistical Data - Firearms Data 

Finding: 
1. As port of the Audit, Evidence Control Systems, Inc. requested data for the post 5 years 
to evaluate how firearms ore being handled by year. The staff provided a computer 
readout of total of firearms, indicating that there ore approximately 6,700 firearms in the 
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Property and Evidence Unit Facility. A review of the numbers suggests that only~ in~ 
firearms is being purged annually. 

2. A review of the inventory growth in this category notes the firearm inventory has 
increased by over 400% if 2016 was the baseline. According to data supplied, current 
inventory of firearms is 6,684 (firearms barcodes). If the purging rates stay the same the 
inventory in 2025 could be as high as 10,000. Can the gun vault handle those numbers? 

Issue / Comment Without a requirement to review inventory numbers. 
management may hove no idea of the purging issues that ore present. The Exhibit 
below tells a story. If Calls for Service had increased like this, management would 
have taken some type of proactive action. However, when inventory numbers ore 
not required a problem may be looming, but management may not know it. 

6.1.3 Statistical Data - Drug Data 

Anding: Again, the same issue is illustrated for the drug inventory. During 2016 - 2020 only 
one in~ Units/ Packages are getting purged. During the past five years nearly 20,000 
Units / Packages has been added to the inventory. 

Issue / Comment Without a requirement to review inventory numbers, 
management may have no idea of the purging issues that ore present. The Exhibit 
below tells the whole story. If calls for service had increased like this, management 
would toke some type of action. However, when numbers ore not required the 
problem is there, but management may not know ii . 
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6.6.1 Destruction of Property - Policy 

Finding: The following sections mention destruction but provide no guidance on how the 
actual destruction process is to be completed. 

• EE. General Guidelines for Release/Disposal of Evidence and Property 
• FF. Release/Disposal of Personal Property 
• GG. Release/Disposal of Found Property 
• HH. Release/Disposal of Non-Firearm Physical Evidence 

These sections are commingling different actions into one of the above sections (release, 
disposal and destruction). 

Issue / Comment: Property and Evidence Uni! needs 1o write the policy in a manner 
that if a new employee is given a task, the policy s1atement would provide a step
by-step process for each task. Existing policies have too many differen1 topics 
commingled within. On the attached Flash drive an example has been provided. 

6.6.2 Destruction of Property- Process (General Property) 

Finding: According to the staff, when approval is given to destroy any general evidence, 
it is pulled from the inventory and set aside for actual destruction (trash pick-up). These 
items may sit in the warehouse in a container before the actual destruction for months. 
However, when the items are pulled from the shelf they are documented as DESTROYED. 
Note: There is no requirement for anything in the destruction container to be made 
inoperable while awaiting destruction. 

Issue / Comment: Nothing should ever be documented as Destroyed until the 
action occurs. Technically, the records are not accurate. 
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6.7.1 Biohazards Destruction - Polley Assessment 

Finding: There is nothing in Policy that addresses the destruction or handling of Bio Evidence. 

Issue / Comment: Property and Evidence Unit policy must provide a step by step 
process for the destruction of biological evidence. 

6.7.3 Biohazard Evidence Destruction - Methods 

Finding: There are no written protocols in place on the disposal of biological evidence. 
The staff states that items such as blood, urine, etc., are disposed of with the contracted 
environmental disposal service. Items such as clothing with any biohazardous materials 
are being placed in the general trash. 

Issue / Comment: Inquire with any state environmental entities if this is legal or use 
the current environmental disposal service for destruction of all biological evidence. 

6.8.2 Destruction of Firearms - Pre - Destruction Process / Staging 

Finding: 
Secondly, once the firearms officer has the weapon in his possession he / she examines it to 
determine if it can be Auctioned or be Destroyed. The officer then places the gun in an 
auction pile and destruction pile. Note: The gun is still documented in the computer as 
"GUNT". 

From this action he/she types all of the descriptors into an Excel spreadsheet. Note: The 
received exemplar is from a PropertyRoom.com Auction Manifest, not a departmental 
template. 

Issue / Comment: Note. all of the descriptors from the firearm are allegedly in the 
computer, but the data is being re-typed into a spreadsheet. This task is 
exponentially increasing the time to generate the list. The computer should print this 
destruction list in seconds, not hours. 

The information typed on the spreadsheet is typed from the gun itself not from a computer 
record. Thus, there are no checks and balances. An employee in this staging process 
could easily pilfer a gun or guns just by not typing on the spreadsheet and no one would 
ever know it was taken unless there was a full forensic audit looking for a particular gun! 

Issue / Comment: Possibly, print out GUNT and using as the list, ensure in the new 
system that all gun lists are from the computer not a hand typed spreadsheet. 

6.8.4 Destruction/ Auction of Firearms - Witness/ Validation to Process 

Finding: 
The Technical Service Manual (no section number), page 26 - Unnumbered bullet title 
states "The Property and Evidence Supervisor and the Controller's Office representative 
must both sign the list of all cases indicating the firearms have been inventoried and 
destroyed ". 
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Issue / Comment: Bulleted sections within policies need to be numbered for easier 
reference. 

As previously mentioned the final Gun for Destruction List is flawed, in that when the 
Property a nd Evidence Supervisor and Controller are validating a list of guns for 
destruction. it is prepared manually by the officer, not from the computer. In other words, 
an employee could easily leave a gun off the list and retain and no one including the 
Controller would ever know it was missing. The Controller is not receiving a list that was 
generated through the computer. thus the list can be manipulated before validation. 

Issue / Comment: Evidence Control Systems, Inc. is somewhat troubled with this 
process in that the Controller isn't questioning where the data is from. 

6.8.7 Destruction of Firearms - After Action Report 

finding: There is no type of formal requirement / policy for any Department personnel to 
document the firearms destruction process with an incident report, a fter action report or 
memo. 

Issue / Comment: An After-Action Report or Memo should always document this 
action, all parties involved in the entire process and what their involvement was. 

6. 9 .2 Destruction of Drugs - Pre-Destruction Process - Staging 

finding: 
1. According to the interview with staff members, the Property and Evidence Unit staff 
member assigned to the warehouse uses the "Evidence Purge Request" form to locate the 
drugs for destruction from the long-term storage drug room. The retrieved items are then 
secured in large bags and sealed. until the Controller is contacted to come to the Property 
and Evidence Unit Facility and verifies the case numbers to the evidence packages. The 
time from the staging and verification can be weeks or months. (See Section 6.9.4 -
Validation) for additional information on validation or witnessing. Reiterating. the drugs 
are documented as "DESTROYED" in the computer during this process and not when they 
are actually destroyed . This process violates all acceptable internal controls, best 
practices and actually misrepresents the status of the evidence. 

Issue / Comment: Nothing should ever be documented as Destroyed until the final 
action. Additionally, the official records are not correct. as they are still in the 
inventory. 

Fact. drugs for destruction are the most commonly pilfered item(s)from a property rooms 
and documenting the destruction prematurely con make those items vulnerable for theft. 

2. When the drugs ore placed into the Drugs for Destruction bag they are documented on 
a handwritten DRUGS TO BE DESTROYED list with only a Case Number being documented 
on the form. Additionally, each package is numbered with the corresponding destruction 
number ( 1.2.3.4.5. etc.) from the list. 

Issue / Comment: When the hand-written drugs destruction list 1s populated. the case 
number(s) for the list are coming directly from the package not from the Evidence Purge 
Request or computer record. 
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If a person opted lo retain a package of RX pills for their own personal use. while 
retrieving the drugs they could easily not document the item(s) on the Drug Destruction 
List. No one would know. as during the later witnessing process the Controller is only 
validating the case numbers on the list tha t was again documented from the package 
only. It is surprising to Evidence Control Systems. Inc. that the Controller has not taken 
exception to the process. 

3. A close examination of the drug destruction list to the right will note 7 items have the 
same number (1 SC-25481 ). In other words. there is nothing that distinguishes one item from 
another during the validation process. This is again all relating to the assignment of 
barcodes at the time of submission to packages and not items. 

4. It is noted that the pulling of the drugs from storage for destruction may or may not have 
two people involved in the pulling process. There is nothing in the current policy that 
addresses this practice of two people. According to the staff. there has been a shortage 
of staff which has lessened the opportunities for two people to be involved. 

Issue / Comment: Drug destruction list must be generated from the computer in the 
fu ture. Each item must have its own unique item number and each line item need 
to describe the contents. At the present time the only validation is checking a 
number against a number. 

6.9.4 Destruction of Drugs - Witness/ Validation to Process 

Finding: 
I. Technical Service Manual Policy states ... "Once a month, the EOD team along with Property and 
Evidence personnel and a representative from the City Controller's Office open the evidence and 
check the contents and case numbers. 

According to the staff. the Controller does not open the container to check the contents 
per policy. They only check the Case Number against the handwritten log. Further inquiry 
noted the opening of the packages by the EOD team is not for validation but to sort content 
for the final method of destruction. 

Issue / Comment: Change policy to match process or follow policy. 

The validation of drugs is woefully flawed in that the Controller is only comparing a 
handwritten number on the package against the handwritten list that was prepared by an 
employee. If an employee were to not put an item on the list and keep for their own use. 
the process would never identify. The validation process will not prevent or deter any type 
of pilferage. 

Issue / Comment: The Drug Destruction list must be generated from the computer 
and include evidence descriptions, quantity, weight. item numbers and case 
numbers so that the Controller can validate the list to the evidence. Currently, the 
Controller only validates a case number handwritten on the Drug Destruction list to 
the evidence package. This process provides no cross checks that validate the 
contents to a list generated from the computer. 
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Additionally. during this staging process the EOD team opens each package and sorts out 
the contents in groups on what can and can't be incinerated. This is necessary as the 
submitting officer frequently commingles general evidence inc luding paraphernalia in the 
same package. The EOD team is not comparing for a validation purposes. only to remove 
other evidence. 

Issue / Comment: This process is a result of not itemizing items and package drugs 
by themselves. Process needs to change with new computer system. 

6. 9 .6 Destruction of Drugs - After Action Report 

Finding: There are no requirements / polices for anyone to formally memorialize the 
destruction process in an After-Action Report. 

Issue / Comment: There needs to be better documentation of the drug disposal 
process in an After-Action Report or Memo documenting the actions of all and who 
participated in the destruction process and those that can factually can verify the 
drugs were destroyed from each case. 

6.10.1 Removal of Money - Polley Assessment / Transfer to Fund 

Finding: 
Currency handling can be found in the Technical Services Manual, no sec tion number. 
page 25 that is related to the removal of money from the facility. The content is extremely 
cumbersome and non-specific . In addition. there is guidance for both the submitting 
officer and Property and Evidence Unit staff that are completely commingled in the same 
paragraph. 

Issue / Comment: Evidence Control Systems. Inc. evaluated the entire transfer 
policy and footnoted 24 different issues that should be reviewed the next time the 
policy is updated. The purpose of the Property Room procedures should be to 
instruct the employee on how to do the task. 

Just as with guns and drugs, all money that is transferred to the Fund Representative is not 
being generated from the computer, but money from the purge report that is pulled from 
the shelf and eventually taken to the Fund Representative. thus could easily to be pilfered. 

Issue / Comment: Any transfer list must be generated from lhe computer not the 
packages. 

Policy states "Currency kept at the Property and Evidence Facility is to be audited 
annually". However, the policy doesn't define who is responsible for the audit or the scope 
of the audit. 

Issue / Comment: The policy needs to define what "audited" means and then 
followed and p lace the responsibility on someone outside the unit. 

According to the Supervisor no annual audit is conducted. Additionally, she states "if it was 
to be done - it would be done by myself and Melissa". Note: Auditing your own work may 
not constitute a true audit, but an inspection. 
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Issue / Comment: The policy needs to place the responsibility on someone outside 
the unit. Audi ting your own work may not constitute a true audit. 

6.10.2 Removal of Money - Threshold 

Finding: 
1. It is not defined in the department's current policy when a transfer of money from the 
vault is conducted for already adjudicated cases as is done with drugs and firearms. 

2. . t. Additionally. there 
may be a similar amount of money in general storage. Currently there is no way to know 
due to the type of data entry in the computer and the inabilities of the evidence 
ma nagement software. According to the staff, money rarely is removed from the vault for 
court. 

Issue / Comment: There must be two discussions mode immediately. First, removing 
a ll of the money in general stored into the vault. Secondly, the removal of all monies 
to the bank. 

All one has lo ask; would the neighboring department have a theft of $150,000 if 
money had been deposited in the bank on a routine basis? 

6.11.2 Diversion of Property and Evidence - Policy 

Finding: The Technical Service Manual states: If the property/evidence is to be used by the 
Police Department, or City Department, the entity to receive the property must first submit 
a report to the Investigations Deputy Chief. The report. with the Deputy Chief's approval, is 
then filed by the Property Clerk. When tha t property is no longer needed by the City, it is to 
be returned to the Property and Evidence Unit and the report is to be pulled . 

According to staff. in all reality the proc ess is starting the Property and Evidence Unit, not 
the Deputy Chief's officer. 

Issue / Comment: Rewrite policy to match process or comply with policy. 

Both the Technical Service Manual and Policy 708 only provides the department the 
authority to auction or retained for departmental use. There is nothing in either document 
on how the process works. 

Issue / Comment: Include in policy the step by step process for the process. 

6.12.3 Auctions - Practice 

Finding: 
Both the Technical Service Manual and Policy 708 only provides the department the 
authority to auc tion. There is nothing in either document on how the process works. 

Issue / Comment: The Technical Service Manual (Property Procedure Manual) 
needs to provide a step by-step process on how the process is supposed to work. 
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1. The first step in the auction process is the staff members pulls items from the shelf utilizing 
the Purge Report. The items are all placed into shopping carts and returned to the 
processing area. It must be noted that when the items have been pulled the computer 
records has already been updated and documented as "DESTROYED". 

Issue / Comment: The premature documentation of showing the item as 
"Destroyed" is not factual and may be misrepresenting the actual status of the 
items. The item needs to be documenting as "For Auction", and to "Auctioned" 
after the items are transferred to the auction company. 

2. The step in the process is for the items to be opened and evaluated whether or not the 
item can be auctioned. If the item is determined to have "auction value" it is placed on a 
non-secure shelf in the processing area. At the same time the items are documented on 
the PropertyRoom.com Manifest by hand and labeled with a PropertyRoom.com barcode 
label. 

Issue / Comment: Auction item can be the target of theft. Listing items sitting on the 
shelf and not from the computer, can allow anyone in the property room to remove 
and no one would know that it was missing. The Auction Manifest must be 
generated from the computer. 
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CHAPTER 1 

Staffing and Training 

ISSUES IN NEED OF CORRECTION - CHAPTER 1 

• Increase staffing in the Property and Evidence Unit 
• Require financial disclosure information for Pre-Employment background 

Investigation 
• Conducting a background investigation. drug screening or financial disclosure for 

staff transferred into the Property Room from another Unit 
• Evaluating inventory levels for comparative purposes 
• Limit Rotation of Management personnel in Property and Evidence Unit 
• Property and Evidence Management training for all staff 
• Property and Evidence packaging and documentation training for new Officers 
• Property and Evidence to provide purging protocol training for new Detectives 

Overview 

Gordon Ramsay is the CEO of the Wichita Police Deportment. which is comprised of 
approximately 897 members. The department is comprised of six hundred and ninety-nine 
(699) sworn officers and approximately one hundred and ninety-eight (198) civilian 
employees that serves a population of approximately 390,000. 

There ore 3 divisions within the Wichita Police Deportment; they include the Field Services 
Division. Investigations, and Support Services. (See following Organizational Chart) 

The Property Room is referred to as the Property and Evidence Unit and is under Technical 
Service Lieutenant Christopher McAuliffe. The Property and Evidence Unit staff reports to 
Supervisor Donna Willcutt who reports to the Lieutenant. The formal or organizational name 
is Property and Evidence Unit and will be used throughout this Report. 

At the time of the Evidence Control Systems. lnc.'s Audit visit; the Property and Evidence 
Unit was staffed with five (5) Service Officers, (1) Property Clerk and the Supervisor. 

1 .1 .0 Staffing 

Standard: Property unit personnel should hove a job classification title that matches the 
duties and responsibilities performed by that person. This may be a sworn or civilian position. 

Definition: Job classification refers to the name or title of the position that performs the 
property officer's duties. 

Reasoning: Peace officer powers ore generally not required to perform the property officer 
duties of receiving, storing, and disposing of property and evidence. The some applies to 
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supervisors or managers of the property and Property Room. Using civilians generally lowers 
the cost to perform the duties; however, using a sworn position may permit retaining sworn 
personnel with permanent disabilities that don't impact their ability to perform the property 
officer's duties. (tAPE Standard 1.1: Job Classification - January 2019) 

1.1 .1 Staffing - Job Classification I Title 

Finding: The assigned five property officers are referred to as Service Officers which is 
specific to the position within the department. The Service Officers are civilian employees 
who hove the flexibility of working other assignments in the deportment. 

Historically. throughout the country the assignment to a Property Room has not always been 
treated as a profession, but more of a position that someone is assigned to. 

I Meets Recognized Professional Standards I Practices . ..................... Modification I Options 

Recommendations/Options: 
With all of the technical changes occurring in low enforcement, dealing with DNA, 
NIBIN, dangerous drugs etc., Evidence Control Systems, Inc. a/ways suggests that 
the assignment to the Property Room be looked upon as a "Profession" and not just 
on assignment and hove o title that represents the position. 

Evidence Control Systems, Inc. would encourage the deportment consider o 
discussion with staff and ascertain a title change to something more related to their 
job tasks, such as Evidence Custodian. Property Custodian or Evidence Specialist. 

1.2.0 Staffing - Background Investigations / Screening 

Standard: Personnel should undergo a thorough background check prior to assignment to 
a position inside the property unit. 

Definition: A background check is verification of information submitted by the applicant to 
determine an applicant's qualifications and suitability for a particular position. A thorough 
background check should include criminal history check, sex offender registries, prohibited 
weapons possession status, drug testing, financial disclosure and a polygraph exam (if 
permitted by local lows and collective bargaining agreement, if one exists) . 

Reasoning: It is important that the agency's selection criteria produce qualified employees. 
Assigning a person with a past or present drug problem to handle drugs, or with financial 
difficulties to handle money will greatly increase the possibility of theft or mishandling and 
may also jeopardize the integrity of the evidence system. 

The some reasoning applies to background checks for any employee transferring from 
another assignment wi thin the agency, or another department within the umbrella 
organization, even if they hove undergone a pre-employment background check. (IAPE 
Standard 1.2: Staffing - Background Checks - January 2019) 
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1.2.1 Staffing (Pre-employment) - Background Investigations 

Finding: Pre-employment background investigations are conducted by the Human 
Resource Department for the City of Wichita as well as the Wichita Police Department 
which conducts the reference checks, criminal history checks and fingerprints the new 
employee. 

The applicant for the Property and Evidence Supervisor, Clerk, Property Clerk and Service 
Officers positions will also undergo a drug screening and physical. No financial screening is 
completed during the Pre-Employment background. 

I Meets Recognized Professional Standards I Practices . .................... Modification I Options 

Recommendations/Options: 
E.C.S. recommends that the Pre-Employment background investigation include a 
financial disclosure. Assigning a person to the Property and Evidence Unit that has 
hod previous or has current financial issues may increase the possibility of theft. 

1.2.2 Staffing (Transfers) Background/ Drug / Financial Disclosure 

Finding: At the present time, there is no requirement for a background investigation when 
an employee transfers into the Property and Evidence Unit from another Unit within the 
Police Department. 

Does Not Meet Recognized Professional Standards I Practices ....... Modification Necessary 

Recommendations /Options: 
In the future, if there ore any transfers into the Property and Evidence Unit, Evidence 
Control Systems, Inc. recommends that anyone who is being considered for transfer 
into the Unit from within the Department complete some type of abbreviated check 
prior to the transfer or reinstatement. 

Commentary: 
All too often, a 20-year employee with a good work ethic can develop financial 
difficulties, alcohol dependence and/or other issues that could affect their dealing 
with guns, money and narcotics. 

The question always needs to be asked: "Could the transferred or returning 
employee have developed a substance abuse problem or financial problems since 
they were originally hired by the agency?" All of the suggested options must be in 
accordance with labor contracts, state statutes and labor laws. These options are 
based upon Best Business Practices and Professional Standards. 

News stories of scandals in law enforcement agencies throughout the United States 
have revealed both civilian and sworn officers who have become addicted to 
illegal substances including pain medication, financial problems, gambling, etc. 

The potential damage to criminal prosecutions as well as to the erosion of the 
general public's perception of integrity and confidence in the Wichita Police 
Department would be very substantial if these problems were not earlier identified 
as documented below in another community. The following is a news story where 
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an employee was transferred into the Property and Evidence Unit with a number of 
issues in her background. 

Local Colorado News 
Nov 8, 2011.KKTV/AP 
Evidence From 15 Criminal Coses Stolen 

Former Employee Pleads Guilty to Stealing from Sheriffs Evidence 
Thousands of dollars and dozens of prescription drugs have been stolen out 
of on evidence room, and investigators believe it was taken by a former 
Pueblo County Sheriff's Office employee. 

Investigators believe that a 36-year-old evidence custodian has been 
stealing from the Sheriff's evidence room for more than a year. She was 
arrested on warrants claiming she was stealing money, prescription 
medicine. altering computer records and tampering with evidence. 

At that time T.A. was placed on administrative leave because she had a 
track record of using a county-issued purchasing cord for personal use. 

Court papers say T.A. was struggling from financial troubles. She told 
investigators that she ond her husband separated and their house fell into 
foreclosure. She filed for bankruptcy, and still owes money to complete that 
filing. In the last couple of months, she says her car was repossessed. And 
court documents show a judge ordered her to pay her $500 worth of parking 
tickets, 

Note: It was later discovered that some of these habits and issues were in 
fact manifesting themselves prior to the assignment to the Unit. 

1.3.0 Staffing - Staffing Levels - Adequate Number of Personnel 

Standard: The number of personnel assigned to the property unit should be adequate to 
perform the assigned duties in the property room within the hours they ore scheduled to 
work. 

Definition: The adequate number of personnel needed to staff the evidence function is 
determined by the total number of labor-hours needed to perform all doily duties and 
responsibilities required by the unit. These doily duties should also include "other ancillary 
duties" that require time to be spent outside the property room. 

Reasoning: There is no one formula that con be used to determine the ideal number of 
employees needed in the property room. Such considerations as the size of the agency: 
the hours/days of operation, the operating procedures of the department, etc. must be 
considered when determined the required staffing levels. 
The duties and responsibilities of the property officer should be completed in the doily work 
hours by the number of personnel assigned to the property room. 
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Additionally, in order lo assess staffing needs. the properly officer should maintain statistical 
data that can be used to evaluate workload, property room inventory levels, etc. (/APE 
Standard 1.3: Staffing - Adequate Number of Personnel, January 2019) 

1.3.1 Staffing - Staffing Levels / Inventory Levels 

Finding: The Wichita Police Department's Property and Evidence Unit is currently staffed 
with four (4) full time Service Officers. and ( 1) Cieri< Ill. Property Cieri< and the Supervisor. 

In order to determine appropriate staffing levels for the Unit. one must continuously 
evaluate the inventory levels to ensure the staff isn't falling behind in purging. Keeping the 
purging in check will avoid having to build a larger warehouse, purchasing Conex (Cargo) 
containers. renting a public storage garage. etc. Note: Evidence Control Systems. Inc . 
recognizes that fact that space is not currently an issue. 

Department policy needs to strive to purge on a one-to-one ( 1: 1) basis continuously. 
Additionally, the policy mandate to store all evidence for the minimum of five years is one 
of the most significant hindrances to the efficiency of the operation. As for a vast majority 
of the cases in the Property and Evidence room currently, it should be noted that many of 
the cases could have been adjudicated years ear1ier. 

Maintaining a one to one ratio can be relatively simple. However. there must be a 
commitment to change the purging protocols of retaining all evidence for a minimum of 
five years as most of the evidence might have been previously adjudicated. unfounded. 
etc. 

For informational purposes Evidence Control Systems. Inc. believes there is at a minimum 
100,000 packages or 275.000 items that are currently a candidate for purging. 

Note: The Wichita Police Property and Evidence Unit doesn't track item numbers in 
the computer, but only barcodes or packages. This quite unusual in the industry. 

A review of the last 5 years of intake data vs. purging data paints a fair1y bleak forecast 
related to inventories levels moving forward with current staffing levels. The goal of any 
properly room should be a ratio of one to one as mentioned. Again. there are always 
challenges that modify this goal, such as hiring more officers (more evidence). statutes for 
different crimes are extended, lawsuits, etc. 

A review of the data indicates that the average intake number is over 37,000 packages 
which may translate to 100,000 items. Note: A typical case will generally have 2.75 items 
per case. 

Evidence Control Systems. Inc. suggests that the current number of items in the properly 
room is well over 500,000. 
Exhibits 1-A. 1-B and 1-C demonstrates how the numbers are nowhere close to an optimum 
purge rate. During the last 5 years the purging numbers have fluctuated from 24,000 
packages or 66,000 items to 17.000 packages or 46.000 items a year. 
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During 4 of the lost 5 years the inventory hos grown by over 65,000 packages (est. 175,000 
Items). Without change the Property and Evidence Unit could easily odd another 65,000 
packages or 175.000 items in the next 60 months. 

The 2020 inventory numbers were received in November of 2020. The table below has 
extrapolated ten months of data and projected the last two months of 2020. 

EXHIBIT 1 -A* 
INVENTORV AN/\/ rsts 2016 2020 

2016 2017 2018 2019 2020 Total 

Intake 34,720 36 ,945 39,137 37,978 37,195 185,975 

Purged 17,145 17,957 38 ,666 22,999 24 ,192 120,959 

17,575 18,988 471 14,979 13,003 65,016 

Intake 50.62% 51.40% 1.20% 39.44% 34.96% 34.96% 

Purged 49.Jn 48.~ 98.IOH 60.~ 65.04" 65.04" 

'All data in chart provided by the Wichita fT Department 
•All data numbers are represen ting barcodes/pacl<ages. not items 

Exhibit 1-B illustrates the importance of collec ting and evaluating data. Management 
should be asking why were the purging numbers so low for 4 out of the lost 5 years? 
Additionally, why were the numbers so much improved in 2018? Fact, in 2018 officers were 
temporarily assigned to the Unit. 

Exhibit 1-C Illustrates the importance of collecting and evaluating data. This data is showing 
how much the inventory grew annually. 
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Inventory has Increase by 65,000 package or 175,000 items in 5 years. 

Staffing / Inventory Facts 
At the present time. the amount of property and evidence in the Wichita Police 
Department's Property and Evidence Unit is estimated to be in excess of 200,000* packages 
or 550,000 items and to be increasing at an alarming rate. (65,000 in 5 years). 

*The present inventory of 200,000 packages doesn' t take into consideration, 
packages from the archived evidence system as access to the data wasn't 
available. This may add another 10% (20,000 - 25.000 packages) to the actual 
inventory according to staff. 

Evidence Control Systems, Inc . requested a breakdown of evidence by misdemeanor vs. 
felony cases and was advised this type of data is not available in the current property 
tracking system. This data is important when evaluating purging guidelines, misdemeanors 
may have a shorter Statute of Limitations. 

EXHIBIT 1-D 
Received Inventory by Category 2016 - 2020 

Felony Evidence ................................................................. Not available 
Misdemeanor Evidence .................................................... Not available 
Other (Found, Safe, Other .................................. ............... Not available 
Total .................................................................................................... 200,000 

Computer doesn't track this data. 
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I 

Staffing Requirements to Control the Present Inventory: 
Note: The following data in all of our previous Audit Reports were projections made 
from items. not packages or barcodes. In the case of Wichita Police Department. 
Evidence Control Systems. Inc. had to alter the methodology to provide estimated 
purging times from packaging data to items. 

Generally speaking. the average number of items per case in most Property and 
Evidence Units is between 2.5 and 3.0 items per case (Average 2.75). If we were 
able to use the 2.75 the package/barcode it would project an inventory of 550.000 
items (200.000 packages/barcode x 2.75 = 550.000). 

Evidence Control Systems, Inc. would guess that at a minimum 50% (100,000) 
barcode/packages of the entire inventory could be easily purged. It is likely the 
numbers are much higher. 

Empirical data will tell us that to remove one case (or in the case of Wichita, one 
package) from the system it will take at least 30 minutes per case. This includes 
sending purge notices. retrieving approvals, locating, destroying, auctions. returning 
to owner, generating drug destruction lists. gun destruction lists. money transfers, 
auction lists etc. 

See following Exhibit 1-E for calculations. It is important to understand that the 
projec tions (exhibit) gives the department numerous options. 

By estimating that ½ the 200,000 (50%) packages/barcodes are eligible for removal 
the Wichita Police Department will have to allocate at least 12 staffing years for the 
task. 

Exhibit 1 ·E shows examples of various levels of purging for budgetary purposes. It 
should be noted the goal for reducing the inventory to the desired level with 
existing staff would be impossible. The inclusion of the additional personnel to the 
Property and Evidence Unit will help the unit in reaching a suggested goal. 

EXHIBIT 1-E ,.. ... .,... . ......... ,....Hain PlujldldYlln 
100,000 1°" 10,000 5,000 2.40 
100,000 2°" 20,000 10,000 4.81 
100,000 3°" 30,000 15,000 7.21 
100,000 4°" 40,000 20,000 9.62 
1Gl).ODO 509' so.cm Z5JIGD 12.m 
100,000 6°" 60,000 30,000 14.42 
100,000 ~ 70,000 35,000 16.83 
100,000 ~ 80,000 40,000 19.23 
100,000 9°" 90,000 45,000 21.63 
100,000 100K 100,000 50,000 24.04 

Chapter 1 Wichita Police Department Audit Report 
Evidence Control Systems, Inc. c 2021 

Page 8 of 22 



Property Room Facts - Where the Time Goes to Purge 
When determining staffing needs. it must be remembered that every item of evidence hos 
an element of time attached to it. More often than not. the number of items, mu!tioUed by 
a time factor is generally more than the employees are scheduled to work. and the 
inventory will continue to grow. 

The following is an overview of the duties and tasks that the Wichita 
Police Departments Property and Evidence Unit staff must go 
through during the purging process. 

• Computer query from computer for 5 year old evidence 
• Computer query from computer for aged hold items 
• Print out the Evidence Purge Request form (95 -102 pages) 

monthly. 
• Send out the Evidence Purge Request form to Detectives 
• Follow up with the Detectives who did not turn in the 

Evidence Purge Request Form 
• Locate items on shelf within warehouse 
• Move drugs to drug destruction locatoin 
• Preparing drug-destruction lists (hand written) 
• Document each drugs record as destroyed 
• Move firearms to firearms destruction location 
• Assist controller in validating drug for destruction 
• Preparing firearms destruction lists (spreadsheet) 
• Move drug to drug destruction location 
• Preparing firearms destruction lists (hand written) 
• Document each firearms record as destroyed 
• Move firearms to firearms destruction location 
• Assist controller in validating firearms for destruction 
• Preparing firearms destruction lists (spreadsheet) 
• Prepare Auction List (speadsheet) 
• Document item in computer as auctioned 
• Release property to owners. obtain signature and file 
• Document action in computer 

In 2020. there were 37,000 packages cleared from the computer. Dependant on the 
number of items in the package the acutal transactions may have been upwards of 
100,000. 

The following information describes some of the issues that may have impacted inventory 
levels within the Wichita Property and Evidence Unit over the years. 

No statlstlcal review of Inventory 
There are no requirements. nor have there ever been any requirements for anyone 
to routinely evaluate the amount of evidence being submitted or purged from the 
Property and Evidence Unit for extended time (years vs. months). 

Presently, no one is getting a global view of the trends and the consequences of 
not routinely purging and not being able to justify additional staffing or time. It is 
impossible to set goals and allocate resources without knowing the current status of 
the inventory. 
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According to the Supervisor monthly reports ore provided to the Lieutenant, but she 
is unsure if those numbers ore transferred into on annual report for comparative 
purposes. According to the Lieutenant the monthly data ii..o.Q! summarized for any 
reports to command staff. Thus, any staffing and/or resource concerns ore not 
being addressed from extremely important data. 

Time, Time, Time and More Time 
In addition to the purging process. it must be recognized that every item of 
evidence that is received in Property and Evidence Unit hos on element of time that 
is attached to it. More often than not. if you toke the "element of time" of each 
item. times the 37,000 packages it is in most coses greater than the staff members 
ore scheduled to work. Thus, every year the inventory grows and becomes 
incrementally less efficient. 

Consider for each one package that is received the following tasks may occur: 

Chapter 1 

• Remove evidence from lockers - 4 sub-stations 

• Transfer to work area 

• Check and correct packaging and documentation 

• Return improperly packaged evidence 

• Validate serial numbers against paperwork 

• Compare documentation with package 

• Update paperwork 

• Enter into database 

• Store on shelf in main warehouse 

• Store and move evidence to other locations (gun room/freezer) 

• Transfer to court (locate and sign out) 

• Transfer to Lob (loca te and sign out) 

• Transfer to investigator / detective (locate and sign out) 

• Prepare each month the Evidence Purge Request Form 

• Prints and sends the Evidence Purge Request to Detectives 

• Receives the requests bock from Detectives 

• Re-notify detective when they don' t respond to first notice 

• Send letter to owners 

• Release evidence to owners 

• Prepare guns for destruction lists (pull lists) 

• Prepare drugs for destruction lists (pull lists) 

• Prepare currency transfer lists 

• Prepare auction manifests 

• Document final actions on paper record 
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• Document final actions in computer record 

In addition to all of standard duties as described the Stoff is also responsible for impounded 
vehicles. 

Does Not Meet Recognized Professional Standards I Practices ..... .. Modification Necessary 

Recommendations/Options: 
It is imperative that management seriously evaluate the above discussed staffing 
numbers and understand that the only way to control the inventory is with additional 
sJQit. Evidence Control Systems, Inc. would estimate that an increase of 3 full-time 
Service Officers is needed to fulfill the mandates of the operation. 

Note: The above projected times are above and beyond the current staff 
scheduling. Additionally, this monumental task can't be accomplished on overtime 
only. 

1.3.2 Staffing - Staffing Levels (Volunteers) 

Finding: The Wichita Police Department does not utilize volunteers in the Property and 
Evidence Unit. 

,,. 
Recommendations /Options: 
In the event the deportment ever opts to use volunteers, o full background, 
including drug testing, polygraph and financials should be included. E.C.S. 
discourages the use of volunteers. If volunteers were ever used, their task should not 
include that of handling guns, money or narcotics. 

1.4.0 Staffing - Rotation of Assignment 

Standard: Rotation of personnel into and out of the property room should be avoided. 

Definition: Rotation of personnel refers to the routine or scheduled transferring of personnel 
in and out of the property unit assignment. 

Reasoning: Rotating personnel through the property unit should be discouraged, as it 
makes quality control more difficult and additional security measures need to be taken 
each time that a "key-holding" employee leaves the assignment. 

When on agency routinely rotates personnel through the property unit assignment, it 
generates a "lack of ownership" in the operation. When "ownership" is present, it generally 
tends to form personal motivation and collective interest. professionalism, and pride. (JAPE 
Standard 1.4: Rotation of Personnel - January 2019) 
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1.4.1 Staffing - Rotation of Assignment 

Finding: According to the Supervisor, rotations of personnel are generally done within the 
Technical Services Bureau. Unlike many police agencies throughout the United States, the 
Wichita Police Department does not routinely rotate property personnel into and out of the 
Property and Evidence Unit into other divisions. which is in keeping with best business 
practices. 

Recommendations/Options: 
No changes ore recommended. 

1.4.2 Staffing - Rotation of Assignment (Management) 

Finding: According to the staff the management (Lieutenant) of the property room is 
typically rotated every two years. The current superviosr has had 4 Lieutenants in a span of 
5 years. In addition to the past experience issue, it is not unusual to routinely rotate 
assignments to sworn managers and supervisors during their career. thus the property room 
may have a new manager every several years. This rotation only exasperates operational 
issues. and nothing gets fixed with these continuous changes. 

Many of the problems identified in this report con be directly attributed to the overall lack 
of management oversite for decades. The identified problems have just been ignored 
and/or passed to the next manager with no attempt to correct. Most of the issues found 
are a part of the existing culture of the operation where there has been no apparent 
guidance from executive management. As suggested by the staff stating time and time 
again. "this is the way we have always done it." 

Does Not Meet Recognized Professional Standards I Practices ....... Modification Necessary 

Recommendations/Options: 
All too often sworn managers and/or supervisors may be overseeing o unit that may 
be totally foreign to their past law enforcement experience and/or training. More 
than likely the sworn managers or supervisors hove never encountered topics such 
as inventory control. best purging practices, OSHA requirements. accounting 
procedures. etc. There is no reason why they would hove the expertise from prior 
assignments and yet they ore responsible. Additionally. ofter 18 - 24 months they 
may hove started to understand the complexities of the operation and they ore 
then transferred out. Rotation is the most disruptive action found in any property 
room. 

Due to the size of the operation, serious consideration should be mode to civi/ionize 
the management of the Property and Evidence Unit with a person that has some 
type of experience in warehousing, logistics, accounting and systems 
management. 
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1.5.0 Staffing - Hours of Operation - Scheduling 

Standard: The property room employee's work schedules and public counter schedules 
should be established based upon public access, peak workload hours or demands. and 
the need for uninterrupted time to accomplish internal tasks, e.g. purging and disposition. 

Definition: "Hours of Operation" is the scheduled time allotted for the routine transaction of 
business to occur in the property room. 

"Scheduling" is the specific hours assigned to individual employees during the time the 
property room is open for business. 

Reasoning: Accessibility by the public should be considered when determining scheduling. 
Whenever practical. the property room should be open during regular business hours. as 
defined by the agency. Some agencies may choose to release property/evidence by 
appointment only. Consideration may also be given to the possibility of allocating specific 
time when the property room is not open to the public to be set aside for the performance 
of specific tasks such as the processing and disposing of evidence. Additionally, an agency 
may want to consider opening one evening a week. a month. etc. so that citizens can 
come in to conduct business after regular work hours. (IAPE Standard 1 .5: Hours of Operation 
- January 2019) 

1.5.1 Staffing - Hours of Operation - Schedule 

Finding: The Wichita Police Department's Property and Evidence Unit operates 0700 to 1600 
hours, Monday through Friday. 

Recommendations/Options: 
No changes are recommended. 

1.5.2 Staffing - Work Schedule - Public 

Finding: The Wichita Police Department's Property and Evidence Unit is open to the public 
0700 to 1600 hours, Monday through Friday. 

Recommendations/Options: 
No changes ore recommended. 

1.5.3 Staffing - Work Schedule - Overtime 

Finding: According to the staff. the Wichita Police Department uses overtime for occasional 
purging duties. 
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Recommendations/Options: 
Evidence Control Systems, Inc. recommends that overtime always be a 
consideration when trying to maintain that one to one ratio. However, overtime 
won't solve the current inventory problem. 

1.6.0 Staffing - Duties and Responsibilities 

Standard: The major responsibilities of a property officer are to receive all incoming 
property/evidence, to fully document it, to store it systematically, to preserve its condition, 
to maintain it securely, to lawfully release or dispose of it, and to maintain a complete chain 
of custody or the entire process that is sufficiently accurate and complete to satisfy any 
court requirements. 

Definition: The designated tasks and duties of individual property officers assigned to the 
property unit. 

Reasoning: Responsibilities for tasks and duties performed by a property officer ore to: 

• ensure that incoming property/evidence is packaged in accordance with 
agency guidelines 

• preserve all incoming property/evidence from contamination, theft, or loss 
• preserve all incoming property/evidence from contamination. theft, or loss 
• maintain and update documentation with tracking information, commonly known 

as the "chain of custody" 
• enter necessary data into the property unit tracking system (automated or manual 

systems) 
• ensure that a ll releases and dispositions of property/evidence ore legal and 

accurately documented 
• arrange and document interim releases and returns of evidence for court, crime 

lab analysis. or investigative use 
• operate property management software and information systems. as needed 
• prepare and forward property-related forms to requesting units and agencies 
• serve as the liaison for property and evidence matters between the agency and 

other local. state, and federal law enforcement agencies 
• maintain current knowledge of federal, state, and local laws related to 

property/evidence management 
• provide for maintenance of the storage facility 
• inventory property/evidence based on the policy demands of the agency 
• ensure that all efforts are taken to make the property unit as safe as possible for 

employees as well as property/evidence 
• store property/evidence in the designated storage area 
• limit access to the property room to only authorized individual(s) and maintain 

access logs 
• ensure that there is adequate security for the Property Room 
(/APE Standard 1 .5: Duties and Responsibilities - January 2019) 
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1.6.1 Staffing - Duties/ Tasks 

Finding: The following responsibilities and tasks are assigned to the Property and Evidence 
Unit of the Wichita Police Department: 

• Receive property and evidence 

• Retrieve property and evidence from substation 

• Logs in property and evidence 

• Auction preparation 

• Disposal of property and evidence 

• Maintains/Orders supplies for property 

• Releases property and evidence 

• Retrieve property and evidence from substations (6 - 8 hours a week) 

• Retrieve and store evidence• 

• Process Impounded vehicles (paperwork) 

• Notifications and release of impounded vehicles to owners 

• Investigate complaints concerning vehicles impounded 

• Prepares and sends the Evidence Purge Request Form to Detec tives monthly 

• Follows up on receiving the Evidence Purge Request forms from Detectives 

• Coordinate official sales and auctions 

• Files forms 

• Conduct monetary audits of unclaimed money to release to the Police Benefit 
Fund 

• Deposits monies into the bank for the Police Benefit Fund 

• Prepares notification letters to owners 

• Retrieve evidence from the Crime Scene Unit 

• Updates Packaging Manual 

• Prepares items to be sent to recycling 

*Retrieving and storing evidence is a normal duty for property room staff. however in the 
Wichita Police warehouse the size of the warehouse makes the process extremely time 
consuming and takes an inordinate amount of time to retrieve the evidence. 

The above list may not be an all-encompassing record of the tasks and responsibilities of 
the unit. However. it can easily be seen from this listing that the Property and Evidence Unit 
has a significant amount of responsibilities. The tasks that are conducted in the Property 
and Evidence Unit are quite normal for a department the size of the Wichita Police 
Department. 

I Meets Recognized Professional Standards I Practices . .................... Modification I Options 
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Recommendations/Options: 
1. Without the additional personnel suggested (See Section 1.3. 1) there is no way 
the inventory con be controlled. This will be a multi-year project. 

2. Note the recommended layout changes discussed in Chapter 4 to consolidate 
the overall inventory into a smaller footprint towards the south end of the 
warehouse. 

3. Serious consideration needs to be mode to provide some type of electric vehicle 
to move both staff and evidence throughout the warehouse. 

•Reminders. both the turning radius and weight need to be considered for the 
freight elevator. 

1.6.2 Staffing - Duties / Ancillary Job Tasks 

Finding: The Property and Evidence Unit staff are only responsible for Property and Evidence 
Unit activities and vehicle impounds. The impounds are a full-time responsibility of one of 
the Property and Evidence Unit Service Officers which takes away from the core 
responsibilities of the property room. 

I Meets Recognized Professional Standards I Practices . ..................... Modification I Options 

Recommendations/Options: 
Consider re-evaluation and placement of the job responsibility. 

1.7.0 Staffin - Promotional Opportunities 

Standard: Advancement opportunities for civilian employees within the property 
unit/agency to the position of lead person. supervisor. or manager should be given to those 
that pass an established testing and selection process pertaining to the property and 
evidence function as well as supervision/leadership. 

Definition: Promotional opportunity refers to the ability of property unit personnel to 
advance in career positions within the law enforcement unit/agency. 

Reasoning: Advancement for civilian employees within the agency is important as a means 
to retain the best qualified personnel, and attract those that are interested in the property 
and evidence management as a career. Sworn supervisors and managers are generally 
not interested in an assignment working in a warehouse environment. 
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Career ladders should be established by designating the property unit supervisor and 
manager to be civilian positions in the law enforcement agency. The selection of the best
qualified person to become a property officer in an agency may be hampered if it is 
viewed upon as a "career dead end" with no obvious promotional opportunities. (/APE 
Standard 1. 7: Promotional Opportunities - January 2019) 

1. 7 .1 Staffing - Promotional Oportunities 

Finding: Promotional opportunities to a Supervisor position are available in the 
organization. 

Recommendations/Options: 
No changes ore recommended. 

1.8.0 Staffing - Training 

Standard: Training should be provided to a ll property officers, supervisors and managers of 
the property unit. The training should be applicable to the duties and responsibilities o f the 
property officer and should be provided by professional instructors in the field of property 
and evidence management. 

Definition: Appropriate training involves receiving knowledge and enhancing skills in the 
field of property and evidence management. 

Reasoning: Experts in the field of property and evidence recommend that all property 
officers. supervisors, and managers should be required to attend a property and evidence 
Management class. The two-day Property and Evidence Management classes provided 
by the International Association for Property and Evidence, Inc. (JAPE) for example. gives 
experienced personnel an insight into different ways of accomplishing the required duties. 
Additionally, the training should provide new staff and supervisors a very detailed look at 
best practices, as well as issues and problems that will be encountered in the assignment. 

Training should be timely, continual, and well documented. While attending training prior 
to beginning an assignment, as a property officer is preferred. personnel should, if possible. 
attend the basic training previously described above within the first year in the assignment. 
Safety training should include hazardous materials. biohazards, blood-borne pathogens, 
and a basic firearm orientation on how to safely handle firearms. Training records should be 
accurately maintained. 

Training should always include familiarization and on-going product support and upgrades 
for whatever software package is in use for the management of the inventory. 
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familiarization with the evidence function should also be provided for new hires and 
especially for newly promoted detectives and investigators illustrating the need for timely 
authorization to dispose of unneeded items whenever possible. (IAPE Standard 1 .8: Training 
- January 2019) 

1.8.1 Training - Property and Evidence Technician 

Finding: In most instances, the Service Officers ore only receiving on the job training, some 
Firearms handling training (two years ago) and the handling of biohozord materials. Only 
the Supervisor and the Property Clerk hos obtained any outside training for Property and 
Evidence Management. 

There is nothing in Policy 708 or the Deportment's Standard Operating 
Procedure about any type of training for Property and Evidence Unit 
personnel. 

Does Not Meet Recognized Professional Standards I Practices .. ... .. Modification Necessary 

Recommendations/Options: 
Evidence Control Systems, Inc. recommends that anyone assigned to the Property 
and Evidence Unit obtain some type of structured Property and Evidence 
Management training. The employees should be exposed to the industries best 
practices in Evidence Management through training opportunities which will 
enhance their expertise and promote their overall success. Other Ideas and 
methods from structured Property and Evidence Management training con be 
brought bock to the workplace and assist with improving the operation and possibly 
prepare for supervisor positons in the future. 

Additionally, the department may want to develop a training checklist, 
similar to that used by a Field Training Officer to ensure that during the new 
employees training period they receive instruction in: 

✓ Property Intake ✓ Disposal of evidence 
✓ Right of Refusal ✓ Safety operations 
✓ Documenting evidence ✓ Inventories 
✓ Storage of evidence ✓ Security 
✓ Temporary releases ✓ Computer operation 
✓ Returning evidence 

Individual training records should be maintained for each member of the Property 
and Evidence Unit and should be periodically inspected and/or reviewed during 
any departmental audits. The long-term benefits, both to the individual as well as 
to the overall operation, ore well worth the deportment's investment of time and 
finances. 
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1.8.2 Training - Supervisors / Managers 

Finding: The Property and Evidence Unit Supervisor (Donna) has attended several Property 
and Evidence Management classes (PATC and IAPE) and several IAPE webinars. There is 
nothing in policy that dictates what training is required. 

The Property Room of most police agencies across the country are overseen by 
commissioned police managers whose job experience is generally related to law 
enforcement duties, not warehousing, internal controls, accounting procedures. etc. This is 
not unusual. 

I Meets Recognized Professional Standards I Practices . ..................... Modification I Options 

Recommendations/Options: 
Evidence Control Systems, Inc. strongly recommends that policy be developed that 
requires all new Supervisors and Managers to receive some type of Property and 
Evidence Tra;ning within the first year of their assignment. 

1.8.3 Training - New Officers 

Finding: According to the Property and Evidence Supervisor, the Property and Evidence 
Unit has provided tours to the new recruits of the Property and Evidence Facility, however 
any training is generally provided to new officers by the Crime Scene unit in the Police 
Academy Training. The Supervisor doesn't provide any input to any of the training. 

A 1ft a IID■II 

Recommendations/Options: 
Explore the concept of developing a structured course for new officers and that the 
training be done by Property and Evidence Staff - Supervisor. Secondly, provide the 
training just prior to the new officer going into the field solo and ofter he/she has 
been released by the FTO. This is due to the fact that if the rookie has been tra;ned 
with 3 or 4 different FTO's, they may have been given all different methods of 
documentation and packaging. 

1.8.4 Training - Detectives (Purging Protocols) 

Finding: There currently is no formalized orientation for new detectives regarding the 
disposition, approval and purging processes for the Property and Evidence Unit. 

,,. .. ,,,... .. ...,,.,. ....... . 
Recommendations/Options: 
Whenever o person is assigned as o new Detective I case officer, it is recommended 
that they be provided an orientation by the Property and Evidence Unit personnel 
as to the critical role the detective may play in the authorization and release of 
evidence and/or property. 
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The detective I case officer should be given the opportunity to see first-hand, the 
amount of evidence that is stored by the Property and Evidence Unit and to 
understand the ;mplications of storing ev;dence that is no longer needed. 

1. 9 .0 Professional Affiliations 

Standard: Property unit personnel should make every attempt to familiarize themselves, and 
become involved, in professional associations that con provide training and develop 
additional skills in the field of property and evidence management. 

Definition: Professional Associations are organizations that are made up of persons 
dedicated to providing training. expanding skills and increasing knowledge of property unit 
personnel. 

Reasoning: Involvement in professional associations, such as IAPE. the American Society of 
Crime Laboratory Directors (ASCLD) and state. regional. or local property associations for 
networking and training updates is strongly encouraged. These associations con assist law 
enforcement agencies with the organization and the training of property unit personnel. as 
well as provide valuable resources to assist with solutions as potential problems arise. (/APE 
Standard 1. 9: Staffing - Professional Associations - January 2019) 

1.9.1 Professional Associations - Association 

Finding: The Property a nd Evidence Supervisor and Property Clerk have been members of 
the International Association for Property and Evidence, Inc., however other members of 
the Unit are not. 

I Meets Recognized Professional Standards I Practices . .................... Modification I Options 

Recommendations/Options: 
Profess;onalizing the posit;on of property officer, clerk. etc. is extremely important 
for job enhancement and growth. Evidence Control Systems, Inc. encourages the 
deportment to consider membership for all of the staff members in some type of 
Property and Evidenc e organization. 

1.9.2 Professional Associations - Associations - Certification 

Finding: At the present time, none of the employees in the Property and Evidence Unit are 
Certified Property and Evidence Specialist (CPES) through IAPE. 

I Meets Recognized Professional Standards I Practices . .................... Modification I Options 

Recommendations/Options: 
Evidence Control Systems, Inc. would encourage staff become certified by /APE. 
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1.10.0 Organizational Placement 

Standard: To prevent a perceived conflict of interest, as it pertains to the disposition of 
property or evidence, the property unit should be placed organizationally in a neutral 
arena, such as a Services or Administration Division. The property officer should be the 
guardian of the property, not the collector of evidence or the decision maker regarding 
the disposition of property or evidence. 

An exception is necessary for smaller agencies that may not have an Administration or 
Services Division. 

Definition: Organizational Placement refers to the authority lines and reporting relationships 
affecting the property unit. 

Reasoning: Law enforcement agencies recognize the fact that managers hold some 
elements of formal and informal control over the supervisors reporting to them. The 
supervisors, in turn, have the same influences over their subordinates. The property unit's 
organizational placement can greatly impact its independence and credibility. 

The property unit should be organizationally separate from patrol and investigation 
functions. Patrol personnel seize and book most property/evidence. and investigating 
officers are generally responsible for the authorization to dispose of property or evidence. 

Placing the property unit in a neutral arena between those two functions enhances 
accountability. The responsibility of the property unit personnel is to maintain custody and 
documentation, not to be involved in the collection or decision-making. If possible. the 
property unit should be organizationally placed in an Administrative or Support Services 
Division. 

It is common practice for the property officer to make the final disposition of Found Property 
and Safekeeping items (excluding firearms) that by definition has no evidentiary value, but 
such authority should not extend to the disposition of items held as evidence. 

A property officer may not be aware of the potential relationship of a piece of evidence 
to other criminal investigations. Therefore, the assigned investigator or officer should 
approve the final disposition. However, if an agency authorizes the Property Officer to 
make the decision regarding final disposition. that authorization should be memorialized in 
written policy. (IAPE Standard 1.2: Organizational Placement - January 2019) 
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1.10.1 Staffing - Organizational Placement 

Finding: The placement of the Wichita Police Department's Property and Evidence Unit is 
within the Investigations Division. 
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I Meets Recognized Professional Standards I Practices . .................... Modification I Options 

Recommendations/Options: 
The Property and Evidence Unit should be organizationally separate from patrol and 
investigation functions. Patrol personnel seize and book most property/evidence, 
and investigating officers are generally responsible for the authorization to dispose 
of the property or evidence. 

Placing the Property and Evidence Unit in a neutral arena between those two 
functions enhances accountability. The responsibility of the Property and Evidence 
Unit personnel is to maintain custody and documentation. not to be involved in the 
collection or decision-making. If possible, the Unit should be organizationally 
placed in an Administrative or Support Services Division. 
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CHAPTER 2 

Policies and Internal Control 

2.1.0 Policies and Procedures 

2.1.1 Wichita Pollce Department - Polley 708 - Physical Evidence / Found 
and Personal Property - Assessment 

2.1.2 Wichita Police Department - Packaging Manual - Assessment 

2.1.3 Standard Operating Procedure - Technical Service Section (No SOP 
Number) - Assessment - Polley (Equivalent to a Property Manual) 

2.2.0 Right of Refusal (Packaging - Documentation) 

2.2.1 Packaging - Right of Refusal - Policy Review 

2.3.0 Internal Controls - Inventories 

2.3.1 Internal Controls - Inventory - Polley Review and Schedule 

2.3.2 Internal Controls - Missing Evidence - Policy 

2.3.3 Internal Controls - Evidence Located with No Record, Label 
or Evidence Tag 

2.4.0 Internal Controls - Audits 

2.4.1 Internal Controls - Audit - Polley Review 

2.4.2 Internal Controls - Audit Methodology / Format 

2.4.3 Internal Controls - Inspections - Supervisory Responsibilities 
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CHAPTER 2 

Policies and Internal Control 

ISSUES IN NEED OF CORRECTION - CHAPTER 2 

• No known record of any previous inventories in the Property and Evidence Unit 
• No policy to conduct inventories 
• No known record or any previous type of audit in Property and Evidence Unit 
• No policy to conduct audits or inspections 
• No policy to report missing or lost property or evidence 
• No policy or procedure on how to handle UTL inquiry 
• No policy or protocols to handle items on the shelf without identifying labels 
• General Orders and S.O.P.'s should be reviewed year1y and updated, as 

necessary 
• Packaging Manual needs to be formalized and updated 
• No policy to handle items on the shelf without identifying labels 

2.1.0 Policies and Procedures 

Standard: The submission. handling, storage, and disposition of property and evidence 
needs to be documented in written directives. 

Definition: Written directives are policies and procedures. placed in written guidelines to 
provide direction and understanding of responsibilities, duties and tasks. 

Reasoning: In order to clarify and standardize the procedures for the submission. 
documentation, packaging. storage, movement, security, purging and disposition of 
property/evidence, it is imperative that directives be used to guide the operation of an 
agency's property and evidence handling. These directives should clear1y define the duties 
and responsibilities of any agency employee who takes part in the seizing, handling, 
storage, or disposition of property/evidence, and these directives should be regularly 
updated to reflect legal and policy changes. II is also important that such orders and 
directives be disseminated in a systematic manner to those persons who will be held 
accountable by these policies and/or procedures. 

General Orders/SOPs: It is critical that a law enforcement agency's property and 
evidence General Orders (G.O.s) and Standard Operating Procedures (S.O.P.s) 
contain policy statements for the submission. receipt, handling, transfer, and 
disposition of a ll property and evidence. These written directives should establish 
rules that apply to all employees of the agency as they pertain to property and 
evidence and include such areas as: 

• requiring all property/evidence to be logged into agency records as soon as 
practical 

• requiring all property/evidence lo be placed under the control of the property 
room before the officer ends his or her tour of duty 
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• requiring a numbered report detailing the circumstances by which the property 
and evidence that comes into the agency's possession and describing each item 
of property/evidence submitted 

• requiring that a written receipt be issued to the finders/owners of property that is 
tal<en into custody with information on how to retrieve the items retained, when 
applicable; i.e., found property and safekeeping assigning the responsibility to 
identify and notify the owner or designee regarding the disposition of 
property/evidence in the agency's custody establishing procedures for the 
temporary release of property/evidence items from the control of the property 
unit; i.e. court, prosecutor, crime lab, and other agencies 

• requiring employees who submit evidence to comply with established pacl<oging 
directives 

• requiring employees to comply with purging and review notices that hove been 
disseminated from the property officer 

Pacl<oging Manual: Low enforcement agencies should develop specific guidelines for the 
packaging and labeling of property/evidence that meets the needs of their agency and 
the crime lob servicing the agency. These guidelines should be disseminated in o manner 
that all persons who bool< property/evidence hove access to the guidelines and are held 
accountable to follow them. One recognized method would be to develop a guide that 
provides both written instructions as well as photographs that illustrate the required 
packaging protocol. 

G.O.'s and S.O.P.s should be reviewed year1y and updated. as necessary. 

Property Procedures Manual: A low enforcement agency should develop or compile and 
publish a detailed Property Unit Procedures Manual on the receipt. handling, storage, and 
disposition of property/evidence for property unit personnel. Additionally, the Property Unit 
Procedures Manual should provide both supervisors and managers with detailed 
descriptions of subordinate responsibilities. The elements contained in a Property Room 
Procedural Manual should include. but are not limited to: 

receipt of evidence 
documentation 
assignment of storage locations 
temporary releases/movement 
tickler files 
purge review protocols 
disposition of evidence 

destruction of evidence 
auction 
diversion 
release 
housekeeping 
audits 
inventories 

All directives and manuals should be reviewed and updated annually by the supervisor or 
manager to ensure that policies and procedures are up to dote, necessary, and feasible. 
(IAPE Standard 2. 1: Policies/Procedures - Written Directives - January 2019) 
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The following diagram illustrates on appropriate division between the types of guidance 
that should be documented in policies a nd procedures based upon the needs. 

GENERAL ORDERS PACKAGING MANUAL PROPERTY MANUAL 
• Documentation 

• Requirement to use 
Packaging Manual 

• Submission of evidence -

time requirements 

• Purging Responsibility 

• Submission Standards 

• Packaging Requirements 

• Documentation 

Requirements 

• Sealing and Labeling 

Requirements 

• Evidence Removals (court, • 

lab, investigation) 

Right of Refusal 

• Intake Requirements 

• Storage Requirements 

• Chain of Custody 

• Transferring Evidence 

• Purging of Evidence 

• Destruction of Property 

• Security/ Housekeeping 

• Audit & Inventories 

General Orders/SOPs: It is critical that a low enforcement agency's property and evidence 
General Orders (G.O.s) and Standard Operating Procedures (S.O.P.s) contain policy 
statements for the submission, receipt, handling, transfer, and disposition of all property and 
evidence. The General Order or in the case of the Wichita Policy Deportment's Policy 708 
should provide written directives that apply to all employees who submit, handle, transfer. 
sign in/out, and make decisions related to disposition of all property a nd evidence. 

Once the item(s) are received into the Property Room (Property and Evidence Unit) a law 
enforcement agency should develop and publish a detailed Property Unit Procedures 
Manual. The Property Unit Procedures Manual provides the Property Unit personnel 
guidance in the everyday operations of the Property Room. Efforts should be made not to 
incorporate information related to the everyday operations of the Property and Evidence 
Unit into Policy 708. 

2.1.1 Wichita Police Department - Policy 708 • Physical Evidence/Found & 
Personal Property - Assessment 

Finding: The Wichita Police Deportment policies related to the handling of property and 
evidence ore most confusing and commingle topics in the some section for different working 
groups (Submitters - Officers. Keepers - Property Room and Decision Makers - Detectives). 
There ore too many places to look to find out what the policy is. Additionally. there ore 
dozens of topics in current policy that ore moot on the subject. 
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• Reference to the Property Room in Policy 708 refers to the Property Room as Property 
Section and in the Technical Services SOP as Property and Evidence Unit. 

• It appears that there is nothing in provided policies that forbids employees from 
retaining evidence in their cars, desks, file cabinets, etc. 

• Policy 708 H Found and Personal Property provides guidance in the submission of 
Found Property but lacks specific guidance for an officer who may actually return 
the Found Property to the owner. If Found Property is returned by the officer, there is 
no requirement to document and obtain signature from owner? 

• Policy 708 H Found and Personal Property does not provide guidance or indicate 
who has the responsibility to locate the owner of the found property. 

• Policy H 3 - Personal Property - lacks information on advising the owner of how to 
c laim their property. Providing a receipt is always recommended. Existing policy 
doesn't address who or how the owner is to claim personal property. 

• Policy CC - Indicators Issued by the Technical Services Division - states "The 
submitting officer shall immediately contact the appropriate section and make any 
corrections required to proper1y submit the evidence. Consider changing wording 
from immediately to no later than the employee's next scheduled work day. 
Immediately, may have different meaning to different employees. 

• DD. Evidence Check-Out System - "All evidence leaving the Property and Evidence 
Facility must be checked out and entered into the computer tracking system". 
Additionally, anyone in the Property Room could document something out to court. 
document in the name of another and no one would ever know it was gone unless 
actua/lyreauested for court or when the item was up for review. 

• DD. Evidence Check-Out System - 1.a . states "The department member who 
checked evidence out for court shall be responsible for returning it to the Property 
and Evidence Facility at the conclusion of the court proceeding" . Does this mean 
that if the officer hos signed out evidence for a multi-day court trial that they con 
retain in their possession? 

• There is no policy or guidance for officers or detective to return evidence to the 
property and evidence facility when there is a multiple day trial and the court 
doesn't hold the evidence. (Note: This could be on issue if the Chain of Custody was 
to be challenged by the defense attorney/. 

• DD. Evidence Check-Out System -1 .a .1. - states "When notification is made to collect 
evidence held by the court or District Attorney, the evidence shall be picked up and 
returned to the Property and Evidence Facility". Consider clarifying in a statement 
who is responsible. the officer or Property and Evidence Unit staff, 

• There is no written policy for members who sign out evidence for Investigative needs 
and/or a time requirement to return evidence or a supervisor's approval to retain 
evidence out of the Property and Evidence Unit. 
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• It appears that there is no written policy for members when signing out evidence for 
Investigative needs where is has to be returned by a prescribed time. 

• EE. General Guidelines for Release/Disposal of Evidence and Property - states 
"Personnel will be given fifteen (15) working days to properly indicate the disposition 
of the property and return the printout to the Property and Evidence Section so 
proper disposition con be made". There appears to be no guidance in what 
happens if the dispositions are not returned as called for. 

• EE.1.a . General Guidelines for Release/Dlspo$al of Evidence and Property- states "If 
the evidence/property to be released exceeds $1 ,CXX) or more in value, the 
department member or supervisor authorizing its release shall be responsible for 
having a photograph token which shows the owner [or person who receives the 
property) with the property released". Not clear if this is referring to the case officers 
or Property and Evidence Unit Supervisor. Secondly, how I who determines the 
value? 

• EE.1.b. General GuldeHnes for Release/Dlsposal of Evidence and Property - states 
"Prior to release of evidence or property, a member of the Property and Evidence 
Section shall request the person to whom it is to be released present a valid form of 
photo identification. The type of photo identification presented shall be noted on 
the Receipt for Property. Should the person hove NO valid photo identification in 
possession, the property shall not be released". 

If this is a Property and Evidence Unit duty, it may be more appropriately 
documented in the Technical Services Manual. 

• GG.1 Release/Disposal of Found Property- states "After found property has been in 
police custody for seven (7) days and remains unclaimed, a letter shall be sent to its 
owner, if known. The letter will inform the owner the property is in departmental 
custody, and the item(s) may be picked up during normal business hours". 

If this is a Property and Evidence Unit duty, it may be more appropriately 
documented in the Technical Services Manual. 

• 11.1 Found Property Firearms - states "The procedure for handling firearms that are 
recovered as part of a found property case and submitted as evidence will be as 
follows: 

Chapter 2 

a . All firearms recovered by the Wichita Police Department as found property will 
be submitted to the Property and Evidence Facility as evidence. Property and 
Evidence Section personnel will deliver a detailed list of ALL firearms recovered 
by the WPD to the local ATF Office weekly, so their records may be updated. 

b. A Larceny Section supervisor/detec tive will review all found property cases 
involving firearms in the monthly purge reports. 

c . A Larceny Section supervisor/detective will conduct local and NCIC records 
checks to determine if the owner of the firearm con be located. 
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d. If an identifiable owner has been located, then the supervisor/detective will 
release the firearm pursuant to Section LL". 

Note: Duties with the section ore mixed between the submitting member. authorizing 
member and Property and Evidence Unit personnel. Consider removing duties of 
the Property and Evidence Unit and adding to the Technical Services Manual, 

• JJ. Disposal of Firearm Evidence - states " 
When the evidence to be tR&-(sic) disposed of is a firearm and no identifiable owner 
can be located, the purge reports and computer printouts of firearms to be disposed 
of will be forwarded to the supervisor of the Property and Evidence Section. Firearms 
that cannot be returned to a legal owner will be handled in the following manner: 

a. On the fifteenth days of the months of January, April. July a nd October, the 
Property and Evidence Section Supervisor shall forward a list of all firearms that 
cannot be returned to legal owners to the Investigations Division Commander. 
(Consider placing in Technical Service Manual as it only applies to Property and 
Evidence Unit/. 

b. The Investigations Division Commander shall appoint a person knowledgeable 
about firearms to personally inspect and inventory them. The person conducting the 
firearms inventory shall develop lists composed of the following categories as 
directed by City Code Section 5. 88.010(5): 

1 . Firearms to be used by the Wichita Police Department or to be traded to a 
licensed federal firearms dealer for other new or used firearms or accessories 
for departmental use; Consider placing in Technical Service Manual as it may 
only apply to Property and Evidence Unit. 

2. Firearms to be forfeited to the Kansas Bureau of Investigation for law 
enforcement testing, comparison, or destruction by the Kansas Bureau of 
Investigation's Forensic Laboratory; (Consider placing in Technical Service 
Manual as it may only applies to Property and Evidence Unit/ 

3. Firearms to be forfeited to the Sedgwick County Regional Forensic Science 
Center for testing, comparison, or other forensic purpose; 

4. or Firearms to be sold at a public auction; 

a . Any weapon that cannot be forfeited due to the condition of the 
weapon, and any weapon which was used in the commission of a felony 
as described in K.S.A. 21-5401, 21-5402, 21 -5403, 21-5404, and 21 -5405, and 
amendments thereto. shall be destroyed. (Consider placing in Technical 
Service Manuo/J . 

c. After such a determination has been made, the Commander of the Investigations 
Division shall forward the lists of firearms to be disposed of to the City of Wichita 
Department of Law for presentation to the City Council. (Retain in 708) 
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d . Once the Deportment of Low hos obtained necessary City Council permission, the 
Investigations Division Commander shall direct the Property and Evidence Section 
supervisor to dispose of the listed firearms as directed by City Code 5.88.010(5). 

• KK. Release of Firearm Evidence 

1. Prior to releasing a firearm to on identifiable owner. the supervisor/detective will 
conduct a complete record check to include Municipal Court, District Court, 
and TRIPLE I on the owner prior to releasing the firearm, to ensure the defendant 
hos not been convicted in Municipal or District Court of committing a crime 
involving firearms or Domestic Violence. (Is this referring to the Supervisor, the 
Detective Supervisor or Property and Evidence Unit Supervisor?/ 

Chapter2 

The TRIPLE I check shall be noted on the WPD Property Release [Form 322-400] . 
In addition, the following criteria should be used when determining whether a 
firearm con be released to on owner: 

a . A firearm shall not be released if the owner is prohibited from possessing 
a firearm under the following Federal Guidelines: (Consider placing in 
Technical Service Manual/ 

1. If the owner hos been convicted of any federal felony for which the 
judge imprisoned the owner for more than o ne year. then the owner 
is prohibited from possessing a firearm for life. 

2. If the owner hos been convicted in any court of a misdemeanor c rime 
of domestic violence the owner is prohibited from possessing a firearm 
for life. 

b . A firearm shall not be released if the owner is prohibited from possessing 
a firearm under the appropriate State guidelines. /Consider placing in 
Technical Service Manual/ 

c. If a firearm is seized from on individual and the individual is not convic ted 
of or adjudicated as a juvenile offender for the violation for which the 
weapon is seized. then within 30 days ofter the declining of charges or 
conclusion of prosecution of the case against the individual, including 
any period of appeal, the Wichita Police Deportment shall verify the 
weapon or firearm is not stolen and the individual is entitled to possession 
a nd upon such verification, shall notify the person from whom it was 
seized the weapon may be retrieved. Such notification shall include the 
location where such weapon or firearm may be retrieved. /Consider 
placing in Technical Service Manual/ 

d. Any firearm confiscated in connection with any violation of City Code 
Section 5.88.010 shall be returned to the person entitled to possession. if 
known, when the firearm is no longer needed for evidence. 
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All other firearms shall be disposed of in accordance with this policy. 

{Consider olacinq in Technical Service Manual/ 

I Meets Recognized Professional Standards I Practices . ..... Modification Necessary 

Recommendations/Options: 
Evidence Control Systems, Inc. recommends the following consideration for inclusion 
into the Polley 708, which is a department wide document. 

• Include information that applies to the submission of properly and evidence. 
• Include inf9rmation that applies to the removal of property and evidence (court 

crime lab and for investigations). 
• Transfer any references to documenting and packaging to the Deportment 

Packaging Manual. Policy 708 would then state, all Property and Evidence shall 
be documented and packaged in accordance of the Wichita Police 
Department's Packaging Manual. 

• Include in Policy 708 that evidence may not be stored in desks, file cabinets, 
employee lockers, cars, etc. 

• Mandate that any paperwork requesting approval for disposition be returned by 
a specific date. 

• Mandate if improperly submitted property and evidence is not properly 
packaged or documented, it be corrected by a specific time. 

Included with this report, is a flash drive containing several examples of General 
Orders that may provide guidance in any re-writes of the existing policy. 

2.1 .2 Wichita Police Department - Packaging Manual - Assessment 

Packaging Manual: Low enforcement agencies should develop specific guidelines for the 
packaging and labeling of property/evidence that meet the needs of their agency and the 
Crime Lob servicing the agency. These guidelines should be disseminated in a manner that 
all persons who book property/evidence have access to the guidelines and are held 
accountable to follow them. 

One recognized method would be to develop a guide that provides both written instructions 
as well as photographs that illustrate the required packaging protocol. 

Finding: The Wichita Police Deportment photo-based Booking Manual is on attempt to 
provide the needed information for officers to follow. However. much of the notebook is 
quite aged, difficult to follow and is non-specific on how all of the different items ore to be 
packaged and documented. 

I Meets Recognized Professional Standards I Practices . ................ Modification Necessary 

Recommendations/Options: 
Evidence Control Systems, Inc. urges the Property and Evidence Unit staff to 
completely redesign the entire manual. First make a list of those items received on a 
daily basis, type and size of packaging, placement of barcodes and any other 
important requirements for storage. 
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Below is an example of a manual that has both a narrative on "how to" and the 
associated photo. Included on the a Hached flash drive is a complete set of 
examples for use. 

aHAllrS (SYIIIHOU) ' ____ ........_ ...... _......,..,_......,.,..,......,_ 
................ --------------· _,_ ...... ... ...... ..., ......... .,.... ..... _,., ........... . _._,...... ........................... ... -.. -....... ~ ................ ~ ................... ..... ....__ ............ .. ..., ....................... ...... ............. "' ... ..,......,...._ ___ _ --1 .,...__~.,._... .... UIIIO~~_,,,... 
_,. T-.• ........ --...-•._.. c..a.,..___ ----·°""'·------:I , .. ___ ., .. ,.... ________ -------~-------........................ ,_ --------·-------, ........ . ....-.w ....... ..,.. .................... .. _...._ ....,._.. .. _. ............ ....... 

~ ....._ ____ ._. ...... 

--~.._... .............. _ .... _....,_.......,. _ 
___, ---------- ..... ,...... .. .__ --.,....._....,.., ......................... .._ ........ ... ........... --..... ..-.... _....,. ,.,....., _____________ _....,.__... , 

........................ ...._ ....................... - .. -............... ____________ al9t -......_.. ....... .,_,,__ ..... ______ .__.... 

--"""" 

n....._...,.. .. __...,.. __ ......_. .. ,..._..,m.-......, ..... _.,....,n...,._ __ _.,.._ ....... ..,......,.. .. ..... AIOP'O ................ -.----. ..... -.. ... n. ....... co ..... ..,.._.. • ..,. .... ,...,_,......, 

_____ __. __ _ 
......, __ ,...._ ............ ........ ----~........... 
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AI.CClt-. ...,_ .. ..._ ........... .._., .................... ................ ....,.... ··-............ .., ...... 41a ...... ..., ... ~ ------. =:::::-'..:.. ...... -:--...::.-:.·::::. --··-• ,,___..,Ifft....,.. __ ............... .. ........................ ---··-. , .................................... .. ....................... 
, .............. -~ ............. ..._ .......................... .,.,._.. ... _.,_ 

....... .___.... ................... -........ ............ --91 ... -.-. .. ..... 

-. ........................................ ... ............... _ .... __,,, .. ____,.,.,.._ ... ...................... __ ....... _ ..... ........................... 
• ••---&.tJ•>I-•._,...__........,_.._ ................. -..... --......... ~ .. .... . ~ ... ._..._.. ...... .__,_ .............. . ---. ....... ,..... .. ,1.,>&_. ..... _,.... ...... ........... ...,....,..._., ..... _....,~,,_ .............. ,,,.,,,. ..,. ............... _ .... . ........................... ._. .......... ..... ............... .,......., ... ., ........ ...,... .... .. ........................... ,,, ...... .... 

2.1 .3 Standard Operating Procedures-Technical Service Section 
(No SOP Number1

) - Assessment - Policy (Equivalent to a 
Property Manual) 

Property Unit Procedures Manual: A law enforcement agency should develop or compile 
and publish a detailed Property Unit Procedures Manual on the receipt (in property room), 
handling, storage. and disposition of property/evidence for the Evidence and Property 
Room personnel. Additionally, the Property Unit Procedures Manual should provide both 
supervisors. and managers with detailed descriptions of subordinate responsibilities. 

The goal of a well-written Property Room Procedures Manual is to act as a road map for all 
employees that can provide them the tools to do any task in the operation. In the event a 
number of employees leave employment, a pandemic, etc., the others continue to meet 
the mandates of the Unit and ensure everyone is doing the task the same. All too often 
there is no policy and different members, may have their own way of doing things. 

The elements contained in a Property Room Procedural Manual should include, but are not 
limited to the following topics: 

• Receipt of Evidence • Destruction of Evidence 

• Documentation • Auctions 

• Assignment of Storage locations • Diversion 

• Temporary releases/movement • Release 

• nckler files • Housekeeping 

• Purge review protocols • Audits 

• Disposition of Evidence • Inventories 

1 In any future rewrites consider numbering each section for easier reference. 

Chapter2 Wichita Police Department Audit Report 
Evidence Control Systems. Inc. c 2021 

Page 10 of 48 



• Movement / Transfer of Evidence • 

• 
Safety Protocols 

Security 

finding: Guidance for the everyday operations in the Wichita Police Property and Evidence 
Unit is discussed in the Standard Operating Procedures (no title or number) and in the 
previously reviewed Policy 708, (9 Pages) from AA - KK of which almost all of the content is 
for Property and Evidence Unit personnel, not the seizing officer or case detective. 

The Standard Operating Procedures Technical Services Section (no title or number). provides 
guidance for the Crime Scene Sergeant. Latent Print Examiner. Digital Evidence. Crime 
Scene Investigator. and the Property and Evidence Supervisor. 

Additionally. out of the 30-page document, there are 5 pages in the SOP - Technical Services 
Section that documents on how the Property and Evidence Unit operates. Included below 
are the most important topics in the document. 

Evidence Control Systems. Inc. has reviewed the document and commented with footnotes 
that should be reviewed (bottom of page) for any re-writes in the future. Evidence Control 
Systems. Inc. found that in many cases the narrative was very shallow and needed more 
guidance in doing the various tasks. Evidence Control Systems. Inc. also footnoted topics in 
the document that should be placed in the discussed Photo based Packaging Manual or in 
Policy 708 that could be dramatically reduced in pages if all packaging information was 
included in a Packaging Manual. 

PROPERTY A D EVIDENCE U IT (again no section numbers) 

CURRENCY 

✓ Currency will be placed by itself into an evidence envelope by the submitting Officer. The 
Officer will seal the envelope and then, along with another Officer as a witness, sign the seal. 2 

When received, the envelope will be properly marked as to its location and a computer entry 
will be made. Currency valued under$ I 000.00 shall be submitted to any sub-station locker or 
Property and Evidence Facility locker , unless it needs to be processed by the Latent Prints Unit 

or a CSL Currency valued at S 1000.00 and over shall be submitted to the Property and 
Evidence Facility and placed into the drop safe, located in the Officer tum-in room on the east 

wall. The seal on the packages will not be broken to recount the currency. Currency will be 
logged into the computer and assigned a safe bin location; 

✓ Computer entries will be made any time currency is removed from the Property and Evidence 

Facility. lf currency is removed from the Facility and the seal broken, the packaging will be 
resealed and signed by the Officer upon returning it to the Property and Evidence Facility. 

✓ When final case disposition has been detennined, computer entries will be changed to reflect 

the disposition of the currency; 

2 May be more appropriate in the suggested Packaging ManuaJ, as it applies to both the submitting officer and 
the Property and Evidence Unit. 

3 The statement is for the Property and Evidence Unit. 
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✓ Currency held at the Property and Evidence Facility to be released to the Police Benefit Fund or 

returned to the owner will be pulled from the shelves after checking the disposition of the purge 

reports. The Staff member pulling the currency will bring the purge report, along with the 

currency, to the Property and Evidence Facili ty Supervisor. The Facility Supervisor will initial 
the purge report to indicate that the currency has been placed in the Property and Evidence 

Facility money vault. The money 4vault will be accessible to the Facility Supervisor, the 

Property Clerk, and two (2) 
✓ Currency being held at the Property and Evidence Facility that has the disposition to be held 

shall be dealt with in the same manner as any other money coming from the purge report. The 

Staff Member that pulls the money will have the Facility Supervisor5 check off and initial any 

money that is being placed in a held status; 

✓ Currency identified to be released to the Police Benefit Fund that is in the Property and 

Evidence money vault or pulled from the evidence shelves will be monitored by the Property 

and Evidence Facility Supervisor. After Currency bas been checked off the purge report and 

pulled from the money vault or evidence shelves, it will be turned over to the Police Benefit 
Fund representative. The package will be opened6 and the amount of currency in the package 

will be written on a three-copy receipt that has been provided by the Police Benefit Fund 

treasurer. A total of all receipts will be given to the treasurer, along with the yellow copy out of 

the receipt book. Ifthere is any discrepancy in the amount after the representative bas counted 

the currency, he/she will advise the Property and Evidence Facility Supervisor. An Officers 

Report will be drafted7 to document any discrepancies. A copy of that report will be keep8 at the 

Property and Evidence Facility and one (I) will be forwarded to the Property Crimes Bureau 

Commander. The representative from the Police Benefit Fund will provide the Property and 

Evidence Facility Supervisor a copy of the bank deposit. Currency kept at the Property and 

Evidence Facility is to be audited annually; 

✓ Money released to the Police Benefit Fund must have the departmental release fonn signed by 

an Officer, Detective, or Supervisor who is not an official in the Police Benefit Fund; 

DISPOSITION OF PROPERTY 

✓ Disposition of property with no monetary value or illegal by law; 

1. Items always destroyed: 

a) Drugs. 

b) Alcohol. 

• Consider using Money or Currency, not both. 
j Is Facility Supervisor different than Evidence Supervisor? 
6 By who? 
' By who? Define by title. 
1 Spelling (kept). 
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c) Firearms (If the fireann is inoperable or cannot be released per State Statute K.S.A. 
2013, 22-2512). 

d) BB & pellet guns, knives, clubs, brass knuckles, drug paraphernalia, and other 
weapons that are illegal to possess. 

e) Evidence with no monetary value. 

IMPOUNDED VEHICLES 

✓ A Property and Evidence Service Officer will generate an impound report bi-weekly that lists 

all Wichita Police Department impounds during a selected time frame. A list of impounded 

vehicles will be obtained from each tow company once a week. This list (SPIDER Log) will be 

checked by SPIDER to verify9 none of the vehicles impounded have been reported stolen. 

Vehicle information is checked to ensure it is entered correctly and also checked to see ifa 

"Hold" has been placed on the vehicle; 

✓ Release forms are sent electronically to the Property and Evidence Unit on a daily basis. The 

information on the release paperwork is entered into the computer, scanned into Laserfiche, and 

then sent to Records; 

✓ 1 f there is a complaint against a wrecker service by a citizen or Department member, the 

problem will be directed to the Property and Evidence Supervisor; 

Releasing vehicles taken to the Property and Evidence Facility for crime scene 
processing; 

I . The Vehicle is towed to the Property and Evidence Facility by an approved tow 

service. 

2. The Vehicle is processed by Crime Scene Investigators in the vehicle inspection 

bay. 

3. When the processing of the vehicle is completed, the case Detective will be notified 

by the Crime Scene Investigator. 

4. The case Detective will determine if the vehicle is to be released or needs to remain 

in the custody of the Wichita Police Department. 

5. If the vehicle is to be released, the case Detective will contact the vehicle owner or 

an individual that the owner will release the vehicle to. The owner or individual 

taking custody of the vehicle will be informed they must claim the vehicle at the 

Property and Evidence Facility by 16:30 hours the next business day. 

6. The case Detective will notify Property and Evidence staff that the vehicle is to be 

released and the time frame that the vehicle is to be c laimed. 
7. The case Detective is to complete a Department Receipt for Property Form and 

submit it to the Property and Evidence Unit. 

8. Vehicles not claimed by the time and day specified by the case Detective will be 

towed by an approved tow service at the expense of the owner. Property and 

9 "that" none. 
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Evidence staff will contact the tow service that brought the vehicle to the Property 
and Evidence Facility to remove the vehicle to their lot. 

9. Property and Evidence staff will send a letter to the vehicle owner or representative 

on the Department Receipt for Property Form indicating where the vehicle has been 

towed. 

METHODS OF DESTROYI G PROPERTY/EVIDENCE 

✓ Drugs; 

1. When property and evidence10 is notified that drugs under a case may be disposed 
of, they are pulled from inventory. The drugs are placed in the Property and 

Evidence Facility drug room 11 and a List is typed of all drugs to be destroyed. A 
computer entry is completed showing the disposition of the evidence 

2. Once a month, the EOD team along with Property and Evidence personnel and a 

representative from the City Controller's Office open the evidence 12 and check the 
contents and case numbers. Drugs are then placed in large sacks, sealed, and then13 

to the Animal Shelter or the Bomb Range for disposal.14 

3. A Property and Evidence supervisor and the Controller's Office representative 
must both sign the list of all cases indjcating the drugs have been inventoried and 
destroyed.15 The EOD team, along with the Property and Evidence supervisor and a 
representative from the Controller's Office take the sacks to the Wichita Animal 

Shelter or the EOD range and remrun there until the drugs are destroyed by burning 

via an incinerator. 
✓ Alcohol; 

I. When the Property and Evidence Unit is notified that alcohol involved in a case 

may be disposed of, it is pulled from inventory and placed in a locked dumpster. 
Contents of the dumpster will be disposed ofby the contracted waste company. A 
computer entry is completed showing disposition of the evidence. 16 

✓ Firearms not returned to the owner are sold or destroyed quarterly; 

I. When the Property and Evidence Unit is notified that a firearm(s) submitted under 
a police case number may be disposed of, the firearm(s) is pulled from the 

inventory and placed in a special bin. A computer entry is completed showing the 

guns are to be disposed of. 
2. Firearms may be seized per State Statute and Policy and Procedure 708.39. 

1° Consider property name - Property and Evidence Unit. 
11 From where? 
12 This policy is not being followed by the property room personnel and the controller. They are only 

verifying case number and not opening package. Abide by policy and change to match process. 
13 Transported or taken? 
14 Who determines where the destruction occurs? 
15 Controller and supervisor are not validating each item? Need to follow policy and change. 
16 Before or after the actual destruction? Policy should a lways mandate that the action is after the items are 

factually destroyed. 
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3. Two (2) lists will be compiled of all firearms for review17, 18
• One (I) list for 

firearms to be sold and one ( 1) list for firearms to be destroyed. Both lists will be 

sent to the Law Department (through channels) for approval and then returned to 

the Property and Evidence Unit. 
4. Firearms approved to be sold wiU be given to the contracted FFL dealer to be sold 

via an on-line auction site. 
5. Firearms approved to be destroyed will be transported to the contracted shredding 

vendor by Property and Evidence personnel and a representative from the City 

Controller' s Office and will be placed into a vehicle to be crushed in their presence. 

6. The Property and Evidence Supervisor and the Controller' s Office representative 

must both sign the list of all cases indicating the firearms have been inventoried 

and destroyed. 

✓ BB guns, pellet guns, knives, clubs, brass knuckles, nun chucks, all other weapons, drug 

paraphernalia, and pornographic or obscene materials; 

1. When the Property and Evidence Unit is notified that these types of items may be 
disposed of, the knives and paraphernalia will be sent with firearms to be crushed 
and destroyed. 

2. All other weapons that may be disposed of are placed into a locked dumpster and 
will be disposed ofby the contracted waste company. 

3. All pornographic or obscene material will be placed into the shred box to be 
shredded by the contracted shredding company.19 

✓ Physical evidence and found or personal property with no monetary value; 

1. All blood samples, syringes, and biologically contaminated items are disposed of 
by depositing them in special bio-hazard containers. The containers are then picked 
up and removed by the contracted bio-hazardous waste company. 

a. Clothing that is not destroyed will be placed into containers for the D.A.V. 
to pick up.20 

b. Identification cards, credit cards, and financial records are placed in the 
shred box and picked up monthly by the contracting shred company. 

c. Papers and any other items of no value are placed into a locked dumpster 
which will be disposed ofby the contracted waste company. 

✓ Disposition of Property with Monetary Value; 

1. When notified by the Section in charge of a case as to the disposition of 
property/evidence, the Property and Evidence Unit will ensure that the 
property/evidence is purged by returning it to the owner, destroying the item, or 
retaining it for Department use. 

17 Define who generates the list. 
18 Define who reviews the list. 
19 o discussion in updating computer. 
20 Who and how is the detennination made on what is destroyed and what is donated? 
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a. lf the disposition paperwork is marked "return to owner", a letter is sent to 
the owner notifying them the property has been released and may now be 
returned. If the owner of the property/evidence does not respond within 
thirty (30) days, it is destroyed, auctioned, or retained for Departmental 
use.Q1 

b. If the disposition paperwork is marked "destroy", the property/evidence is 
purged and destroyed. lfthe Property Clerk determines the 
property/evidence would sel122 at the property auction, it is then held for 
auction. 

c. lf the property/evidence is to be used by the Police Department, or City 
Department, 3 the entity to receive the property must first submit a report to 
the Investigations Deputy Chief. The report, with the Deputy Chiers 
approval, is then filed by the Property Clerk. When that property is no 
longer needed by the City, it is to be returned to the Property and Evidence 
Unit and the report is to be pulled. The item(s) will then be sold at 
auction.Q4 

2. The disposition of evidence on the purge report will be as follows: 

a. A computer printout of cases assigned to a particular Department member 
will be sent to that person by the Property and Evidence Unit. 

b. Cases not assigned to a particular Department member will be sent to the 
Administrative Supervisor of the Section to which the cases have been 
assigned. 

c. The Department member or Administrative Supervisof 5 has the option to 
indicate whether the evidence is to be returned to the owner, held, or 
disposed of. 

d. Once the printouts are returned to the Property and Evidence Unit, 
appropriate measures will be taken according to what has been marked by 
the Department member or Administrative Supervisor. 

PROPERTY/EVIDENCE IS RECEIVE026 

✓ Property is received by the Property and Evidence Unit (P&E) personnel from Police sub

station, P&E tum-in room, or Technical Services City Hall offices; 
✓ P&E personnel review property receipts and package stamp for accuracy. With a discrepancy, 

the Officer/Submitting Official is sent an indicator; 
✓ P&E personnel assign property bin location and document on receipt; 

✓ Evidence/Property is placed into assigned bin location;27 

✓ Property Receipt is scanned into Laserfiche and one ( 1) property receipt is retained at P&E; 

21 How is the 30 day letter tracked? Needs to be included for clarity. 
22 Who makes decision? What is the criteria? 
23 How does Property and Evidence Unit know what items are available or needed? Should be in policy. 
24 Or destroyed? 
" New term, who is this person? 
26 Consider moving topic up toward the beginning prior to disposal. 
27 Assigned by policy or where the clerks places? 
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PURG I G OF EVIDE CE 28 

✓ P&E receives signed and dated disposition notice Purge Report, computer printout, or Court 

Disposition from Detective; 

✓ Evidence pulled from bin; 

✓ Evidence returned to owner (notification letter sent); 29 

✓ Owner must produce proper ID when claiming property; 

✓ Property may be destroyed after 30 days;30 

✓ Property Release [322-400] forwarded to Records after being scanned into Laserficbe; 
✓ Evidence may be retained for Department use, destroyed, or held for Later disposition; 

PURGTNG PERSONAL AND FOUND PROPERTY 

✓ Letter is sent to owner (if owner infonnation is available); 1 

✓ If the owner properly identifies the property within thirty (30) days, the property is released to 

the owner when proper ID is shown3 

✓ Property Release [322-400] is forwarded to Records after being scanned into Laserficbe; 

✓ If the owner does not reply within thirty (30) days, the property will be destroyed or auctioned; 
3 

✓ Ifno owner infonnation is available, property is destroyed or auctioned after initial thirty (30) 

days; 34 

Recommendations/Options: 
Included with this report, is a flash drive containing a 92-page outline of Property 
Manual to ics that should provide a template for any future rewrites. 

An additional document available at the end of this section is Exhibit 2-A (page 34) 
which is the analysis of your current policies with recommendations where the topic 
may be more appropriate. Example below. 

28 Move up with disposition. 
29 Who sends letters? How is the letter tracked for the 30 days? What happens with returned letters? 
30 After 30 days of what? Need more specificity. 
31 If information is not presently available, is anyone required to research further? 
32 Considering making copy of ID? 
33 ls diversion to department use an option? 
34 ls diversion to department u e an option? 
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2.2.0 Right of Refusal (Packaging - Documentation) 

RIGHT OF REFUSAL is the authority given to the property officer to reject and notify the 
booking officer that property or evidence is improperly packaged or documented and 
needs correction. (Definition) 

Departmental policy should clearly state that any deviation in packaging methods that does 
not meet the property unit's instructions shall be refused and the booking officer shall be 
notified through normal channels to correct the problem. This principle is known as the "Right 
of Refusal". and it should be mode a requirement for the property officer to do so to ovoid 
intimidation. (IAPE Standards Section 3 - Packaging - January 2019) 

Trouble Locker: Consider designating one locker as a "trouble locker" to hold improperly 
documented or packaged items until the submitting officer con make corrections. (IAPE 
Standards. Section 6 - Temporary Storage - January 2019) (Chapter 3) 

2.2.1 Packaging - Right of Refusal - Policy Review 

Finding: 
1. The Wichita Police Department uses the term "Indicators" for items that ore improperly 
documented or pock.aged and is memorialized in Polley 708 Section CC. This is the some os 
Right of Refusal. 

1. The Technical Services Bureau is responsible for examining all evidence submitted to that 
unit. The Property and Evidence Section35 shall verify evidence that hos been properly 
identified and submitted, and that all necessary forms hove been correctly completed. 

a. When on error is found in on identification marking, or in completion of forms or togs, or 
in the submission or any property. Technical Services Section personnel shall follow the 
instructions for indicators on the Police Secure Portal Shored Documents site. 

b. Upon receiving on indicator issued by the Technical Services Section, the submitting 
officer shall immediately contact the appropriate section and make any corrections 
required to properly submit the evidence. Should the indicator require a physical 
evidence receipt and/or tog be revised, the officer shall complete a new evidence 
receipt or tog and shall submit as physical evidence [under the original Incident 
number) the receipts and/or togs, which were previously submitted incorrectly. The 
revised receipts and/or togs shall be submitted with the evidence. The officer shall 
complete a Supplemental Incident Report, detailing all corrective oction(s) token in 
resubmitting evidence. 

2. In the provided documents (policies) there is nothing that mentions how the staff members 
monitor the communications to the submitting employee, where the evidence is temporarily 
stored and how unanswered indicators ore handled. 

I Meer& Recognized Professional Standards I Practices ..................... Modification Necessary 

35 Section or Unit? 
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Recommendations /Options: 
Written policy should outline all of the steps required to notify the employee, where 
to store the item{s) and how to track the items not corrected. 

2.3.0 Internal Controls - Inventories 

Standard: An inventory should be conducted annually, or whenever a change in key
holding personnel or in the Chief Executive Officer is mode. 

Definition: An inventory is the process of individually checking all or a specified portion of 
the property/evidence items against the agency's records. 

Reasoning: The purpose of on inventory is to ensure that all items of property/evidence ore 
accounted for. A complete inventory involves matching each piece of property or 
evidence with its corresponding documentation. 

Conducting annual inventories will identify property or evidence that is missing or misplaced 
from its assigned location, and it will identify items that ore present in a particular location 
that should hove been previously removed. 

Routine inventories will limit the time frame for investigating missing items. Without a timely 
inventory the time frame of on investigation and the total number of persons involved will 
expand significantly. Additionally, it is unfair to burden a new employee. supervisors, or 
managers with responsibility for items that may hove been misplaced, lost. or stolen prior to 
his/her assignment. 

Agencies that conduct regular inventories ore for less likely to experience on internal loss of 
property or evidence. 

In agencies where the size of the property unit inventory is so large as to prohibit the 
complete inventory of the facility at one time, a pion should be developed which requires 
on inventory of specific locations on scheduled basis. For example. if 10% of the locations 
were inventoried each month, a complete inventory could be accomplished annually. 
Additionally, the inventory of guns, money and drugs should be done more often. It is 
suggested that these three high-risk categories of property or evidence be accounted for 
several times within a calendar year. 

Methodology: When conducting on inventory, the persons accounting for individual pieces 
may encounter sealed packages that ore labeled to contain multiple items. It is not 
necessary for each package to be opened, but only to compare the package label with 
the associated paperwork or computer record. If the package appears to hove been 
opened or tampered with. further examination is in order. 

Computerized systems with barcodes and scanners: 
The most efficient method of conducting on inventory is with the use of borcodes. a borcode 
scanner, and appropriate inventory software. In order to conduct a thorough and accurate 
inventory. the borcode must represent only one specific item. and not the contents of a 
package containing multiple items. If there ore multiple items within a package and each 
item hos its own borcode. it is recommended that a duplicate borcode for each item be 
placed on the exterior of the package. 
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This method enables the inventory of all items within the package as well as facilitating the 
release or transfer of just one of the items within the package. 

Once all the items in a location have been scanned, the software should compare what is 
physically present with the computer record. Properly designed software should provide an 
exception report that lists items that are missing and items that are present that don't belong 
in that location. An archived list of the items on the shelf during the inventory should be 
retained for future reference. 

Computerized systems, without barcodes or scanners: 
In those agencies that have an automated tracking system but no ability to use barcode 
scanners, the property officer can print a list of all items in a specific location. A comparison 
of the printout against what is actually in each designated location should be conducted 
and the outcome as well as the list should be retained for future reference, i.e. if property or 
evidence is found missing in the future. 

Manual. paper-based system. with separate active and inactive records: 
Active records represent items that should be in the current inventory, while inactive records 
represent items that should have previously been removed. 

In order to conduct an inventory in a manual system where all the active items are filed 
separately, the preferred method is to list all of the items located in a particular location. This 
list of items is then reconciled with the property records in the active files. 

In the event that a sealed package contains numerous items under one case number. 
compare the tracking number (case or control number) with the property record in the file. 
It may not be possible to reconcile each item without opening the package for inspection. 
The decision to open sealed packages should be determined by management. If it is 
determined that a package must be opened for inventory purposes. it is recommended 
that the agency have a written procedure which provides step-by-step guidance to be 
followed as well as the documentation of the actions. This is important in the event of a 
challenge regarding the chain-of-custody during a trial or hearing 

Manual paper-based system, with commingled active and inactive records: 
In the event that active and inactive records are commingled in one file or file drawer, the 
inventory process becomes arduous and labor intensive due to the need to search through 
all records for one specific record to be reconciled. Therefore. it is recommended that 
active and inactive records should be filed separately. 

Any items identified as missing should be brought to the attention of a supervisor/manager 
in writing as soon as practical. Depending on the value (both evidentiary and monetary) 
and circumstances of the missing item. a determination by the supervisor/manager should 
be made whether or not to initiate an internal investigation. When the item has no significant 
monetary value and no evidentiary value. management should consider closing the record 
administratively to prevent the recurrence of the same item being identified as missing in a 
future inventory. 

When an item is located on the shelf and cannot be linked to a particular case, the item 
should be photographed and listed on a "found property" report, held for the statutory 
period, and then disposed of according to existing laws. (IAPE Standard 15. I : Inventories -
January 2019 
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2.3.1 Internal Controls - Inventory - Polley Review and Schedule 

Finding: Wichita Police Department has no requirement / policy to conduct inventories on 
a scheduled basis, or with personnel changes, and/or if evidence is missing. 

Does Not Meet Recognized Professional Standards I Practices ........ Modification Necessary 

Recommendations/Options: 
Policy needs to be developed that insures a full inventory is conducted annually. 
Nothing says on inventory hos to be conducted all at one time. 

An option to always consider in a larger deportment is doing inventories throughout 
the year and breaking the property room up into segments and doing a portion 
every month as illustrated below: 
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June Homicide Money 

Drugs Bio Hazards & Haz Mat 

October 
November 
December 

Money 

Drugs 

The following topics ore generally a port of the Evidence Control Systems, Inc. 
report and evaluate each component. Since none of the inventory components 
ore in policy, Evidence Control Systems, Inc. hos provided (on the following pages) 
a step by step outline of what topics should to be addressed in the policy. 

1. Responsibility for Inventories of The Property and Evidence Unit 
I. I. Property Procedures Manual needs to provide guidance in how to 

conduct inventories 
I .2. The following information is provided as on outline for topics that should 

always be discussed for conducting inventories 
I .3. Inventory - Personnel Responsible For 
I .4. Frequency for Conducting Inventory (Phasing as illustrated above) 

2. Identity Schedule for Inventory 
2. I. Identify requirement for inventory with staffing changes 
2.2. Identify requirement for inventory in the event something is missing 
2.3. Identify requirement for inventory with CEO (Chief Executive Officer -

Chief or Sheriff) changes 
2.4. Identify items to be inventoried 
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3. Inventory - Methodology for Conducting 
3. I. Provide step by step directions on how to conduct the inventory 

4. Inventory - Missing Items 
4. 1. Provide necessary actions to be token if property or evidence is found to 

be missing 
4.2. Necessity of any employee identifying property or evidence to be missing 

to immediately report to o supervisor in writing 
4.3. Provide guidance to supervisor on how to handle missing property I 

evidence (anytime) 
4.4. Provide guidance to manager on how to handle missing property I 

evidence during on inventory 
4.5. Provide guidance in the usage of o UTL File {Unable to Locate) 

5. Inventory - Missing Items - With Monetary or Evldentlary Value 
5. I. Protocols need to be established any time property or evidence that hos 

monetary value or evidentiory value is determined to be missing 
5.2. Protocols need to determine whether or not on in ternal investigation or 

criminal investigation needs to be conducted 
5.3. Protocols need to define who is responsible for conducting the inquiry 

6. Inventory - Missing Items - With No Monetary or Evidentlary Value 
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6. I. Provide guidance to supervisors/managers on how to handle missing 
property that hos no evidentiory or monetary value 

6.2. Provide protocols that allow management to write the missing items out 
of the inventory 

6.3. Document property record as "Closed Administratively" 
6.4. Provide guidance on how to use on Unable to Locate (UTL) File 
6.5. Provide guidance to the Property Officer/Evidence Custodian on how to 

document items that ore unable to be located in the Property and 
Evidence Unit 

7. Inventory - Missing Records 
7.1. Handle / document property or evidence that is located in the Property 

and Evidence Unit without any type of documentation tha t identifies it 
7.2. Provide information on how and where to search for the documentation 

for the identified item 

8. Unidentified Items Located During Inventory 
8.1. Develop protocols that allow the Property Officer/Evidence Custodian to 

rebook the item into the Property and Evidence Unit as o Found Property 
item and document accordingly 

9. Submission of Inventory Report 
9.1. Define components of the Inventory Report 
9.2. Define who the inventory report is given to 
9.3. Requirement to submit report within specified time of completion of 

inventory 
9.4. Retention of Inventory Report 
9.5. Outline timefromes that the inventories should be maintained for historical 

reference 
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2.3.2 Internal Controls - Missing Evidence - Polley 

Any items identified as missing should be brought to the attention of a supervisor/manager 
in writing as soon as practical. Depending on the value (both evidentiary and monetary) 
and circumstances of the missing item, a determination by the supervisor/manager should 
be made whether or not to initiate an internal investigation. When the item has no significant 
monetary value and no evidentiary value. management should consider closing the record 
administratively to prevent the recurrence of the same item being identified as missing in a 
future inventory. (tAPE Standard 15. 1: Inventories - January 2019) 

Finding: Policy provides no written protocols on how lost, missing, or stolen property / 
evidence is to be handled. 

Does Not Meet Recognized Professional Standards I Practices ........ Modification Necessary 

Recommendations/Options: 
It is imperative that department policy provide guidance to all employees on how to 
handle and document any unaccounted-for property and evidence. Within the 
policy the following should be req uired: 

• Supervisor be notified in writing 
• Supervisor investigates 
• Supervisor notifies Ueutenant of findings and recommendations 
• Ueutenant or manager determines what type of inquiry is best fit for the issue 

o Informal inquiry 

o Internal Investigation 

o Criminal Investigation 

Any time any property or evidence is determined to be missing. not iust when guns, 
money or drugs are lost, it is imperative that this be reported to the first-line supervisor 
in writing as quickly as possible. The way it is currently worded. if a small baggie of 
marijuana is missing it must be reported. While a note in a suicide incident may not 
have to be reported. 

When property or evidence is determined to be missing and it has no monetary value 
or evidentiary value consider closing the case Administratively. (see next section) 

Missing property or evidence can generally be c ategorized as having: 

• Evidentiary value 

• Monetary value 

• No Probative or monetary value 

Any property I evidence that has probative and/or q monetary value should be 
evaluated by management to determine whether or not an internal investigation or 
criminal investigation needs to occ ur and be documented. 
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Any property that hos neither probative nor monetary value may be eligible to be 
written out of the inventory by policy. For example, o bicycle frame cannot be 
located at which time the manager of the unit hos the written authority to 
Administratively Close the record. By doing this, any future inventory will not pick up 
this missing bike frame. 

Evidence Control Systems, Inc. strongly recommends that the Property Room include 
in the rec ommend Property Procedural Manual o section to include pro tocols for 
documenting lost or missing property or evidence. Additionally, c onsider the 
development of o procedure for handling items that hove no evidentiory or 
monetary value to be Administratively Closed. which is o new location! 

Evidence Control Systems, Inc. recommends tha t the UTL location in the computer 
be changed to Admin Closed to reduc e the UTL file. 

2.3.3 Internal Controls - Evidence Located with No Record, Label 
or Evidence Tag 

When on item is located on the shelf and cannot be linked to a particular case. the item 
should be photographed and listed on a "found property" report. held for the statutory 
period, and then disposed of according to existing lows. (IAPE Standard 15.1: Inventories -
January 2019) 

Finding: Policy provides no written protocols on how to document items found in the 
inventory locking any identifying labels or markings. 

Does Not Meet Recognized Professional Standards I Practices ........ Modification Necessary 

Recommendations/Options: 
Evidence Control Systems, Inc . further recommends any undocumented item(s) that 
can 't be identified be moved to the Found Property storage shelf and documented 
as Found Property. 

The Found Property Report should contain basic information, e.g. "On _ {dote) at 
__ (time), while conduc ting on Inventory of the Property and Evidenc e Room o 
____ (item description) was found of ___ (location). There was no 
associated paperwork located for this item." The item should then be held for the 
required statutory period of time for Found Property and then disposed o f per that 
statute. It is further recommended that the supervisor of the Property Room provide 
written approval for the disposition of these items. 
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2.4.0 Internal Controls - Audits 

Standard: Comprehensive audits of the Property and Evidence function of an agency ore a 
very important internal control that should be conducted at least annually by the Chief 
Executive Officer or designee. Additionally, there should be inspections of the property room 
conducted by the supervisor, or the unit commander. who ore responsible for that 
component of the agency. 

Definition: An audit is a review of the policies. procedures, and processes of the property 
and evidence functions of the agency to determine whether or not they meet the 
recognized standards, best practices, and ore in compliance with applicable statutes and 
codes. 

An inspection is a periodic review of designated aspects of the Property and Evidence Room 
function by its unit commander and/or supervisor(s). In addition to audits, agencies should 
conduct inspections. These inspections should be both formal, i.e. scheduled inspections as 
well as informal random inspections. 

Inspections should cover such areas as: security, access control, tickler files, m1ss1ng 
evidence, partial examination of records; general cleanliness and housekeeping of the 
area; inventory levels within the Property Room; safety practices; training of Property Officers; 
etc. In both coses any findings of the inspections should be documented in writing. 

Reasoning: The audit is on important internal control that provides for early identification of 
problems or deficiencies in the system as well as confirming that the property and evidence 
functions within the agency ore free from significant errors or problems. 

Policy should define when audits ore to be conducted, by whom, and the scope of the 
audit. 

The entire property and evidence function within the agency should be periodically audited 
to ensure: 

• The integrity of the system and the individuals working in it, 

• That departmental policies, directives, and procedural manuals ore in 
compliance with the legal requirements and, 

• That departmental personnel ore complying with the agency's written policies 
and procedures. (/APE Standard 15.2: Audits - January 2019) 

Audit Components 

Components of A Comprehensive System Audit: 

A) Policies and Procedures as they pertain to: . 
( 1) Staffing 
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(2) Training 
(3) Purging- Disposition 
(4) Security 
(5) Compliance with statutory mandates, including OSHA 
(6) Special Handling - high profile items such as: 
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(a) Firearms 
(b) Money 
(c) Narcotics 

(7) Found Property 
(8) Property for Safekeeping 
(9) Inventories 
(10) Audits 

B) Packaging 
( l) Compliance with packaging manual/policy (if any) 
(2) Uniform size containers 
(3) Labeling 
(4) Protection of evidence. trace, bio, tool marks, etc. 
(5) Right of refusal for improperly packaged items. 

C) Facilities 
( 1) Construction 
(2) Layout 
(3) Storage Schemes 
(4) Temporary storage 
(5) Long-Term Storage 
(6) High Profile Storage 

(a) Firearms 
(b) Money 
(c) Narcotics 

D) Documentation - (aka: "Paper Chase"), the methodology used for a complete 
inspection of selected property and evidence records in the following categories: 

( l) Open-Active Property Reports 
(2) Closed-Inactive Property Reports 

(a) Pending destruction 
(b) Disposed of 

(3) Chain of Custody- Movement 
(a) Out to crime lab 
(b) Out to case investigator 
(c) Out to court 
(d) Out to other agency 

(4) Computerized property records 
(a) Narcotics 

(5) Safety - Environmental 

Conducting routine audits sends a message to everyone in the organization that property 
and evidence is important. An audit of a particular piece of property, or the documentation 
remaining after the property is disposed of, should be able to tell the entire story of the 
property's contact with the agency. 

The auditor should be able to answer the following questions: (Note: These questions may 
also be asked by a defense attorney.) 

• Who seized the property? 

• Where, and at what date and time was it seized? 
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• Who documented it? 

• Who packaged it? 

• Who placed it in the temporary storage locker? 

• Who retrieved it from the locker and processed it into the property system? 

• Who put it away and at what time and dote? 

• Who signed the property out for court use, when, and what was the disposition? 

• Who signed it out for analysis, transported it, analyzed it and when and with what 
results and who transported it bock to the Property Room? 

• Who notified the owner to retrieve the property? 

• Who released it, and when? 

• What identification was obtained from the owner prior to release? 

• If the item was destroyed, when and where did it happen, and who witnessed it? 

• If the item was diverted to official use, who requested it, who authorized the 
transfer, and to whom was it delivered and when? 

• Did the recipient of the diverted item sign for it? 

• If the item was auctioned, is there a paper trail of when. where. and to whom it 
was sold? 

• The integrity of the property system is largely based on the paper trail and how 
well the movement of property through the system is documented. 

2.4.1 Internal Controls - Audits - Policy Review 

Finding: A review of provided documents finds no requirement to conduct any type of 
audits in the Wichita Police Deportment's Property and Evidence Unit. There is mention of 
auditing money. however this is not being done. 

Does Not Meet Recognized Professional Standards I Practices ........ Modification Necessary 

Recommendation/Options: 
Evidence Control Systems. Inc. recommends that the Wichita Police Deportment 
require that routine internal annual audits be conducted. External audits should be 
considered every 5 years. 

Evidence Control Systems. Inc. suggests that when audits ore conducted that they 
consider the listed topics. 
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Procedures 
Packllalna 
Protocols 

Paper 
Chase 

2.4.2 Internal Controls - Audit Methodology / Format 

Finding: Since there is no requirement for conducting either audits or inspections, Evidence 
Control Systems. Inc. is providing an outline of topics to be considered in the 
recommendations of this section. 

Recommendation$/Options: 
The following information is provided as information for any future audits. 

SECTION 1 AUDITS AND INSPECTIONS 

1. Responsibility for Audits of The Property and Evidence Unit 
I. I. Department General Orders need to place responsibility to request audits 

on the Evidence Unit Supervisor 
I .2. Property Procedures Manual needs to provide guidance in how to conduct 

audits 

2. Requirement for An Annual Audit & Periodic Supervisory Inspections 
2. I. Define when audits are to be conducted 
2.2. Define when supervisory inspections are to be conducted 

3. Methodology for Conducting on Audit and Submission of Audit Report 
3.1. Guidance must be provided as to what specific areas/functions are to be 

audited (see list in the "Sample Wording" section below) 
3.2. Direction needs to be provided that defines how many items I cases are to 

be examined during the audit 

4. Guidance must be provided as to when the audit report Is due from the auditor 
and to whom in the department It is to be distributed 
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4. I . Direction needs to be provided on what is expected in the final report, 
e.g. the format of the report, findings and recommendations, statistical 
data, etc. 

Wichita Police Deportment Audit Report 
Evidence Control Systems. Inc. c 2021 

Page 29 of 48 



5. Previous Audit Review 
5. I . Direction must be given to examine previous Audits to ensure corrections 

were made 
5.2. Policy needs to define who is responsible for correcting deficiencies in 

previous audit 

6. Frequency of Audits 
6.1 . Policy needs to mandate when an audit should be done, but must be 

done at least annually 

7. Doto Collection 
7.1. Policy needs to mandate that data be collected on intake and purging 

numbers for at least the last 5 years. 

8. Property and Evidence Tracking Procedures/Systems 
8. 1. Evaluate existing property and evidence tracking systems to ensure that 

the evidence is being adequately tracked with either a manual/paper
based tracking system or a computerized/automated tracking and 
management system 

8.2. Determine if the Evidence Tracking and Management computerized 
system provides the necessary data/statistics that will enable a proper 
evaluation of the efficiency of the unit 

8.3. Inventory, items in/out, etc. for the Property and Evidence Unit 
8.4. Ensure that the Evidence Tracking and Management System provides the 

tools/reports that are necessary to control the inventory 

9. Evidence Tracking and Management System Updates/Maintenance 
9. I . Ensure that all necessary software maintenance agreements are continued 

and that the updates to the system are being fulfilled 
9.2. Ensure that Property and Evidence Unit employees are aware that 

support is available and how they can access the support I training 

10. Scanners Operability 
I 0. I. Ensure all employees hove been properly trained on the use of scanners 
I 0.2. Inspect bar code scanner(s) to ensure that they are properly working 
I 0.3. Ensure that employees ore using the provided scanners for storing 

evidence on the shelf 
I 0.4. Determine if the scanners ore actually being utilized to conduct 

inventories and move evidence 

11. Bar Code Lobel Printers 
11.1. Ensure that bar code label printers are working properly 
11.2. Ensure that bar code labels ore being placed on each item/package in 

the correct location 
11 .3. Evaluate data on labels to ensure that the necessary information is being 

printed, i.e. the labels provide the information that is necessary to enable 
the Property Officers I Evidence Custodians to perform their duties 

12. Security Review 
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12. I . Confirm that all locks are in working order 
12.2. Ensure that all keys are accounted for 
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12.3. Require that locks and keys ore being changed with personnel changes 
12.4. Require that combination numbers ore being changed with personnel 

changes 
12.5. Examine facility for security deficiencies 
12.6. Evaluate any alarm systems and test 
12.7. Check operability of o video system 
12.8. Confirm that data is being retained in o safe environment 
12. 9. Examine security I video equipment and ensure equipment is safe from 

tampering 

13. Audit Report 
13. 1. Items in the report - Utilizing the list of areas/functions to be examined by 

the auditor. The auditor will provide o written report as to his/her findings 
for each of the areas/functions on the list 

13.2. The auditor will use the deportment's Property and Evidence Unit 
Procedures Manual for guidance as to how the audit is to be conducted 

14. Audit Findings 
14.1. The auditor will provide o written report in which all of the areas/functions 

that hove been examined will be identified 
14.2. Any area/function that is found not to meet recognized standards/best 

business practices will be identified as o "Finding" 

15. Recipients of the Audit Report 
15.1. Identification of who in the deportment is to receive the audit report and 

the subsequent, corrections report 

16. Periodic External Audit (Cffy/ County /Auditor, State Auditors, Audit Company) 
16.1. Define time intervals when on outside audit is required 

Audit Methodology for Examining Items in The Inventory 
Policy may need to be expanded to give any new auditor that is tasked with 
conducting the audit (Ueutenont/Coptain) guidance. In many coses, the Sergeant 
of Inspections, or the Captain in Professional Standards may not have any 
experience in property and evidence to conduct the audit. 

The policies must be descriptive and specific so that a new supervisor, manager, 
administrator or auditor clearly understands the Wichita Police Department's goals 
and objectives in conducting the audit. 

By having detailed and specific written guidelines, it ensures that supervisors, 
managers and auditors are all using the some measurement and/or metric in their 
assessment of the Property Room operations. 
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The following provides topics that may be looked at while conducting an audit I 
inspection: 

□ Pull "X" random active Property Reports and reconcile with evidence. 
(special emphasis on guns, drugs and money} 

D Pu// "X" random closed Property Reports and reconcile with evidence. 
(special emphasis on guns, drugs and money} 

o Pu// "X" random pieces of evidence and reconcile with Property Reports. 

□ Check trouble lockers and UTL (Unable to Locate} file. 

□ Check "notice sent" file. 

□ Check "out to court" file. 

□ Check "out for investigations" file". 

□ Check "out to crime lab" file". 

□ Check the total Inventory quantity and compare with prior years (minimum 
five years} - have the total numbers grown? 

□ Check the total number of items taken in and compare with prior years -
have the numbers of items taken in increased? 

□ Check Rope Kit Inventory- hove all kits been tested? 

□ Check the total items disposed of and compare with prior years - hove the 
number of items disposed of diminished? 

□ Are firearm disposals current? 

□ Are narcotics disposals current? 

□ Are money transfers current? 

□ Are policies up to dote? 

□ Were locks and keys changed with the rotation of personnel? 

□ Are all alarms properly working? 

□ Are employees working in a safe environment? 

□ Is there adequate storage capacity within the Property Room to handle the 
volume of property/evidence? 

□ Is the staffing level of the Property Room adequate to handle the workload? 

The Department's audit policy needs to provide guidance to the auditor as to what 
areas ore to be reviewed, the number of items to be reviewed, the format of the 
Audit Report, audit recommendations and what follow-up action should be taken. 
This is especially important when the assignment is given to an employee with no 
previous experience. 

Note: More often than not an instruction is given to the person doing the audit to 
randomly select a specific number of items from the computer and locate on shelf. 
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The auditor hos the list, finds all I 00 items ond reports bock to the administration their 
findings. Generally speaking everyone is very happy that 100% of the items were 
located. The problem with this is 75% of the items that were located should've been 
purged years ogo! The Jock of purging moy be o more significant issue then the fact 
of the hundred percent being accounted for. 

The second issue is if we ore only looking for items on the shelf ( Active coses}, we may 
not find any abnormal practices. It is a fact that more often than not items that have 
been pilfered from a property room are generally items that have been approved for 
destruction (awaiting destruction), or previously documented as destroyed. Auditing 
of items that have been closed should also be a port of the audit equation. 

2.4.3 Internal Controls - Inspections - Supervisory Responslbllltles 

An Inspection is a periodic review of designated aspects of the Property and Evidence Room 
function by its unit commander and/or supervisor(s) . In addition to audits, agencies should 
conduct inspections. These inspections should be both formal, i.e. scheduled inspections as 
well as informal random inspections. (IAPE Definition - January 2019) 

Additionally. there should be inspections of the property room conducted by the supervisor, 
or the unit commander, who are responsible for that component of the agency. 

Inspections should cover such areas as: security, access control, tickler files, m1ss1ng 
evidence, partial examination of records; general cleanliness and housekeeping of the 
area; inventory levels within the Properly Room; safely practices; training of Property Officers; 
etc. In both cases any findings of the inspections should be documented in writing. 

Supervisory Audit • (Aka: Supervisory Inspection) 
In addition to comprehensive system audits, first line supervisors and/or managers should 
conduct periodic inspections of the property room. These inspections should include the 
following items, which con be added based upon the particular needs of the individual 
agency: 

1. Work Schedules - Work schedules should be adequate for the needs of the agency 
and public. 

2. Public Hours for the Property Room - This refers to the days of the week and hours that 
the public has access to retrieve property. 

3. Security of Property Room - This includes alarms, access control, testing of alarms, etc. 

4. Disposal Procedures - This area of inspection should include, al a minimum, the 
procedures for the disposal of firearms, drugs, and bio hazardous materials. 

5. Tickler Files - All tickler files should be reviewed to determine if required actions hove 
been completed within the agency's lime frames (as specified in department 
directives), e .g . evidence out to court, evidence out to the lab, release notice sent to 
legal owner. etc. (/APE Standard 15.2: Audits• January 2019) 
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Finding: A review of provided documents finds no requirement to conduct any type of 
regular inspections by the Supervisor or Manager. 

Does Not Meet Recognized Professional Standards I Practices ........ Modification Necessary 

Recommendqtlon!Options: 
Evidence Control Systems, Inc. recommends that the Wichita Police Department 
Policy (Part of Technical Service SOP) should include a requirement that the Evidence 
Supervisor and/or Manager conduct or participate in some type of structured 
inspection on a scheduled basis. 

An inspection topic list should be provided to the supervisor/manager or anyone else 
who will conduct an inspection of the Property Room. Those who conduct 
inspections should be given guidance as to how their written report of the results of 
the inspection is to be prepared, when it is due, and to whom it is to be submitted. 
The Evidence Facility should develop a plan for the correction of items found 
deficient: establish responsibilities for the corrections, and target dates for the 
completion of the corrections. Subsequent inspections should begin with a review 
of the items found deficient on the previous inspection and determine if the noted 
deficiencies have in fact been reconciled. 

1. Supervisory Inspections of the Property and Evidence Unit 
1. 1. Outline the necessity for first line supervisors to periodically inspect the 

Property and Evidence Unit 
1.2. Outline the type of issues to be looked at (Tickler files, approvals, release 

documentation, labels on packages) 
1.3. Outline facility issues to be checked such as security, housekeeping, 

cleanliness, safety and temperature 

2. Scheduled and Unscheduled Inspections 
2.1. Define "scheduled inspection" 
2.2. Define "unscheduled inspection" 

3. Submission of Inspection Reports 
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3. 1. Define elements of the Final Inspection Report 
3.2. Define who the report is submitted to and any time requirements for 

completion 
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Topic 

..._ 

Topic 

Training 

Training 

Training 

Training 

Training 

Training 
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EXHIBIT 2-A 
PROPERTY AND EVIDENCE REVIEW MATRIX 

Staffing - Duties 

I Training Policies 

I Policy that requires specific 
property and evidence training for I 
the Pro~rty Officer 

, .._ I Policy that requires specific 
property and evidence training for I 

,.. 
"' 

the eroperty room Su~rvisor 
I Policy that requires specific 

property and evidence training for I · 
the eroperty room Manager 

;ll I Policy that requires specific 
I training in firearms handling and 

safe~ 
I Policy that requires property 

officer be trained in the safe 1-
handling ofbiohazards 

I Policy that requires property I 
officer be trained in Property 

; "-I" 
Room comQuter software 

~{} - ~ , 

Policy Number 

Policy Number 

S.O.P., pg. 29 I 

Past 
Practice 

Past 
Practice 

,~_ "L.'I ;j,J CJI I 

No Written 
Polic 

No Written 
Policy I 

I 

S.O.P., pg. 29 I-- ~m, I .:i ~" I 

r; ~ lf:i I I X I 

:r· I I I i,J, ell □u X - ~ 

u c::::J u I ~~ I X I 

I I I 

I I I 

X 
r,: :;:, 

Cl 

Wichita Police Deportment Audit Report 
Evid ence Control Systems. Inc. ~021 

General 
Order 

General 
Order I 

I 

I 

I 

I 

I 

I 

I 

Property 
Manual 

✓ 

✓ 

✓ 

Property 
Manual 

✓ 

✓ 

✓ 

✓ 

✓ 

✓ 

Packaging 
Manual 

I Packaging 
Manual 

I 
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Training 

Topic 

Documentation 

Documentation 

Documentation 

Documentation 

Documentation 

Documentation 

Documentation 

Topic 

Packaging/ 
Documadalioa 

Chapter 2 

Policy that requires property 
officer be trained in workplace 
., ...... ty p, ............. ., (lifting, 

:rations. etc. 

Documentation 

Direction with specific guidelines 
on how evidence is to be itemized 
and documented 
Direction with specific guidelines 
not allowing jewelry to be 
described as .. miscellaneous 
iewelrv". 
Policy requiring that all property / 
evidence coming into the custody 
of the department shall be 
documented on a property report, 
form. etc. 
Policy to verify the contents of the 
package with the Property Report 
unon receiot in .,,~~••Y· 
Policy that defines how to seal and 
initial evidence. 
Policy that defines how to 
document Found Prooertv 
Policy that defines how to docu-
ment Prooertv for Safekeenin2 

Packaging/ Documentation 

Direction on bow to padatae and 
document . . . 

Policy Number Past No Written 
Practice Policy 

X 

X 

802 

X 

802 

802 

802 

Policy Number Past No Written 
Practice Policv 

'111N.,P1-9 

Wichita Police Deportment Audit Report 
Evidence Control Systems. Inc . t!:)2021 

✓ 

General Property Packaging 
Order Manual Manual 

✓ 

✓ ✓ 

✓ 

✓ 

✓ 

✓ ✓ 

✓ ✓ ✓ 

General Property Packaging 
Order Manual Manual 

✓ 
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Jtacbainll 
Doc.umell&llion 
PwJrar'II 
1>uiwn.e1•rioa 
Jtacbainll 
Doun--si411ioa 
Jtacbainll 
~t«tion 
Packaaina/ 
Documentation 

Park-cm,/ 
~toll 
Padc"lffll/ 
Down.eubllion 

Priaainal 
Duaw-w■llliou 

Parhging/ 
Documeldation 
Pac:bainl/ 
Documentation 

Parlca&inl / 
IM:w•ICl■Mion 

Jtacbainll 
Duwnw::,■bdion 

Chapter2 

Direction on bow to pecbp and 
doc:ulllllll 
Dindioa - bow to ta& and 
cluwiLCIII bibl 
Dinlction on bow to 119Chp 1Dd 
cloc:umllll cogwfeit nae. 
Dindioa cm bowto.,.... and 
document clodmur tWfll/Biabu.l 
DinctioD Oil bow to pacbae and 
document cqgppts bgware 
CCPU'L gjpJIII, bani drim-
111:.l 
Dindioa OD bow to packap and 
docummt 
Dindion on how to~pacbae and 
cloc:ummt coin. stamp. and 
lradiq Cini collectiom. or Giber 

.-.!LI 

• OD bow to pedraae and 
itppjp doPmwb 

Dncdon document~ bow to priap and 

Direction Oil bow tD pecbp and 
dommmt fJmnna 

• OD bow to pedraae and 
~ iewell: V 

Policy tbll plObi1,itl. jewulay 
from beiaa dmcribed • 
"'milcel1aaeoul jnelry"(allo in 
Doc:mwli411iun} 

• OD bow to pllCDle and 
duwnlCilf aim/ llllla 

7'1Z.(e),(B) 

7'1Q.,a.6-ll 

711 T., ,a.12 

,.,.,,.., 
7'1W.,,a.13 

7'10.,,a.t 

7'1T.,,a.12 

7'1J.,,a.5 

7'1Z.,,a.17 

X 

Wichita Police Department Audit Report 
Evidence Control Systems. Inc. @)2021 

✓ 

✓ 

✓ 

✓ 

✓ 

✓ 

X ✓ 

✓ 

✓ 

✓ 

X ✓ 

X ✓ 

✓ 
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Packaainl / Direction on bow to pacbae and X ✓ 
Documenlalion document IMWIU! nlata 
Padcasing / Direction OIi bow to pacbae wl 
l>owme,ptMlll cloc41LC111 millllll (bm. llicb. X ✓ 

c:llm,caaaelc.) 

Pacbsina / DiNdion OIi bow to padatae wl ✓ 
Documentation dowment Jm1Jr P!tW!M1 X 

Pack1p11 / DiNdion ,on bow W pechp wl 711 M., ,S. 7 ✓ 
Docia;c-◄aln dl>AiiWIIIDllla 

Pw:bainl I _ DiNdion an bow to~ wl 7II M (It),._ 7 ✓ 
DoaaelllallCIII clocumelll ....,_ 
Pacbsina' DiNdion OIi bow to .... wl 
Documentation document eJecqpqic llllldil, IUCb X ✓ 

a: video/ audio 1llpel, CDs, 
DVDs wl flash ... devicel 

Pw:bsin& I Dindion OD bow It' PK"F wl 
Doc:umcmlioa clocumenl MilnliA X ✓ 

(televiaioal, llereol, etc.) 
Packaging/ Direction on bow to .,.:bae and 
Documentation document homicide CYR1¥iC X ✓ 

witbmecial" . •. 

Topic Documentation / Movement 

Documentation Policy that defines who can sign 
Movement evidence out of the Property 

Room? 

Out to Court 

Documentation Policy that requires officer to 
Movement show a subpoena to have 

supervisor approval when taking 
evidence to court. 

Chapter2 

Policy Number Past No Written 
Practice Policv 

708 DD, pg. 21 

X 

Wichita Police Deportment Audit Report 
Evidence Control Systems, Inc. ~021 

General Property Packaging 
Order Manual Manual 

✓ ✓ 

✓ ✓ 
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Documentation Policy that requires officer obtain 
Movement a signature from court personnel 

when court received as a court 
exhibit. 

Documentation Policy that requires evidence not 
Movement received by the court to be 

returned by a specified time (end 
of day) 

Documentation Policy that requires the Property 
Movement Officer to routinely monitor 

evidence that has left the Property 
Room and is not accounted for 
(Tickler Files) 

Documentation Directive that outlines what the 
Movement Property Officer is required to do 

when evidence is not returned by 
an established time frame. 

Out to Crime Lab 

Documentation Policy that requires an approval 
Movement by the Case Officer to send 

evidence to the Crime Lab. 
Documentation Policy to have a Chain of 
Movement Custody be si1med by the Lab. 
Documentation Policy that requires the Property 
Movement Officer to routinely monitor 

evidence being transferred to the 
Crime Lab (Tickler Files) 

Documentation Directive that outlines what the 
Movement Property Officer is required to do 

when evidence is not returned by 
an established time frame. 

Chapter2 Wichita Police Deportment Audit Report 
Evidence Control Systems, Inc. <m021 

X 

X 

X 

X 

X 

X 

X 

X 

✓ ✓ 

✓ ✓ 

✓ 

✓ 

✓ ✓ 

✓ 

✓ 

✓ 
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Out For Investigations 

Documentation Policy that defines who can sign 
Movement evidence out for investigative 

oumoses. 
Documentation Policy that defines any time 
Movement limi!S, officer can retain evidence 

out of the Property Room. 

Topic Destruction / Removal 
Prooertv and Evidence 

Destruction Process (Fircanns) 

Dellnlclion / Policy tba, •• tbe need fbr 
llanowl- evidence to be approved by tbe 

Property and Clle Officer in order to be 
Evidence . . 

Dellluction / Policy that ............ 
Removal - that haw ........ med fbr 

Property and deltalldion be IICind in. 
Evidence ·- ... 

Dellluclion / Policy llllt reqail• llwww- fbr 
llanowl- deltauctian lie doc.ml .... 

Property and (lilled) OD a Oun Deillllldion 
Evidence Lilt. 

Dellluction / Policytblt .... .. _ ... 
llanowl - deltaldiou be wlilllt~d by 

Property and someoae lam oallide 'Oftbe 
Evidence - Room. -

Dellluction/ Policy that Nquile ....... for 
Removal - destruction be witnmed by 

Property and someone &om ollllide the 
Evidence - Room. . 

Chapter2 

X 

X 

Policy Number Past No Written 
Practice Policy 

711D, ,s.22 

X 

71111(■).,s. 2' 

X 

7ll ll(d) 
atyONle X 

5.11.111(5) 

Wichita Police Deportment Audit Report 
Evidence Control Systems, Inc . ~021 

✓ ✓ 

✓ ✓ 

General Property Paclcaging 
Order Manual Manual 

✓ ✓ 

✓ 

✓ 

✓ 

✓ 
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Topic Temporary Storage 

Temporary Policy that requires that property/ 
Storage evidence be submitted to Property 

Room bv end of shift 
Temporary Policy that forbids property/ 
Storage evidence from being stored in 

lockers, desks, file cabinets, etc. 

Temporary Policy that requires the Property 
Storage Officer to remove evidence by a 

required time frame (end of day). 

Temporary Policy that mandates that 
Storage submitting officers are not to 

commingle evidence from cases 
in the same locker. 

Temporary Policy that defines where large 
Storage items of evidence are to be stored 

if the regular lockers won't 
accommodate. 

Topic Long Tenn Storage 

Long Term Direction OIi bow and where to 
StorHe store . . . 

Long Tam Direction OIi bow and where to 
Stone store 

.. 
LoqTam Dilection on bow and where to 
Storue store - .. 
LCJaaTcrm Direction OIi bow and wbere to 
Stonae storemba 
Long Term Direction OIi bow and where to 
Storue store 

Chopter2 

Policy Nwnber Past No Written 
Practice Policy 

708 E. (6), pe. 2 

X 

X 

X 

708 S., pg. 11 

Policy Nwnber Past No Written 
Practice Policv 

X 

X 

781 S. (3), Pio 11 

711Q.,n,tl 

1110.,,.., 

W1ehilo Police Deportment Aud it Report 
Evidence Control Systems. Inc. C>2021 

General Property Packaging 

Order Manual Manual 

✓ 

✓ 

✓ 

✓ 

✓ ✓ 

General Property Packaging 
Order Manual Manual 

✓ 

✓ 

✓ 

✓ 

✓ 
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LoqTerm Direction on bow and where to 
StcJr"ue store • • • 
Long Term Direction OD bow and where to 
Stonae store comvnla 111111nm 1CPU'a. 

lf'ho_\ 

Long Term Direclion Oil bow and where to 
Stonae store COIIIDlds conmonmta tbard 

"""-
. . 

.\ -
Long Term Direction OD bow and where to 
Storatre store~ -· 
LongTerm Direction Oil bow and where to - store • 

~Term Direction OD bow and where to 
store -

Long Term Direction Oil bow and where to 
Storue store. . -
Long Term Direction OD bow and where to 
Storue store lrniv- / MtN!Jd 

LongTerm Direction Oil bow and wbere to 
Stonae store CuliDli■iMh'd items such -

mm'l'lll/ . . 

Long Term Direction OIi bow and where to 
StorHe store •. "'--
Long Term Direction OD bow and wbere to 
Storqe store 1on1 i!mJ• lbats, sticks, 

cluh&..cans.etc.) 

~Term Direction Oil bow and where to 
store 

.. 
Long Term Direction Oil bow and wbere to - storellmn 
Long Term Direction on bow and wbere to 
Storue store 

. .. 

Chopter2 

-

X 

X 

X 

Wichita Police Deportment Audit Report 
Evidence Control Systems, Inc. CY.2021 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

✓ 

✓ 

✓ 

✓ 

✓ 

✓ 

✓ 

✓ 

✓ 

✓ 

✓ 

✓ 

✓ 

✓ 
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Long Tenn Direction OD how and where to 
Storage store video I audio qg,a. CDs, 

DVD'11111d 011111 memorv . . 

Long Term Direction OD how and where to 
Storue store Found ; .... 
Long Term Direction Oil bow and where to 
Storage store Property for Safekeepina 

Review and Purging 

Chopter2 

X 

X 

Policy Number 

Wichita Police Deportment Audit Report 
Evidence Control Systems, Inc . C2021 

X 

General 
Order 

✓ 

✓ 

✓ 

✓ 

✓ 

✓ 

✓ 

Property 
Manual 

✓ 

✓ 

Packaging 
Manual 
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Topic Diversion 

Diversion of Process that provides a 
Property methodology diverting property 

to • ent/citv use 
Diversion of Process that provides a 
Property methodology diverting firearms 

to • ent use 

Auctions 

Topic Audits / Inspections 
Internal Controls 

Audits / Policy that requires audits to be 
Insnections conducted at least annuallv 
Audits / Policy that defines the methodo-
lnsnections lollV for cooductimt an audit 
Audits / Policy that defines the 
Inspections methodology for conducting a 

reirular insnection. 

Topic Inventories 

Inventories Policy that requires an inventory 
to be conducted at least annually 

Inventories Policy that defines the scope and 
methodology for conducting an 
inventory 

Chopter2 

Policy Number Past No Written 
Practice Policy 

S.O.P. l (c), pg. 27 

708 JJ, L (l) 

Policy Number 

Policy Number Past No Written 
Practice Policv 

Policy Number Past No Written 
Practice Policy 

S.O.P., Money, 
no. 25 

X 

Wic hita Polic e Deportment Audit Report 
Evid ence Control Systems. Inc . ~ 021 

General 
Order 

✓ 

✓ 

General 
Order 

General 
Order 

General 
Order 

Property 
Manual 

✓ 

✓ 

Property 
Manual 

✓ 

Property 
Manual 

✓ 

✓ 

✓ 

Property 
Manual 

✓ 

✓ 

Packaging 
Manual 

Packaging 
Manual 

Packaging 
Manual 

Packaging 
Manual 
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Inventories Policy that requires inventory to 
be conducted when key-holding 
oersonnel chan2es are made 

Inventories Policy that defines what actions 
arc to be taken if evidence is 
determined to be missin2 

Inventories Policy that defines what actions 
arc to be taken ifan item is found 
with no associated -~-· work 

Topic Security 

Security Policy that governs who has 
access to the property room 
durinll business hours 

Security Policy that governs who has 
access to property room during 
non-bm•incn houn 

Security Policy that requires evidence 
facility staff to maintain an 
access 102 to the evidence facilitv 

Security Policy that governs control of 
evidence facilitv kevs and locks 

Security Policy that requires evidence 
facility locks to be changed upon 
personnel changes 
(Prooertv Officer Suov. or M2C.) 

Chapter2 

X 

X 

X 

Policy Number Past No Written 
Practice Policv 

X 

X 

X 

X 

X 

Wichita Police Department Audit Report 
Evidence Control Systems. Inc. C2021 

✓ 

✓ 

✓ 

General Property Packaging 
Order Manual Manual 

✓ 

✓ 

✓ 

✓ 

✓ 
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Security Policy that requires alann codes 
to be changed with personnel 
chan2cs. 

Security Policy that requires alanns to be 
tested on a scheduled basis. 

Chapter2 Wichita Police Deportment Audit Report 
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X 

X 

✓ 

✓ 
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CHAPTER 3 

Facilities, Security and Temporary Storage 

3.1.0 Storage Facility - Layout 

3.1 .1 Storage Facility - Layout / Adjacency - Business Office 

3.1.2 Storage Facility - Layout / Adjacency - Release Counter - Officer 

3.1.3 Storage Faclllty - Layout / Adjacency - Release Counter - Public 

3.1.4 Storage Facility - Layout - Supply Storage 

3.1.5 Storage Facility - Cleanliness / Housekeeping 

3.2.0 Safety Equipment - Fire Life Safety 

3.2.1 Safety - Fire Life Safety / Eye Wash 

3.2.2 Safety - Protective Equipment 

3.2.3 Safety - Lighting - Main Property Room 

3.2.4 Safety - Ventilation / HVAC 

3.3.0 Storage - Construction 

3.3.1 Construction - Main Property Room - Materials / f 

3.3.2 Construction - Gun Room - Materials 

3.3.3 Construction - Drug Room - Materials / _ _ _ 

3.3.4 Construction - Money Room - Materials / r 

3.4.0 Security - Policy 

3.4.1 Security - Access - Polley 

-
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3.5.0 Security - Access 

3.5.1 Security - Access - Office / Property Room 

3.5.2 Security - Access - Guns 

3.5.3 Security - Access - Drugs (Drug Room) 

3.6.0 Security - Alarms 

3.6.1 Security - Alarm - Property Room 

3.6.2 Security- Alarms - Temperature Alarms - Property Room 

3.6.3 Security - Alarms - Refrigerator - Property Room 

3.6.4 Security - Alarms - Freezer - Property Room 

3.7.0 Security - Duress Alarms 

3.7.1 Security- Duress Alarms - Primary Room 

3.8.0 Security - Lock Changes 

3.8.1 Security- Lock/ Key Changes- Personnel Changes 

3.8.2 Security- Locks/ Keys and Duplication 

3.9.0 Security - Key Control/ Electronic Access 

3. 9 .1 Security - Electronic Access System 

3.10.0 Security - Video Surveillance 

3.10.1 Security - Video Surveillance of Property Room and 
Safe (Placement) 

3.10.2 Security - Video / Electronic Systems (Data Retention) 

Chapter 3 Headings Wichita Police Deportment Audit Report 
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3.10.3 Security - Access Logs 

3.11.0 Security - After Hours 

3.11 .1 Security - After Hours 

3.12.0 Temporary Lockers 

3.12.1 Temporary Lockers (All Facllltles) 

3.12.2 Temporary Lockers - Large Items - Main Property Room 

3.12.3 Temporary Lockers (Locations) - Patrol Substations 

3.12.4 Temporary Lockers (Refrigerated Items)- Main Warehouse 

3.12.5 Trouble Lockers 

3.12.6 Drying Lockers (Cabinets) 

3.12.7 Drying Lockers - Decontamination Logs 
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CHAPTER 3 

Facilities, Security and Temporary Storage 

ISSUES IN NEED OF CORRECTION • CHAPTER 3 

• Storage Facility - Cleanliness / Housekeeping 
• Lack of eye wash stations in work area 
• Inadequate Lighting in the upstairs warehouse. drug room and gun room 
• HVAC Ventilation. Temperature and Humidity 
• Lack of security for drugs 
• Lack of adequate security for drugs for destruction 
• Long term storage of money 
• No policy statement about security 
• Absence of refrigerator/ freezer alarms 
• None of the refrigerators or freezer containing biohazards are properly placarded 
• Duress Alarms - Instructional Issues 
• Data Retention of video surveillance 
• No Access Log for non-property room personnel 
• Lack of adequate security for lockers 
• Lack of adequately sized lockers 
• Inadequate security of evidence a t sub-stations for large items 

3.1.0 Storage Facility - La out 

Standard: The property room layout should take into consideration adjacencies between 
work areas. workflow. temporary storage. long-term storage. high profile items. bulk or 
oversize items. biohazards. hazardous materials, cold storage, destruction area. 
administrative area. and release areas. 

Definition: The floor plan used to make the workflow systems merge efficiently together 
within the property unit. 

Reasoning: The property room should be located in a convenient place within the 
department for submittal and release. A basement area is an acceptable location for a 
property room if a loading dock or access to the parking lot for loading/unloading is 
available . 

Vertical movement between floors may create both logistical and efficiency issues. 

Many agencies have found that placing the property room adjacent to an area set 
aside for report writing and packaging is most efficient. In this configuration, pass
through lockers may be used by employees to submit property and evidence into 
the property room after packaging the item. 

The design of a public release counter should be as c lose to the department's front 
lobby as practical to limit public access to secure areas within the building. 

Chapter3 Wichita Police Department Audit Report 
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In larger departments where, numerous transactions routinely occur between 
officers and the Property and Evidence Technician, consider having a separate 
service counter that is out of view of the public . This is important to protect the 
identity of undercover officers. 

A well-designed property room will provide office space for the property officer 
located outside the actual evidence storage area. Hoving the office adjacent to 
the storage area provides o workstation that is not within the confines of the secure 
storage area. 

The layout of the long-term storage areas should include enhanced security areas 
for firearms. drugs, and money. Storage oreos for general evidence should include 
specifically designated storage areas for envelopes, paper bags, boxes. long items. 
bulky items. biohozords. flammables, and hazardous materials, items pending 
destruction, items pending auction, Found Property, and Property for Safekeeping. 
(IAPE Standard 5.2: Storage Facilities - January 2019) 

3.1.1 Storage Facility • Layout/ Adjacency • Business Office 

Finding: The Wichita Police Department's Property and Evidence Unit office is a separate 
area from the actual evidence storage area. 

Recommendations/Options: 
No changes ore recommended. 

3.1.2 Storage Facility • Layout / Adjacency - Release Counter • Officer 

Finding: When officers come to the Property and Evidence Unit to conduct business, it is 
generally transacted in the Officer Tum In room (packaging area) that is adjacent to the 
Property Room Office. 

Recommendations/Options: 
No changes are recommended. 

3.1.3 Storage Facility - Layout / Adjacency • Release Counter • Public 

Finding: According to staff personnel, most releases occur 
at the front release counter as shown. 

Chapter 3 Wic hita Police Deportment Audit Report 
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Recommendations/Options: 
No changes ore recommended. 

3.1.4 Storage Facility - Layout - Supply Storage 

The storage of departmental supplies and equipment, such as uniforms. vests. holsters. 
tactical gear. Hoshlights. batteries, etc. ore often included with evidence storage duties. 
While the Quartermaster or Supply Sergeant duties hove many similarities with evidence 
retention. and ore compatible as o related duty. the two functions ore separate and should 
not be grouped together in one area. Supplies ore not evidence and should not be 
commingled. (IAPE Standard 5.4: Storage Facilities -Safety I Environment- January 2019) 

Finding: The Wichita Police Deportment Property and Evidence Unit is not involved with the 
storage of departmental supplies, forms. etc. Some evidence packaging supplies ore 
stored within the Unit. which meets acceptable practices. 

Recommendations/Options: 
No changes ore recommended. 

3.1.5 Storage Facility - Cleanliness / Housekeeping 

Inspections should cover such areas as: security, access control. tickler files. m1ss1ng 
evidence. partial examination of records; general cleanliness and housekeeping of the 
area; inventory levels within the Property Room; safety practices; training of Property 
Officers; etc. In both cases any findings of the inspections should be documented in writing. 
(IAPE Standard 15.2: Inspections March 2015) 

Finding: The overall cleanliness and general housekeeping in the Property and Evidence 
Unit is not kept clean (in some areas) and free from dirt/debris as shown below. Evidence 
packages and storage spaces are exposed to this dirt/debris. Evidence packages that ore 
deteriorated now hove exposed evidence. 

The evidence is not protected from degradation or damage from the dirt/debris noted. In 
addition. air handling units located on the second floor have filters that ore falling out of 
the unit and were notably covered in dust/debris. 

Does Not Meet Recognized Professional Standards I Practices ....... Modification Necessary 
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Recommendations/Options: 
E.C.S. recommends that the Department contract with an Industrial Hygienist to 
evaluate the evidence facility 's air quality to ensure that employees aren't working 
in on unsafe work environment due to filters tha t visually contain dirt/debris and are 
fo iling off air handlers and the amount of dust/debris on the evidence packages, 
shelving and throughout the storage facility that was noted during the audit. 
Evidence storage spaces should be kept in a clean, neat, and in an orderly 
condition. 

3.2.0 Safety Equipment - Fire Life Safety 

Standard: The Property Unit should provide a safe and environmentally friendly work 
environment that addresses such concerns as: 

• Fire. flood, earthquake, tornado, and hurricane hazard mitigation 
• Fire-Life safety equipment 
• Ventilation 
• Lighting 

Definition: Safety/Environment refers to the necessity to provide a work place free of 
uncontrolled physical hazards and a p lan for storing potentially dangerous items. 

Reasoning: The Property Unit should provide the necessary equipment and tools to ensure 
a safe working environment in all property and evidence storage and work areas. The 
property office and storage areas should be equipped with all currently required safety 
equipment. including fire alarms. fire sprinklers, smoke detectors. fire extinguishers. 
emergency lighting. and close access to an eyewash location. Older existing structures 
should be upgraded to current regulations any time improvements that require a building 
permit are made. (IAPE Standard 5.4: Storage Facilities - Safety I Environment - January 
2019) 

3.2.1 Safety - Fire Life Safety / Eye Wash 

Finding: The Property and Evidence Unit storage areas are safeguarded with smoke 
detectors, a larms and fire extinguishers. 

There is an eye-wash available in the adjacent Crime Lab. Unfortunately, if any employee 
needed an eyewash dealing with some type of a spill, the distance from the north end of 
the upstairs warehouse is unacceptable. As noted in Section 3.1.5., the c leanliness factor 
upstairs is unacceptable and may create a dangerous environment to work in. 

Does Not Meet Recognized Professional Standards I Practices ....... Modification Necessary 

Recommendations/Options: 
The installation of several more eyewashes is recommended to protect the Property 
and Evidence Unit staff from any c hemical or o ther hazardous materials that may 
come in contact with their eyes. Eyewashes should be located where they remain 
visible and ore easily accessible to the Property Unit staff on each floor of the 
property and evidence facility. Eyewashes should be inspected for correct, 
operation at least bi-annually. 
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If plumbing is on issue for eye washes you can also purchase double bottle eye wash 
station (as shown). 

3.2.2 Safety - Protective Equipment 

Other protective supplies and equipment such as gloves, goggles, paper masks, and 
disposable aprons/jumpsuits/hats should be provided and be available for use when 
needed by individual employees. (IAPE Standard 5.4: Storage Facllffies - Safety I 
Environment - January 2019) 

Finding: 
1. According to the Property and Evidence Unit supervisor. latex gloves are provided to 
members who work in the Property Room. 

2. According to the Supervisor, there is no requirement to have Norean (Naloxone) readily 
available for Officers and Property and Evidence staff if an exposure occurs from drug 
evidence. 

Does Not Meet Recognized Professional Standards I Practices ....... Modification Necessary 

Recommendations/ Options: 
1. E.C.S. recommends that the deportment provide the necessary personal 
protective equipment (PPE) such as goggles. paper masks and disposable 
aprons/jumpsuits/hats and develop a safety policy for Property and Evidence Unit 
which staff must follow to provide further protection from hazards that exist in the 
property and evidence facility. 

2. In response to the increasing number of opioid cases being submitted in the 
property and evidence facilities, E.C.S. recommends that the Wichita Police 
Department develop a protocol for the administration of naloxone in the event of 
on accident overdose. 

The Wichita Police Department should establish a process for the purchase, storage 
and control o f naloxone and establish a protocol for reporting and investigating 
such an incident. Naloxone should only be stored in designated locations, central 
to the property room staff and officers. The appropriate training for the 
administration of Naloxone should be provided. 
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3.2.3 Safety - Lighting - Main Property Room 

Adequate lighting is very important in helping to prevent avoidable injuries. The lighting 
should be sufficient for an average person to easily read the labels and numbers on 
packages located on the lower shelves. This is often a problem when shelves are retrofitted 
to a room where they were not originally intended. This is a special problem with high
density mobile shelving. Heavy shadows are created any time lights are covered by a 
moving shelf. Running florescent tube lighting perpendicular to the moving shelves. instead 
of parallel. may easily mitigate this. (IAPE Standard 54: Storage Facilities - Safety I 
Environment- January 2019) 

Finding: Lighting in the various evidence storage areas varies from outstanding to woefully 
inadequate. Most of the lighting issues can be found i~ • · There are 
numerous instances where the lighting fixtures were instalfecl over the tops of the shelves. 
thus there is no light in the working areas. 

In some cases. there is almost no lighting in work aisles creating numerous safety issues and 
the inability to easily read labels. In some instances, the property room staff need to use 
portable lights for assistance. 

Does Not Meet Recognized Professional Standards I Practices . ...... Modification Necessary 

Recommendations/Options: 
Any storage location where the lights are above the shelves, they will need to be 
moved to over the aisle. 

3.2.4 Safety - Ventilation / HVAC 

Ventilation 
The property room should be ventilated in a manner that controls heat, cold, humidity, and 
odors. Special consideration should be given to DNA related storage areas to control heat 
and humidity that tends to degrade biological evidence. Maintaining the room 
temperature in a controlled environment (60 to 75 degrees. with relative humidity that does 
not exceed 6(1% is recommended) . 

Any area that is used for storing drugs should be independently ventilated in a manner that 
noxious fumes are removed from the building. and not re-circulated into the building's 
heating. ventilation, and air conditioning (HV AC) system. The proper design of a drug 
storage area should include a "negative pressure" ventilation system that changes the air 
in the storage room approximately 10-12 CPH (changes per hour). 

Heating and air conditioning, and ventilation system duct or registers should be 
constructed to prevent unauthorized entry into the secure storage area. (IAPE 
Standard 5.1: Facilities Construction - January 2019) 
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Recommendations/Options: 
I. Consider routing the exhaust vents to the roof line to mitigate the fumes directed 
into the parking lots. 

2. Consider having on HVAC specialist inspect the system. Ideally, the room should 
be under 12- 15 changes per hour with negative pressure. 
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3. 
• · - Homicide evidence in general should be stored in-
an area that is the furmesr o,s,ance from a general work area as it is rarely retrieved. 
Currently, you hove static evidence (not moving) that is much closer than evidence 
that typically goes through purging cycles, removal for court, crime lob, general 
releases, etc. The homicide evidence would be beHer suited to be - -r _______ _ · as a retrieval is so infrequent. According 
,u sratf the newer portion of the property room has beHer heating and cooling. 

4. Have all ventilation units serviced and filters changed. 

3.3.0 Storage - Construction 

Standard: Property facilities should be constructed to provide levels of security that will deny 
unauthorized entry and provide a safe work environment. 

Definition: Facilities construction refers to how evidence storage areas ore constructed, 
what materials ore used, and what special considerations ore necessary. 

Reasoning: The following criteria should be considered when constructing on evidence 
storage facility: 

Exterior Walls 
The building materials should ideally consist of concrete blocks with concrete filled 
cells, poured concrete walls, tilt-up concrete walls, or other similar material. Other 
types of prefab or modular construction may be suitable under some conditions, 
such as metal or brick buildings. 

Interior Walls 
It is best to ovoid sheetrock or drywall, as it can easily be penetrated. In the event 
drywall is used. it should be bocked with plywood, wire mesh, a double layer of 
drywall, or laminated gypsum board. All interior walls should extend from the floor to 
the roof. or the floor pan of the next level. This prevents access into a controlled area 
by climbing over a wall through a suspended ceiling. 

Windows 
The room(s), if possible. should be designed without windows. In the event windows 
are present in an existing structure. they should be fitted with bars or mesh to 
enhance security and discourage entry. 

Roof 
The exterior roof should be constructed of materials that ore resistant to entry and 
meets current disaster resistant building codes for the risks associated with the 
location. i.e.: tornado, hurricane, earthquake, or wild fire. 

Doors 
Exterior doors should be metal clad with metal frames. The hinges to these doors 
should always be located on the inside unless they ore special security hinges. 
Interior doors should be solid-core or metal clad. Half-doors or Dutch-doors. where 
permitted by code. should be dead-bolted on both halves. 
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Ventilation t 
The property room should be ventilated in a manner that controls heat. cold, 
humidity, and odors. Specibl consideration should be given to DNA related storage 
areas to control heat and humidity that tends to degrade biological evidence. 
Maintaining the room temperature in a controlled environment (60 to 75 degrees. 
with relative humidity that does not exceed 60% is recommended) . ►''-

~ 1 Any area that is usedeor storing"td~s should be independently ventilated in a 
manner that noxious fumes ore removed from the building, and not re-circulated 
into the building's heating, ventilation, and air conditioning (HVAC) system. The 
proper design of a drug storage area should include a "negative pressure" 
ventilation system that changes the air in the storage room approximately 10-12 CPH 
(changes per hour). 

Heating and air conditioning, and ventilation system duct or registers should be 
constructed to prevent unauthorized entry into the secure storage area. (#APE 
Standard 5.1: Facilities Construction - January 2019) 

I MNts Recognized Professional Standards I Practices ................. Modification I Options 

Recommendations/Options: 
1. Evidence Control Systems, Inc. recommends that some type of barrier and/or 
different glass treatment be considered. 
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2. Evidence Control Systems, Inc. recommends that the door between the office 
and processing area I warehouse be controlled with on additional electronic lock. 

Does Not Meet Recognized Professional Standards I Practices ....... Modification Necessary 
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Recommendations/Options: 
1. The ideal scenario would be to hove a door into the drug roo· ... 

c Deportments the size of Wichita frequently 
assign specific personnel to me vonous high-profile areas that will limit access to this 
area to fewer people. 

2. It is imperative that all of the drugs in the facility be stored in a locked cage or 
room. 

, 
r 

3.3.4 Construction - Money Room - Materials If 

Does Not Meet Recognized Professional Standards I Practices ....... Modification Necessary 

Recommendations/Options: 
All monies hove to be stored in a secured environment, preferably deposited in the 
bank upon submittal. 

3.4.0 Security - Policy 

Standard: Written policy should require access controls that will ensure that unauthorized 
persons do not enter secure areas. These controls include, but are not limited to: key control. 
changing locks or access codes with changes of personnel. access logs, after-hours 
procedures. use of surveillance cameras and alarms. 

Definition: A written policy that defines all issues related to the security of the various 
property and evidence storage areas. 
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Reasoning: Enforceable written policies are needed compelling employees to adhere to 
security requirements that, if violated, can jeopardize the integrity of the property room and 
interfere with the chain of custody. 

A written directive should require that only authorized personnel have access to the 
areas used by the agency for storage of property and evidence. Policy should 
define who has access to keys, access control, key duplication, changing of locks 
or access code with changes of personnel, access logs, after-hours procedures, 
and alarm testing. • ' I 

II should be 4tlear1y stated in the agency's policy that anyone who has keys or 
access to the keys will be questioned and may be considered as a suspect in an 
investigation relating to any missing evidence. If the Chief/Sheriff/CEO has a key, it 
may also negate his/her abili ty to oversee a criminal and/or administrative 
investigation. (IAPE Standard 8.1: Security Polley - January 2019) 

3.4.1 Security - Access - Policy 

Standard: A written policy should permit only authorized personnel to have access to the 
property room storage areas. and no one other than property unit personnel should have 
keys or mechanical/electronic access to the property storage areas. 

Definition: Access refers to 1he process Iba! controls entry into restricted areas. 
~ ' , 

Finding: There is nothing mentioned about security in the provided policies and procedures. 

Does Not Meet Recognized Professional Standards I Practices . ...... Modification Necessary 

Recommendations/Options: 
The following list are topics that Evidence Control Systems. Inc. recommends be 
included the d epartment policies. 

1. SECTION 5 - SECURrTY 

Chapter 3 

1.1. Access to Property and Evidence Unit 
1.2. Escort of Visitors in The Property and Evidence Unit 
1.3. Access Log 
1.4. Retention of Access Log 
1.5. After Hours Entry into the Property and Evidence Unit - Property and Evidence Unit 

Personnel 
1.6. After Hours Entry- Non-Property and Evidence Unit Personnel/ Emergency Entry 
1.7. Issuance of Keys 
1.8. Personnel Authorized to Possess A Key 
1.9. Duplication of Key or Loss of Keys 
1.10. Change of Locks and Combinations 
1.11.Access Control/ PIN (Doors and Alarms) 
1.12.Alarm System - Possession of Codes /Testing 
1.13. Alarms Activation and Deactivation 
1.14. Duress/Panic Alarms 
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3.5.0 Security - Access 

Reasoning: Entry into restricted storage areas should be closely controlled to prevent 
accusations of alteration. unauthorized removal. theft. or tampering with property or 
evidence stored by the agency. Access restriction protects the proper chain of custody. 
Those permitted access should include the property officer(s), and the supervisor. Al l other 
persons who enter the property room/storage areas must be documented in an Access Log 
with the reason for needing access and they should be escorted at all times while within 
the room and/or storage areas. 

The manager/administrator who hos oversight of the property unit and the 
Chief/Sheriff/CEO of the agency should not hove independent, unescorted access into the 
property room and/or storage areas. If one of those individuals has o key or access. the 
agency should establish o system that requires another authorized person to disarm the 
alarm. thereby creating a two-person rule. 

As noted in Standard 8.1, having independent/unescorted access into the property 
room/storage areas may adversely impact an administrative inquiry and/or a criminal 
investigation. 

The agency's policy should cleor1y articulate that anyone. including the 
Chief/Sheriff/C.E.O.. who hos independent/unescorted access into the property 
room/storage areas. might be investigated if there is any breach of security in those areas. 
(IAPE Standard 8.2: Security -Access - January 2019) 

3.5.1 Security - Access - Office / Property Room 

Finding: According to the staff. the Lieutenant. Captain. and Chief may hove access to 
the facility. 

Note: Any time there is o breach of security and evidence is missing anyone who hos 
access to the facility could be brought into an inquiry. 

I Meets Recognized Professional Standards I Practices ....... .......... Modification I Options 

Recommendations/Options: 
An administration /eve/ discussion needs to occur to determine if access should be 
given to as many administrators as is currently practiced. 

Policy could dictate that the entry by management must always be with a second 
person. 

3.5.2 Security - Access - Guns 

I Meets Recognized Professional Standards I Practices ...... ...... ..... Modification I Options 
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Recommendations/Options: 
Limiting access to as few people as possible is always suggested. With current 
staffing levels this con be a challenge. 

3.5.3 Security - Access - Drugs (Drug Room) 

I MHts Recognized Profenlonal Standards I Practice. ................. Modification I Options 

Recommendations/Options: 
Limiting access to a few people is always suggested. With current staffing levels this 
con be most difficult. 

3.6.0 Security - Alarms 

Standard: All storage areas should be alarmed and monitored on a 24-hour basis. Storage 
rooms that contain guns. money and drugs should be separately alarmed or independently 
zoned areas whenever possible. 

Definition: A security alarm system may include an audible or silent signal that is activated 
any time there is an unauthorized entry. 

Reasoning: Intrusion alarms need to be installed so as to alert other department personnel 
in a 24-hour monitoring position that there has been a breach of security in a specific area. 

Alarm technology now permits many different activation methods, including, but 
not limited to: motion, thermal. sound, contact points, pressure pads. seismic alarms, 
and even laser beams. 

The activation of any alarm should be monitored in a communications cenler, front 
desk, Watch Commander's office. or at a private alarm company. Having a third 
party such as a private alarm company receiving the activation signal is a good 
practice as the alarm company provides an outside source for the notification 
process and reduces the likelihood of other station personnel from compromising 
the system. 

Many alarm systems are capable of sending text message alerts directed to a 
manager or property officer's cell phone or computer. 

Rooms that contain high-pl!Ofile items. such as firear~ s. drugs and money should be 
provided with enhanced security that may be achieved with alarms for separate 
storage areas. 

Refrigerators and freezers should be equipped with alarms that indicate if the 
temperature changes above a designated level. The alarm should be monitored in 
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a 24-hour location. such as the communications center. for example. (IAPE 
Standard 8.8: Security - Duress Alarms. January 2019) 

3.6.1 Security - Alann - Property Room 

Finding: According to the E.C.S. survey 'there is on ou<lible alarm that sounds in the 
evidence storage (warehouse) and in business office areas. Both are equipped with motion 
sensors as well as door and window contacts. 

The alarm is monitored by security at City Hall who then notifies the deportment's 
emergency communications. If needed the Property and Evidence Unit supervisor will be 
notified. 

Recommendations/Options: 
No changes are recommended. 

3.6.2 Security - Alanns -Temperature Alanns - Property Room 

Cold Storage: Items that need refrigeration or freezing should be placed in a respective 
refrigerator or freezer designated for evidence storage only, depending upon the 
requirements of the type of evidence and the Crime Lob's recommendation. Any 
refrigerators or freezers used to store evidence should be equipped with a temperature 
monitoring and recording device that con provide storage temperature fluctuation 
information to the Forensic Lob for their quality control requirements. (IAPE Standard 7.3 
Storage: Long Term - January 2019) 

Refrigerators and freezers should be equipped with alarms that indicate if the temperature 
changes above a designated level. The alarm should be monitored in a 24-hour location, 
such as the communications center. for example. (IAPE Standard 8.7: Security- Alarms -
January 2019) 

Temperature Alarms 
Given the importance of temperature control when storing biological evidence. the 
refrigerator/freezer unit should be equipped with on alarm system to indicate if there is a 
rise in temperature and/or an equipment malfunction. The alarm should be monitored 24 
hours per day (e.g., by automatic notification to the watch commander. officer in charge. 
the communications center. or other designated personnel. (National Institute of Standards 
and Technology - page 22- 2013) 

Chapter 3 
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3.6.3 Security • Alarms - Refrigerator - Property Room 

Finding: The refrigerator units in the Property and 
Evidence Unit do not have any alarm that sounds with a 
malfunction or change in temperature of the unit. 

Does Not Meet Recognized Professional Standards I Practices ....... Modification Necessary 

Recommendations/Options: 
Evidence Control Systems, Inc. recommends that the refrigerator be monitored with 
on alarm system that is monitored at City Holl. 

3.6.4 Security • Alarms - Freezer • Property Room 

finding: The freezer units in the Property and Evidence Unit do not have any alarm that 
sounds with a malfunction or significant change in temperature of the unit. 

Does Not Meet Recognized Professional Standards I Practices ....... Modification Necessary 

Recommendations/Options: 
Evidence Control Systems, Inc. recommends, given the importance of temperature 
control when storing biological evidence, that the freezer units should be equipped 
with on alarm system to indicate if there is a rise in temperature and/or on 
equipment malfunction. The freezer should be monitored 24 hours per day and on 
automatic notification is sent out to designated personnel who will respond to 
reconcile the temperature alarm. 

3.7.0 Security - Duress Alarms 

Standard: Property release counters without the presence of a sworn officer should have 
a duress a larm to summon assistance quickly, if needed. 

Definition: An audible or silent duress alarm may be used to summon assistance when a 
person becomes boisterous or threatening while conducting business at a public release 
counter. 

Reasoning: Civilian personnel are occasionally called upon to release property to persons 
who may disagree with departmental policy, property description, or legal constraints. 
When this occurs at a public counter that is remote from immediate uniformed assistance. 
the civilian employee should have some method of discretely calling for assistance. This 
may be a telephone, a portable radio, a silent alarm, a duress button, or just a buuer that 
remains on until it is reset. 

Any type of duress alarm should be tested monthly and a record of the tests should be 
maintained for future reference. (IAPE Standard 8.8: Security - Duress Alarms - January 
2019) 
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3. 7 .1 Security - Duress Alarm - Primary Room 

Finding: , 
• ..,.-- -----==--=----:-- ». Staff indicated the uuress ,.._,urm:> vvc:re 
audible, however Evidence Control Systems, Inc . determined the alarms arer - , 
Staff were unaware that a key was required to reset the Duress Alarm after (]C11va11u, ,. It 
was unknown where the resP.t iePv wns located until the alarms were tested during the audit 

- ti_ . . -
- - . 

Does Not Meet Recognized Professional Standards I Practices ..... .. Modification Necessary 

The staff should be mode aware of how the Duress Alarms work and how to reset. 
Testing of the Duress Alarms should be conducted annually to ensure they ore 
functioning and provide immediate notification during emergency situations. Hove 
a contractor come in and properly install the Duress Alarm located in the Property 
and Evidence Supervisors' office. 

3.8.0 Security - Lock Changes 

Standard: Locks, access codes, and combinations to the property room should always be 
changed with any resignation, termination, retirement or transfer of Property Unit key
holding personnel. 

Definition: Lock changes refers to changing the locks, keys, combinations or other 
electronic access devices which secure the storage and office areas of the Property Unit. 
Locking systems include. but are not limited to keys. access codes, combinations and locks. 

Reasoning: Locking systems should be changed whenever personnel reassignments occur 
to ensure that a departing employee no longer has access to the various storage and office 
areas. The property room should be equipped with high quality locks that can be replaced 
whenever personnel changes occur. One way to achieve this is to use interchangeable 
core locks that permit the keys to be changed easily and inexpensively. 

Alternatives to traditional keys are either electronic locking systems or mechanical systems 
that may include a personal identification number (PIN) which records who accessed the 
door and includes date/time of entry. 

The replacement process needs to be closely monitored to ensure that a third party doesn't 
gain future access a secure area when locks, access codes, or combinations are changed 
by an employee outside of the property unit (facilities manager) or an outside service 
(locksmith) , 
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One safeguard may be to hove on independent alarm system that the third party or 
contractor can't control or defeat. (/APE Standard 8.6: Lock Changes - Access - January 
2019) 

3.8.1 Security - Lock / Key Changes - Personnel Changes 

Recommendations /Options: 
No changes ore recommended. 

3.8.2 Security - Locks/ Keys and Duplication • 
A written directtve should require that only <iutnorized personnel hove access to the areas 
used by the agency for storage of property and evidence. Policy should,. define whp !)as 
access to keys, access control. key duplication, changing of locks or access codes with 
changes of personnel. access logs, after-hours procedures, and a larm testing. {/APE 
Standard 8.1: Security- Policy - January 2019) 

Finding: There are a limited number of keys for the property room as most of the entries are 
via the electronic access system. However. there are some hard keys for functions within 
the unit. Presently. there is nothing in policy about the duplication / copying of keys. 

Does Not Meet Recognized Professional Standards I Practices ....... Modification Necessary 

Recommendations/Options: 
E.C.S. recommends the deportment develop a 
policy statement that prohibits the duplication of a 
deportment key. Law Enforcement personnel 
across the country have the uncanny ability to get 
keys made from o locksmith for their own use. If o 
key is duplicated without a uthorization sometimes 
toking any type o f disciplinary action is difficult as 
there is no policy. 

3. 9 .0 Security - Key Control / Electronic Access 

Standard: All keys, access codes. combination numbers, and proximity cards should be 
closely monitored. and accounted for annually. Keys should not be available to anyone 
other than property room personnel. 

Definition: Key and electronic access control refers to accounting for all keys and access 
cards on a scheduled basis to guard the integrity of the evidence. 
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Reasoning: Conducting periodic audits of key-holding persons' keys/access cords ensures 
that authorized employees hove possession of them ond that oll ore accounted for. 

Backup keys to the evidence storage oreos should not be utilized unless they ore kept by 
the Unit Commander, or designee, in o locked safe or drawer. Entry of the Unit Commander 
into the property room without o second person moy result in the Commander becoming 
port of the investigation in the event evidence is missing. 

Under no circumstances should on unsecured key to the property room be kept in o 
location where multiple persons hove access to it. such os the Watch Commander's office, 
Patrol Sergeant's office, or the Officer in Chorge's office. {IAPE Standard 8.5: Security - Key 
Control I Electronics Access Control - January 2019) 

3.9.1 Security - Electronic Access System 

Finding: The Property ond Evidence Unit staff utilizes proximity cords for access throughout 
the facility. Officers ore delegated access in the Intake room when submitting evidence. 
According to the staff, the Lieutenant, Captain, ond Chief may have access to the facility. 

There is no policy delegating electronic access authorizations for personnel, or the 
monitoring/surveillance and inventory of the issued proximity cards. 

Note: Any time there is a breach of security and evidence is missing anyone who hos 
access to the facility could be brought into any internal investigation. 

Does Not Meet Recognized Professional Standards I Practices ....... Modification Necessary 

Recommendations/Options: 
E.C.S. recommends that proximity cords providing access to the Property and 
Evidence Unit facility be closely monitored and accounted for annually. Access 
into the property and evidence storage areas be limited to Property and Evidence 
Unit personnel. 

Secondly, on administration level discussion needs to occur to determine if access 
should be given to as many administrators as is currently practiced. 

3.10.0 Security - Video Surveillance 

Standard: Video surveillance cameras should be utilized whenever enhanced security, or a 
long-term record of ingress, movement, and egress is desired. 

Definition: Video surveillance systems ore used to record who and when anyone has gained 
entry into specific defined oreos. 

Reasoning: Installation of video surveillance equipment should be considered to act as both 
a deterrent for good internal controls and externally to dissuade unauthorized entry without 
detection. 
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Video equipment consisting of controllers and recording devices should be in a secure 
location and should only be accessible to the manager. as long as he or she does not have 
independent access to the Evidence Facility. The suggested restriction is a check and 
balance designed to prevent any tampering with or altering the permanent record. 

New digital technologies now allow the data to be stored on hard drives when there is 
movement in front of the camera. thus limiting the amount of data needed to be stored. 
The recording is initiated based upon the movement and the digital data is stored on a 
hard drive. Once the person creating the motion leaves the area. the recording stops. (IAPE 
Standard 8. 9: Video Surveillance - January 2019) 

3.10.1 Security - Video Surveillance of Property Room and Safe (Placement) 

All doors into a secure area should be equipped with cameras in addition to those areas 
where guns. money and drugs are stored . Including cameras where evidence is deposited, 
such as counters and lockers. can validate when evidence was submitted as well as 
confirming that evidence was indeed submitted. 

Installation of cameras at any release counter may document the release, memorialize the 
transaction, and may protect the agency from accusations of mishandling evidence. (IAPE 
Standard 8. 9: Video Surveillance - January 2019) 

finding: According to the Evidence Control Systems, Inc. survey, 

Video cameras are located in the following locations: 

The overall coverage is sufficient, however additional video monitoring is recommended to 
ensure the overall safety of the Property and Evidence Unit staff and security of the 
evidence facility. 

I Meets Recognized Professional Standards I Practices ........... ... ... Modification I Options 

Recommendations/Options: 
Evidence Control Systems. Inc. recommends the installation of video cameras in the 
following areas and they be monitored by both office personnel and the property 
supervisor: 

·-
Chapter 3 

J 
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3.10.2 Security - Video / Electronic Systems - (Data Retention) 

The digital data should be stored for a period of years, e.g. at least three or four years, so 
that it is available to investigators should it be discovered that evidence is missing. (IAPE 
Standard 8. 9: Video Surveillance - January 2019) 

Finding: According to the staff, data is retained for only -i then is overwritten. 
.. . . . . . 

Does Not Meet Recognized Professional Standards I Practices ....... Modification Necessary 

Recommendations/Options: 
Thefts from evidence facilities are oHen discovered years ofter the actual incident. 
Therefore, it is essential that any digital recordings related to the Property and 
Evidence Unit be stored for a minimum of five years. However, given the minimal 
cost of digital doto storage, Evidence Control Systems, Inc. recommends that these 
recordings be retained as long as possible. 

3.10.3 Security- Access Logs 

Standard: An access log should be maintained for documenting any entry by anyone that 
is not assigned to the Property Unit. 

Definition: An access log is a document that records the entry of non-assigned personnel 
into the property room. and why the entry was necessary. The log should record name, ID 
number. reason for the entry and which employee assigned to the property unit escorted 
the person. 

Reasoning: Personnel outside the property unit may occasionally have a need to enter the 
storage locations of the property unit. Detectives may need to view a large piece of 
evidence that cannot be easily moved outside of the permanent storage location, or some 
type of building maintenance issue might require access. These persons should not be 
allowed access without immediate supervision at all times. 

Supervisors should review the access log on a monthly basis and it should also be inspected 
as part of a periodic audit by the agency or outside consultants. The purpose of the 
inspection is to ensure that the department policy is being complied with. 

Evidence or property is often discovered missing years after the actual theft. Therefore. it is 
imperative that access logs be maintained for at least 10 years so that they are available 
to investigators. Additionally, in the event of a defense challenge in court, the retention of 
the logs should reflect the time period for the oldest item of evidence in the property room 
in the event it is challenged in court. (IAPE Standard 8.3: Security - Access Logs - January 
2019) 
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Finding:• 
_..-

Does Not Meet Recognized Professional Standards I Practices ....... Modification Necessary 

Recommendations/Options: 
E.C.S. rec ommends that on access log should be maintained fa, 

r 

EXHIBIT 3-A 

I ................ Let 

Eray illO lhc pn,pcny room shall be limilcd (o, olTidal business oaly. Elllry _, lhc room shall be docummiod by any pc-. ..,...., 
lhc room. iadudins lhc purpose for lhc Clllry. Flih.n lo -.,ly •idl du order 1111)' rauM in <b:ipliaay 1t1ioL -Oiid o( Police 

0.., 
_ , ...,_. Dao/ - lor fmy .. , '"'anlod ly 

1'1-ln lorWN ....... n-o... C-N_, 

""'· Los 8ool: E- C'oouol S- 11< (E<'S) 

I 

Chapter 3 Wic hita Police Department Audit Report 
Evidence Control Systems, Inc. c 2021 

Page 22 of 32 



3.11.0 Security - After Hours 

Standard: It is always suggested that an assigned property officer be called in for after
hours entry or the key-holding supervisor if the property officer is not available. If this is not 
practical. a two-person rule is necessary, which would include the completion of the access 
log. 

Definition: After-hours access to the secure property room means any time an assigned 
property officer is not available for call-out. and there is a compelling reason for immediate 
access that cannot wait for the property officer or supervisor to arrive. 

Reasoning: After-hours access by non-assigned personnel should be discouraged. In the 
event that after-hours access is necessary and assigned property room staff is not available 
for recall, policy should restrict the method of entry into the property room. At no time 
should one person enter alone: two individuals should be present. (IAPE Standard 8.4: After 
Hours Access - January 2019) 

3.11.1 Security - After Hours 

Finding: 
1. . 

2. There is no written directive addressing after-hour's facility access procedures and 
staff call-out procedures. 

I Meets Recognized Profession•/ St.nd•rds I Practices ................. Modification I Options 

Recommendations/Options: 
E.C.S. recommends the Department develop a policy that addresses after-hours 
access into the Property and Evidence Unit facility and the evidence storage areas. 

3.12.0 Temporary Lockers 

Standard: Secure temporary storage for all size items should be provided to protect property 
and evidence from tampering. theft. contamination, and the environment. 

Definition: Temporary storage refers to the period of time between when an item is 
submitted. until the time it is actually received by the property officer. 

Reasoning: Since there is no one person in physical control of the property/evidence during 
the time of temporary storage, a storage facility and methodology should be provided that 
will allow a person to testify as to the security of the property/evidence while in temporary 
storage. 

The precedent is that evidence stored in the property room's temporary storage is deemed 
to remain secure within the chain of custody, even though the property room has no 
employees present during certain hours. The physical security of the temporary storage 
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facility. and the procedures restricting access during that time. allow the court to logically 
determine that the property officer was "in possession" of the items. even though he or she 
was not physically present. 

Failure to place items in a designated secure temporary storage location before the end 
of the shift makes the chain of custody suspect and open to a defense challenge. 
Departmental policy should prohibit storing evidence in personal lockers; vehicles. desks, or 
other unauthorized locations for this reason. An exception to storing evidence in vehicle 
trunks may be necessary for rural agencies where personnel don't respond to their 
headquarters on a doily basis. 

Perishables: As a general rule, perishables should not be stored in the Property Room. 
However. there ore circumstances that may require such storage. For this instance. 
a dedicated refrigerator and a freezer should be mode available for temporary 
storage. Such a refrigerator or freezer should be designed with lockable 
comportments or doors to protect against commingling evidence from different 
coses. or potential tampering or theft. 

Drop Slots: A drop-slot in a designated locker is one of the most effective methods 
of securing small items in a method that does not use all available unlocked lockers. 
Small items may include. but ore not limited to; film. latent prints, tapes, magnetic 
media. CDs. DVDs, etc. 

Trouble Locker: Consider designating one locker as a "trouble locker" to hold 
improperly documented or packaged items until the submitting officer can make 
corrections. (JAPE Standard 6. 1: Storage - Temporary - January 2019) 

3.12.1 Temporary Lockers (All Facilities) 

Small to Medium Size Items: The most convenient method of providing temporary storage 
consists of an assortment of lockers in a common wall between the property room and the 
room where property/evidence is packaged by the booking officer. Such lockers should be 
of various shapes and sizes. Once evidence is placed in temporary storage. it should 
immediately be secured and accessible only by the property room personnel. 

The most effective method of locking temporary storage areas or lockers is to use a self
locking system that once secured. may not be opened by anyone other than the property 
officer. Padlocks should be secured to the locker frame to prevent it being removed and 
having a key mode. The key code on the bottom of a padlock should be removed before 
placing it into service. Keys should not be left in empty lockers to prevent a key being 
removed and duplicated. (IAPE Standard 6. 1: Storage - Temporary - January 2019) 
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Does Not Meet Recognized Professional Standards I Practices ....... Modification Necessary 

Recommendations/Option: 
I. Replace the lockers with "evidence slam lockers" 
(no keys) os ore currently being used in the Crime 
Lob. 

The ideal scenario is to use this type of locker which 
con be embedded in o common wall to the 
property room which allows the evidence to be 
removed from the bock side. 
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2. If replacement of the lockers is not possible, secure the 
locks to the locker fro1'1e with a security chain as sh,>wn. 

➔ ~ 

3. Immediately replace all of the combination locks with a 
padlock that' hos no key affixed to it. Only Property and 
Evidence Unit personnel con open the lockers with one 
master key. 

:,( 

S.12.2 Temporary Lockers -Large Items (Main Property Room) 

Oversized or Bulky Items: An area designated for the temporary storage of oversized or bulky 
items is recommended so that such items are not commingled with other evidence items 
and ore safeguarded from potential tampering, theft, or the environment. Security wire 
mesh or chain link cages are effective for securing large items. (IAPE Standard 6.1: Storage 
Temporary - January 2019) 

Does Not Meet Recognized Professional Standards I Practices ....... Modification Necessary 

Recommendations /Options: 
1. Evidence Control Systems, Inc. recommends that 
some type of larger temporary lockers or cages be 
provided, similar to a canine run as shown. As a best 
prac tice there needs to be sufficient cages and /or 
lockers to accommoda te evidence for on extended 
weekend. 

2. As long as evidence is being temporarily stored in 
this location a camera needs to be installed. 
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3.1 2.3 Temporary Lockers (Locations) Patrol Substations 

Finding: 
l. Officers may submit evidence into small wooden lockers that are left open for officers to 
place evidence in at each patrol station. Once the officer closes the locker. the door is 
secured. Property and Evidence Unit staff have the key to open the temporary lockers to 
retrieve the evidence. Each substation has the temporary lockers in different locations. 

Patrol North 
• 
• 

• 

• 
• 

Temporary lockers ore located in a locked room 
Police and office supplies ore kept in the same room with the temporary evidence 
lockers 
Evidence is placed on the floor when the lockers are full, or the evidence is too large 
for the evidence lockers 
The key to the room was fQ\m_Q in the lock to the room during the audit 
Leaving unsecured evidence on the floor completely violates the chain of custody 
as it is not secure as other persons entering the room hove unfettered access to the 
evidence. 

Patrol East 
• Temporary lockers are located • .-and when evidence is too 

large for the lockers. it is left on the floor, again violating the chain of custody. 
Leaving unsecured evidence on the floor completely violates the chain of custody 
as it is not secure as other persons entering the room have unfettered access to the 
evidence. 

Patrol West 
• Temporary lockers are located in a locked room with access by proximity card. 
• Police and office supplies are kept in the same room with the temporary evidence 

lockers. 
• Evidence is placed on the floor when the lockers are full, or the evidence is too large 

for the evidence lockers. Leaving unsecured evidence on the floor completely 
violates the chain of custody as it is not secure as other persons entering the room 
have unfettered access to the evidence. 

Patrol South 
• Temporary lockers are located in a locked room with access by proximity card 
• Police and office supplies are kept in the same room with the temporary evidence 

lockers. Police equipment is also being stored in the room in the temporary evidence 
lockers. 

• Evidence is placed on the floor when the lockers are full, or the evidence is too large 
for the evidence lockers. Leaving unsecured evidence on the floor completely 
violates the chain of custody as it is not secure as other persons entering the room 
have unfettered access to the evidence 
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Examples 

2. The Evidence Transport Van that is used to transport the evidence from the patrol stations 
to the Pro perty and Evidence Unit has windows making the evidence visible to anyone who 
passes by the vehicle. 

3. Evidence that is retrieved from the patrol stations are placed into a large paper bag for 
transport. 

4 . . 

I Meets Recognized Professional Standards I Practices ............ ..... Modification I Options 

Recommendations/Options: 
I. E.C.S. recommends that all evidence be secured in the temporary lockers at each 
patrol station. Some type of larger temporary lockers should be provided, or it 
should be delegated in policy that items too large for the lockers should be taken 
to the property and evidence warehouse. Police equipment and supplies should 
not be stored in the temporary lockers. 

2. E.C.S. recommends when the Department purchases a new van that the van 
have no windows in the rear cargo area or that the current van windows be tinted. 

3. E.C.S. recommends that evidence retrieved by the Property and Evidence Unit 
staff at the patrol stations be placed into a secure transport container that can be 
locked. Once the container is locked the driver will not have access to the 
container. Once the evidence is delivered to the Property and Evidence facility the 
driver can obtain the key to unlock the containers to process the evidence. 

Containers like this will ensure that evidence is not lost when being transported from 
the patrol station and into the evidence van or when the van is unloaded, and the 
evidence is transported into the Property and Evidence Facility. (See following 
photo.) 
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4. E.C.S. recommends that the Property and Evidence Unit staff park the van in the 
parking lot or adjust the pickup time to later when parking spaces are available. 

3.12.4 Temporary Lockers (Refrigerated Items) Main Warehouse 

Perishables: As a general rule, perishables should not ~e stored in the Property Room. 
However, there ore circumstances that may require such storage. For this instance, a 
dedicated refrigerator and a freezer should be mode available for temporary storage. Such 
a refrigerator or freezer should be designed with lockable compartments or doors to protect 
against commingling evidence from different cases, or potential tampering or theft. (IAPE 
Standard 6. 1: Storage Temporary - January 2019) 

Finding: 
1. Any evidence requiring refrigeration at the main 
property room is placed into the refrigerators as shown in 
the photo. Presently, the refrigerators ore not locked. A 
defense attorney can easily challenge anything being 
stored within, as the chain of custody is lost when anyone 
entering the room has access. 

2. There is no type of biohozard warning labels on the 
temporary refrigerator. 

Does Not Meet Recognized Professional Standards I Practices ....... Modification Necessary 

Recommendations/Options: 
1. One way to correct the present refrigerator issue is to place a hasp and lock on 
each of the two units, which will reduce capacity substantially. 
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In the event more than two items are submitted on a 
regular basis the only other solution is to purchase an 
evidence locker with compartments as shown in the 
photo to the right which illustrates small lockers that 
are embedded within other lockers. 

2. Evidence Control Systems, Inc. recommends 
that all refrigerators and freezer containing 
biohazard be labeled with biohazard warning 
signs. 

3.12.5 Trouble Lockers 

••ft =l;i 
~ BIOHAZARD 

Definition: A trouble locker can be defined is a secure location for improperly documented 
or packaged evidence to be maintained until it is corrected. 

At the present time, there are no designated lockers for items needing correction. Items 
that are submitted incorrectly at headquarters are removed from the locker and taken to 
the evidence facility for correction by the officer. 

Improperly packaged or documented evidence at the substations is placed back into the 
original locker, while the Property Officer's places the locker key into the officer's mailbox 
and follows up with an email to the officer to correct. 

By leaving a key to any of the temporary lockers in an unsecured area such as an 
unsecured mail box mail box can only jeopardize the evidence to a defense attorney's 
claim the evidence was not properly secured and someone could have tampered with it. 

Finding: Any time an item has not been correctly documented, barcoded or packaged 
the Property and Evidence Unit staff notifies the officer(s) who then responds to the Property 
and Evidence Facility. The evidence is placed into a trouble locke· ' -

- . The trouble locker is secured with a lock. ' 

Recommendations/Options: 
No changes are recommended. 
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3.12.6 Drying Lockers (Cabinets) 

Biohazard Items: Secure temporary storage of biohazard items is recommended. Some 
items may require drying if still in a wet or moist state. A locl<able drying locl<er or cabinet is 
recommended in order to dry body fluids. This location should be easily decontaminated 
and made of a non-porous material. A decontamination log should be maintained to 
document when the location was last cleaned. (IAPE Standard 6.1: Storage - Temporary 
January 2019) 

Finding: 
I. I 

2. Multiple items of evidence from different cases are 
commingled together and separated by brown paper 
bags over the evidence to separate them during the 
drying process. 

Does Not Meet Recognized Professional Standards I Practices ....... Modification Necessary 

Recommendations/Options: 
E.C.S. recommends that evidence temporary stored during the drying process be 
secured with lock and key to maintain the chain of custody of the evidence. 
Evidence needing to be stored in the drying cabinets should not be commingled 
with other items of evidence as cross contamination con occur. 

3.12.7 Drying Lockers - Decontamination Logs 

Biohazard Items: Secure temporary storage of biohazard items is recommended. Some 
items may require drying if still in a wet or moist state. A locl<able drying locl<er or cabinet is 
recommended in order to dry body fluids. This location should be easily decontaminated 
and made of a non-porous material. A decontamination log should be maintained to 
document when the location was last cleaned. (IAPE Standard 6. 1: Storage - Temporary -
January 2019) 

Recommenda1ion Ill 2: To optimize a sterile environment without commingling items of 
evidence. property and evidence management should establish a policy or procedure 
requiring documentation o f who is responsible for cleaning the drying area. how the area 
is to be cleaned and decontaminated. how the decontamination process is documented. 
and how long the documentation is to be retained. SECTION I: RETAINING BIOLOGICAL 
EVIDENCE (NIST page 43 - Biological Evidence Preservation Handbook) 

Finding: 
1. According to the Property and Evidence Unit staff. Drying Cabinets are only 
cleaned/decontaminated each weel< "if possible". There is no formal decontamination 
record of each Drying Cabinet being cleaned after each use. 
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2. There is no type of biohazord warning labels on the drying lockers. 

Does Not Meet Recognized Professional Standards I Practices ....... Modification Necessary 

Recommendations/Options: 
1. It is imperative that someone is responsible for the decontamination of the drying 
lockers immediately ofter use. The locker should also contain some type of placard 
alerting the submitting officer whether the locker is clean or not. Policy needs to 
ensure that any time the Drying Cabinets ore used that the decontamination 
process is formally documented and retained for any defense challenges. 

2. Evidence Control Systems, Inc. recommends t/rrot 
all drying cabinets be labeled with biohozords 
warning signs. 
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CHAPTER 4 

Packaging and Storage 

4.1.0 Packaging and Long-Term Storage 

4.1.1 General - Packaging / Labeling 

4.2.0 Packaging / Storage - Firearms 

4.2.1 Firearms - Packaging / Labeling (Handguns) 

4.2.2 Firearms - Handguns - Storage 

4.2.3 Firearms - Long Guns - Packaging / Labeling 

4.2.4 Firearms - Long Guns - Storage Methods 

4.2.5 Firearms - Storage Segregation 

4.2.6 Firearms - Storage Segregation (Enhanced Security) 

4.2.7 Firearms - Destruction - Storage (Ready for Destruction) 

4.2.8 Ammunition - Packaging and Labeling 

4.2. 9 Ammunition - Storage 

4.2.10 Ammunition for Destruction 

4.3.0 Drugs - Packaging and Storage 

4.3.1 Drugs - Packaging / Labeling 

4.3.2 Drugs - Packaging / Weighing Standards - Policy 

4.3.3 Drugs - Packaging / Weighing Standards - Calibration 

4.3.4 Drugs - Storage - Long Term 

4.3.5 Drugs - Storage - Segregation 
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4.3.6 Drugs - Destruction -Storage (Ready for Destruction) 

4.4.0 Currency - Packaging - Storage 

4.4.1 Currency - Packaging - Package Type/ labeling/ Sealing 

4.4.2 Currency- Storage (Long Term) 

4.4.3 Counterfeit Money - Packaging / Labeling 

4.4.4 Counterfeit Money- Storage (Long Term) 

4.5.0 Homicide Evidence - Packaging and Storage 

4.5.1 Homicide Evidence - Packaging / Labeling 

4.5.2 Homicide Evidence - Storage 

4.5.3 Homicide Evidence - Firearms, Drugs and Money 

4.6.0 Bio-Hazardous Evidence - Packaging and Storage 

4.6.1 Biohazard Evidence - Packaging / Labeling Polley 

4.6.2 Biohazard Evidence - Storage 

4.6.3 Blohazard Evidence - Hypodermic Needles - Packaging 

4.6.4 Biohazard Evidence- Hypodermic Needles - Storage 

4.6.5 Biohazard Evidence - Urine - Packaging 

4.6.6 Biohazard Evidence - Urine Packaging - Storage 

4.6.7 Biohazard Evidence - Blood Specimens - Labeling / Tagging 

4.6.8 Biohazard Evidence - Blood - Storage 

4.6. 9 Biohazard Evidence - Swabs (Packaging) 
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4.6.10 Blohazard Evidence - Swabs (Storage) 

4.6.11 Blohazard Evidence - Sexual Assault Kits - Packaging 

4.6.12 Blohazard Evidence - Sexual Assault Kits - Storage 

4.6.13 Blohazard Evidence - (For Destruction) 

4.7.0 Flammables Evidence - Packaging and Storage 

4.7.1 Flammables/ Hazardous Materials - Labeling/ Tagging 

4.7.2 Flammables - Storage 

4.8.0 Bicycles - Packaging and Storage 

4.8.1 Bicycles - Labeling / Tagging 

4.8.2 Bicycles - Storage 

4.9.0 Knives/ Bladed Weapons - Packaging and Storage 

4.9.1 Knives/ Bladed Weapons- Labeling/ Packaging 

4. 9 .2 Knives / Bladed Weapons - Storage 

4.9.3 Knives/ Bladed Weapons (For Destruction) 

4.10.0 License Plates - Packaging and Storage 

4.10.1 License Plates - Labeling / Tagging 

4.10.2 License Plates - Storage 

4.11.0 Cell Phones - Packaging and Storage 

4.11.1 Cell Phones - Labeling / Packaging 

4.11.2 Cell Phones - Storage 
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4.12.0 Digital Media - Packaging and Storage 

4.12.1 Memory Sticks / Flash Cards - Packaging 

4.12.2 Memory Sticks / Flash Cards - Storage 

4.13.0 Computer Hardware - Packaging and Storage 

4.13.1 Computer Hardware - Labeling / Tagging 

4.13.2 Computer Hardware - Storage 

4.14.0 Tablets - Packaging and Storage 

4.14.1 Tablets / Laptops - Labeling /Tagging 

4.14.2 Tablets - Storage 

4.15.0 Long Items - Packaging and Storage 

4.15.1 Long Items - Labeling / Tagging 

4.15.2 Long Items - Storage 

4.16.0 Jewelry - Packaging and Storage 

4.16.1 Jewelry - Labeling / Tagging 

4.16.2 Jewelry - Storage 

4.17.0 Alcohol - Packaging and Storage 

4.17.1 Alcohol - Packaging / Labeling / Tagging 

4.17.2 Alcohol - Storage 
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4.18.0 Perishables - Packaging and Storage 

4.18.1 Perishables - Packaging / Labeling / Tagging 

4.18.2 Perishables - Storage 

4.19 .0 Fingerprints - Packaging and Storage 

4.19.1 fingerprints - Packaging/ Labeling/ Tagging 

4.19.2 Fingerprints - Storage 

4.20.0 Found Property & Safekeeping - Packaging and Storage 

4.20.1 Found Property- Labeling/ Tagging 

4.20.2 Found Property - Storage 

4.20.3 Property for Safekeeping - Labeling/ Tagging (Personal Property) 

4.20.4 Property for Safekeeping (Personal Property) - Storage 

4.20.5 Color Coding 

4.21.0 Types of Storage 

4.21.1 Storage - Storage Locations and Layout 

4.22.0 Storage Layout/ Schemes 
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CHAPTER 4 

Packaging and Storage 

ISSUES IN NEED OF CORRECTION - CHAPTER 4 

• The large size of the warehouse is hampering the efficiency of the operation 
• The lack of purging is slowing the retrieval process 
• The poor utilization of shelving and packaging sizes hamper both storage and 

retrieval 
• The longitudinal layout of shelves is causing employees to walk extraordinary 

lengths to store or retrieve evidence 
• Firearms - Duplication of data during packaging and entry to property room 
• Inefficient packaging standards for drugs 
• Inefficient storage schemes for drugs 
• Lack of policy for weighing drugs 
• Syringe tubes need to be submitted by themselves and not commingled in other 

packaging for safety of employees 
• There is no requirement to include weights of drug on the package or record which 

can easily allow later substitution while in storage or awaiting destruction 
• Syringe tubes need to be stored by themselves for the safety of all personnel 
• Active drugs are being stored outside of the drug room due to inventory size 
• Flammables are not being stored in a manner that protects staff from dangerous 

fumes, nor is it stored in a manner to prevent a fire or explosion 
• Currency packages under $100 are kept with general storage 
• Computer cannot determine how much money is in the warehouse or where these 

packages are by just searching for money in the computer 
• There is nothing in policy about packaging or storing counterfeit money 
• Both the packaging and storage of homicide evidence doesn't meet acceptable 

standards 
• Guns, money and drugs from homicides are commingling with the actual cases 

themselves with no extra security 

Overview: 
The vast majority of law enforcement property rooms are constantly struggling with space 
shortages and insufficient staffing levels to stay on top of the burgeoning inventories. 

However, the opposite is true with the Wichita Police Department's Property and Evidence 
Unit where there is no overall space problem with the facility, but there are issues in the 
layout that are creating tremendous issues when it comes to efficiency, space allocation, 
and compromised high profile evidence such as drug evidence. 

Additionally, the overall size of the facility is probably 2 - 3 times larger than necessary if 
acceptable purging protocols were in place along with better packaging protocols and 
storage schemes to include utilization of proper shelving. The overall efficiency is degraded 
exponentially when storing any evidence on a second floor and then having to walk the 
length of a football field to retrieve and/or store an item. 

While at the same time vehicles are going to be moved to an adjacent area that would 
be much more logical for evidence. There are lOOO's of transactions a week that take 
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place in the Property and Evidence Unit compared to maybe a dozen vehicle impound 
transactions. 

Another downside to a property facility this size is there is so much available space (volume 
wise) there 's no incentive to purge as documented in data (Chapter 1, Section 1.3.1 and 
in Chapter 6) showing that the inventory hos grown by 65,000 packages or as many os 
175,000 items in the lost 5 years. 

There is a direct correlation between space needs and the methods in which evidence is 
packaged, stored and retrieved. Properly selected packaging schemes combined with 
the appropriate shelving layouts con in some cases double or triple the amount of evidence 
that can be stored in the same area. 

In addition, the methods that ore currently utilized could reduce retrieval time by as much 
as 50% if done properly. 

The following chapter will evaluate the present packaging and storage systems and 
provide options for a revamped room, which could translate into improved storage 
schemes and labor savings. 

Starting on page 6 will be an analysis of the various types of submitted evidence and how 
to increase storage. The next page will outline a number of miscellaneous findings that ore 
having a tremendous impact on all packaging and storage schemes. 

Miscellaneous Observations: 

• Storing evidence on a second Hoor that is longer 
than a football field is an extremely time / labor 
intensive issue that slows almost all transactions. 

• The overwhelming number of items that are 
submitted to the Property and Evidence Unit are 
packaged in different size manila envelopes 
and/or various sizes of paper bags which is 
acceptable. However. in many coses there is no 
policy that requires on officer to submit the 
packages in the smallest package possible and 
thus many of the items ore over packaged taking 
up more space on the shelf than necessary. 

• The staff mentioned they were having to move 
significant amounts of evidence upstairs due to 
space issues, when in fact some of the shelving 
units on the main floor could easily store 20 - 25% 
more packages by merely adding additional 
shelves. In the photo to the right, there is more 
than sufficient space to add two more shelves in 
each bay, which in fact would increase the 
envelope capacity at least 20% as shown in the 
photo to the right. 
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• The two photos shown below are referred to as RTO (Return to Owner). These are 
packages where letters have been sent to the owner and are waiting for the owners 
to claim. If the item sits on the sheff longer than 40 days. it is destroyed by policy. 
There is one bin allocated for NIBIN cases and one location for items going to the 
lab as illustrated below. 

• In both of these photographs only a fraction of the space is being used for its 
intended purpose. while some of the space could possibly be repurposed 
eliminating moving so much evidence upstairs. In both of these photographs you 
can see that the shelves could be compressed vertically. and more shelves and the 
items for RTO can probably be consolidated to just a few shelves while the right bin 
in Crime Lab could also be reduced. thus freeing up space in the lower area for that 
envelope storage. 

• This photo shows items "awaiting oucflon". These 
items are generally moved out of the property room 
relatively quickly. However. they ore in an area with 
no enhanced security. As a matter of fact. items 
that ore awaiting destruction or auction hove the 
highest propensity for being pilfered from property 
rooms. Items awaiting auction should be secured in 
a locked room or cage. 

• The photograph below otters a coUogue of various storage locations where the 
inventory could be doubled with proper shelving and packaging. 
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• The 6 photographs below illustrate how additional shelving could be installed and 
double the capacity of each bay. (Possibly using left-over shelves from those that 
could be vacated.) 

• In the next two photos you can see the length of the overall storage areas that one 
must walk to get to a destination at the other end. Additionally, there is o 
tremendous amount of space that is not being used. In other words, staff members 
are walking through storage areas where nothing is being stored. One of the 
significant findings in this report is that the property room does not have sufficient 
personnel. The personnel issues ore all driven by practices that dramatically slow 
the storage and retrieval of evidence. 

• This is another illustration of how much wasted space there is in the upstairs 
warehouse. thus creating a scenario where the storage has gone lateral in the 
warehouse (front to back). The diagram would suggest that everything in this photo 
if the shelves we' re compressed could be stored in a half of the space. Additionally, 
running the shelves across the room could substantia lly reduce having to walk such 
distances to store and retreive evidence. The two diagrams below better illustrate 
how running the shelves perpendicular to the room (side to side) and including more 
shelves could move the entire inventory forward. 

Chapter 4 Wic hita Police Deportment Audit Report 
Evidence Control Systems. Inc. " 2021 

Page 4 of 73 



4.1 .0 Packaging and Long Term Storage 

Standard: An orderly system for numbering and storing property/evidence being retained 
by the property room should be designated. 

Definition: A system of numbering or labeling the building(s) , room(s) and shelves/bins that 
store property/evidence held in the custody of the law enforcement agency. 

Reasoning: By developing a packaging standard around the shelving and bin 
configuration, or vice-versa. an agency can maximize the efficiency and space of its 
property/evidence storage and minimize the effort it takes to store and retrieve it. A 
suggested scenario for developing on overall organization pattern would be: 

• Review the historical record of the types and quantities of property/evidence that 
are regularly booked into the property rooms. 

• Designate particular areas of the storage facility for particular categories of 
property/evidence. For instance. Property for Safekeeping should be nearest the 
public counter, and homicide evidence in the farthest away location due to the 
frequency that these locations are accessed. 

• Design standardized packaging containers based on the size of the most commonly 
found items. 

• If shelving is fixed, design your containers around the shelving sizes. If shelving is 
adjustable, use containers that are standard sizes to minimize costs. If several 
standard size envelopes were designated, then the appropriate containers, 
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drawers. and bins could be designed to store selected envelopes in specific 
shelving locations. 

• The use of high-density (mobile) storage shelves is the most effective method to 
significantly increase storage space. All rooms. boys. bins. shetves. rocks. and 
containers need to hove a clear1y readable address. Being able to specifically 
identify and document each storage location used by the agency is a critical step 
in efficient storage and retrieval. (IAPE Standard 5.3· storage Focffffles - Storage 
Schemes - January 20 J 9) 

4.1.1 General - Packaging / Labeling 

Rndlng: one of the most important building blocks of an 
efficient and professional property room is the ability to 
store evidence in a manner where items can be retrieved 
in seconds as illustrated in the photograph to the right. 

t 
The first building block is packaging and label placement 
that is conducive for the items being stored in an orderty 
manner as shown. 

Currently. most barcodes in the Wichita Property and 
Evidence Unit are not on the front of any of the packaging 
thus making utiHzation of the scanner almost useless for 
storing or inventories. 

One of the biggest concems in the Wichita Police Deportment's Property and Evidence 
Unit would be the massive-:"inventory where one must walk a significant dista nce just to 
locate the item(s) needed:.. 

At the present time. you could have three officers seize and submit the same exact item 
and all three wall package and label differently! It is believed 
that the standardization of efficient packaging for storage 
needs hos never been o priority. Efficient storage would 
mandate that items are stored in the smallest packaging 
possible. 

Currently. when packages come into the Property and 
Evidence Unit in a variety of sizes. they can in fact be 
commingled on the some shelf thus making later retrieval 
extremely cumbersome as shown in the photo to the right. 

Lighting is extremely poor in some aisles when retrieving packages. 
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In the following photo there is enough vertical space between shelves to have added 
another two or three shelves. increasing capacity by 30 -40% in the same foot print. 

As noted. when evidence is placed on the shelf there are no location barcodes on the shelf 
which negates the utilization of any barcode systems. 

In a properly designed evidence room the retrieval should take no more than a few 
seconds if packages are stored in a manner that is intuitive. (Section 4.21.0 will better 
define.) 

Another building block is proper shelving and storage bins. The photos below illustrate 
examples of the various different sizes and packaging methods for easier storage and 
retrieval. 

The following photos illustrates how someone can easily leaf through the envelopes with 
their scanner with minimal effort for retrieval or conducting inventories and retrieving 
evidence. 

Section 4.22.0 at the end of this chapter will illustrate how some of the defined issues con 
be streamlined and make the unit much more efficient. 

Chopter4 Wichita Police Deportment Audit Report 
Evidence Control Systems. Inc. c 2021 

Page 7 of 73 



4.2.0 Packaging / Storage - Firearms 

Standard: Firearms should be packaged in a manner that protects the employee, protects 
the evidentiary value of the item, and permits efficient storage. Firearm safety must be a 
priority. 

Definition: Packaging refers to the container used to; safeguard the firearm, permit 
appropriate labeling. preserve trace evidence, and protect the firearm from cross
contamination. 

Reasoning: Firearms should be packaged in a manner that easily identifies the item as a 
firearm, and permits the reading of identifying make, caliber. model numbers, and serial 
numbers. The packaging should also safeguard the evidence from cross-contamination 
and permit the highest level of safety for employees by allowing a visual inspection to 
confirm that the firearm is not loaded. 

A good practice to prevent a loaded firearm from being submitted to the property room is 
to insert a nylon safety tie through the action or cylinder when feasible. The tie should not 
be inserted through the barrel as it may alter the barrel markings. Any proposed policy to 
this effect should be reviewed by the crime lab in use to satisfy any forensic objections. 

Firearms may be stored in a variety of containers. such as gun boxes. gun bogs, kraft paper. 
Tyvek bags, paper bags. or manila envelopes. Some agencies elect to not package their 
firearms at all. but this is not recommended due to the possibility of cross-contamination of 
DNA related material. 

Any container used for the storage of firearms should protect the safety of the employee 
from biohazardous substances, such as bloodbome pathogens. 

The firearm should also be protected in its packaging from the loss of evidentiary value by 
protecting any trace evidence present from cross-contamination or unintentional 
obliteration. 

Selecting the correct method of packaging con greatly impact the effectiveness of 
storage and retrieval of firearms. 

A firearm placed inside a gun box should be secured with nylon tie wraps, zip ties. or coble 
wraps, after it hos been safety checked for being unloaded. 

Boxes and bags should generally not be reused if the cross-contamination of trace 
evidence from a previous use may be on issue in the new case. 

The exterior of the container should hove color-coded labels to indicate if the firearm has 
been contaminated with biohazards, or if it had been used in a homicide, officer-involved 
shooting, found property, safekeeping, or any other special issue. 

Each department should develop a policy that provides guidance on the submission of live 
ammunition. Some agencies chose to place ammunition separately inside a gun box, while 
other may choose to book and store it separately. Note: placing ammunition inside a gun 
box may deem the firearm to be loaded under certain state's statutes. 
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This is an important distinction if the firearm is ever transported or handled by civilians. (IAPE 
Standard 11. 1: Firearms Packaging - January 2019) 

4.2.1 Firearms - Packaging/ Labeling (Handguns) 

Finding: Handguns are submitted into the locker with an 
associated yellow plastic tag with the gun descriptors .!)QilQ 
written on it as shown. 

It should be noted that the officer writes the information on 
the "department receipt" and then again writes the 
information on the yellow tag and secures into the 
temporary locker along with ammo. etc. 

When the firearm is received the serial number. make. 
model. etc. are all validated for correctness. After the gun is 
validated another tag is affixed to the gun for the 
placement of the barcode (as shown). 

At this point the same data (description) of the firearms has 
been typed or written 3 separate times and will again be 
typed into a spreadsheet when ready to destroy or auction. 
Any gun needing fingerprinting is placed into a box and 
submitted to the Crime Scene Unit. 

Does Not Meet Recognized Professional Standards I Practices ........ Modification Necessary 

Recommendations /Options: 
With the implementation of the new Niche computer system it is imperative that the 
firearm data entry is only done once, as opposed to the current method of writing 
all of the information three separate times. 

Additionally, the barcode should be printed out and designed with the information 
that the Property and Evidence Unit needs to manage those guns. 

The design of the barcode should be under the control of the Property and 
Evidence Unit. Lastly, if all of the data is properly collected upon entry, the barcode 
can be placed on the plastic tag and not repeated ever again during the life cycle 
of the gun. 
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4.2.2 Firearms - Handguns - Storage 

Finding: 
1. Handguns are stored on the appropriate shelves as shown below. 
Handguns are stored on the shelf in case order. Handguns are in the interior aisles and the 
outer wall as shown below. 

2. As previously mentioned in Chapter 3, the lighting is less 
than adequate for reading la bels in some of the aisles as 
shown in the photo to the right. 

3. Presently, when a gun is submitted with the bullets, 
holster etc .. there will only be one borcode representing 
the package of all of the contents. When the gun is to be 
released, destroyed, or auctioned there is no way to utilize 
the computer for the various actions as there is no 
barcode specifically for the gun. 

I Meets Recognized Professional Standards I PractiCff .............. Modification Necessary 

Recommendations/Options: 
1. Whenever possible try and store all of the handguns together and all of the long 
guns together. 

2. Add additional lighting and aisles. 

3. With the purchase of the new computer system, all efforts need to be token where 
all items (some exceptions) are barcoded, not the packages containing multiple 
items. By only using a borcode on a package with multiple items, the deportment is 
defeating the purpose of having a new borcode system. 

4.2.3 Firearms - Long Guns - Packaging / Labeling 

Finding: Long-guns are similarly packaged and labeled as the handguns. 

Does Not Meet Recognized Professional Standards I Practices ........ Modification Necessary 

Recommendations/Options: 
As suggested in Section 4.2.1, the labor-intensive entry processes must be 
streamlined with the new Niche computer system. 
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4.2.4 Firearms - Long Guns-Storage Methods 

Finding: An examination of the long gun storage found that some of the guns are stored in 
boxes on their spine (like a book in a library) some were stacked with as many as 8 to 1 O 
guns one on top of another and some are loose on the shelf as shown below. 

I Meets Recognized Professional Standards I Practices .............. Modification Necessary 

Recommendations/Options: 
If possible, it would be recommended that all of 
the long guns be stored in the some area for ease 
and handling. Always try to store long guns tha t 
ore in boxes on the spine of the box, so that o ther 
guns do not hove to be moved to retrieve. 

The long-term goal for the storage of long guns 
would be to hove them all in one specific area, 
stored on their spine in case order. and with 
improved lighting as shown in the photograph to 
the right. 

4.2.5 Firearms - Storage Segregation 

Standard: Firearms should be stored separately from general evidence items in a location 
with enhanced security. 

Definition: Regardless of the size needed, a firearm storage area should to be designed in 
a manner that it is separate from genera l evidence, provides enhanced security, 
environmenta l safety, and easy retrieval. 

Reasoning: The size of the firearm storage area needed is dependent upon the quantity of 
firearms anticipated needing storage. A small agency may only need a locker: a medium 
size agency may need a closet or cage, while a larger agency may need an entire room. 

Firearm evidence should not be commingled with any other property types, except when 
a common enhanced security area is shared with the storage of drugs or money. The 
following are recommended features for a firearm storage area: 

A firearm room, closet, or cage should be constructed of concrete block. lath and plaster, 
security screen. or drywall that has been reinforced with plywood or wire mesh. The room 
should not have suspended ceiling access from on adjacent room. Ingress should be via a 
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solid core door equipped with a double cylinder dead bolt keyed separately from the main 
property room. 

A locker, cabinet, or locking shelves may be used for smaller quantities of firearms. There 
should be a separate padlock on a hasp to secure the doors. 

Any room or area that maintains firearms should hove a separate alarm and video system to 
monitor ingress and activity inside. 

If necessary, a "rule of two" may be designed by providing the room key to one person and 
the alarm code to another 

Storage shelf and bin identifiers should be consistent with the storage scheme of the main 
property room. 

Firearms from "Active" cases should be kept separate from firearms "Pending Destruction." 
This may be accomplished by using separate shelves. 
Nothing precludes the enhanced security recommendations for firearms, money, and drugs 
from being combined into one common secure area with three distinct storage facilities. 

Rifles and shotguns should be placed in rifle boxes to permit a consecutive and systematic 
filing system. Any firearm. with or without a container should be filed on the shelf in a 
consecutive and systematic manner using the case or control number. The use of rifle boxes 
protects the firearm from cross-contamination and permits box magazines to be secured 
outside of the rifle for safety. 

Using gun boxes allows the rifle and handgun boxes to be stored on edge to permit easy 
retrieval. Use additional shelves if necessary; vertical clearance between shelves should be 
little more that the height of the box to avoid wasting space. Avoid stacking boxes one on 
top of another to eliminate moving multiple boxes during retrieval. Not all long guns will fit in 
boxes, therefore an area for oversized handguns and long guns should be made available. 

Firearms from active cases should be in one location, and firearms pending destruction should 
be in another. (IAPE Standard 11 .4: Firearms Storage - January 2019) 

4.2.6 Firearms - Storage Segregation (Enhanced Security) 

Finding: Firearms ore all stored in a lockable Gun Cage /Room. f 

j Meets Recognized Professional Standards I Practices .............. Modification Necessary 

Recommendations/Options: 

Chopter4 Wichita Police Deportment Audit Report 
Evidence Control Systems, Inc. c 2021 

Page 12 of 73 



4.2.7 Firearms - Destruction - Storage (Ready for Destruction) 

Standard: Firearms pending destruction should always be stored in a designated area that 
has an enhanced level of security in the property room. 

Definition: Firearms pending destruction security refers to the area where firearms are 
maintained prior to the actual destruction. 

Reasoning: Firearms pending destruction have the greatest likelihood of being pilfered from 
storage. Storing these items in a locked room, secured locker, or locked cabinet provides 
an enhanced level of security. (IAPE Standard 11.5 Firearms - Storage Pending Destruction 
- January 2019) 

Finding: Rrearms that are to be destroyed are moved 
from the active storage shelf and placed on a shelf 
designated for guns for auction and guns for 
destruction as shown. 

I Meets Recognized Professional Standards I Practices.............. Modification Necessary 

Recommendations/Options: 
Firearms awaiting destruction are much more 
susceptible to pilferage than guns in active 
cases. Keeping the guns in a locked container is 
always encouraged as on additional safeguard. 

4.2.8 Ammunition - Packaging and Labeling 

Each Department should develop a policy that provides guidance on the submission of live 
ammunition. Some agencies chose to place ammunition separately inside a gun box, while 
other may choose to book and store it separately. Note: Placing ammunition inside a gun 
box may deem the firearm to be loaded under certain state's statutes. This is an important 
distinction if the firearm is ever transported or handled by civilians. 
(IAPE Standard 1 1.1 Firearms - Packaging - January 2019) 

Finding: 
1. According to the staff, ammunition is typically packaged any way the officers choose 
and frequently in the gun box with the firearm. There is nothing specific in the Packaging 
Manual that discusses how to package ammo. 
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2. Presently. when ammunition is submitted with the gun. holster etc .. there will only be one 
barcode representing the package of all of the contents. When the ammo is to be 
released. destroyed, or auctioned there is no way to utilize the computer for the action as 
there is no barcode for the ammunition. (previously mentioned) 

Caytlon - Information 
The below news story has occurred nearly two dozen 
times in police departments across the country in the 
past 9 years. The scenario; a bag of loose ammo is in a 
paper bag. dropped on the floor and the rim of the shell 
strikes the firing pin of the other round and explodes. 

2HoustonTV Jonuory 13, 2014 
Deputy drops evidence bag. gets hit by bullet ofter it 
explodes - Houston, TX -

A bizarre mishap in the basement of the Horris County Criminal Justice Center Friday morning 
yielded a minor injury too Horris County deputy. "A deputy was transferring on evidence bog. 
It dropped. A bullet in the bog exploded. I won't soy fired, because it didn't come from o gun. 
If just exploded. It grazed the deputy," Alon Bernstein, Director of Public Affairs for the Horris 
County Sheriff's Office, said . The slight ankle wound was treated on the spot. 

I Meets Recognized Professional Standards I Practices .............. Modification Necessary 

Recommendations/Options: 
I . The likelihood of a similar event is somewhat 
remote, but the Property and Evidence Unit 
should hove a discussion on packaging. Below 
ore several options to consider. (See photo in 
Section 4.2. 9) since some of the deportment's 
ammo is packaged similarly. 

2. With the purchase of the new computer system 
all efforts need to be token where all items (some exceptions) ore barcoded, not 
the packages containing multiple items. By using only one borcode on a package 
with multiple items, the deportment is defeating the purpose of having a new 
barcode system. 

4.2.9 Ammunition - Storage 

Finding: When ammunition packages are submitted into the Property and Evidence Unit. 
they could generally be stored with the gun on the shelf. 

I Meets Recognized Professional Standards I Practices .............. Modification Necessary 
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Recommendations/ Options: 
Consider using corrugated plastic bins or box bins 
as drawers and filing the envelopes as shown and 
use several of the new shelves that are now 
available. 

4.2.10 Ammunition for Destruction 

Finding: Ammo for destruction is maintained in one of two buckets in the Gun Room. 

The staff states "Bucket 1" is for federal forfeiture cases 
and the ammo that has to be destroyed. EOD team picks 
this up once a month (when they are here during the drug 
destruction) and takes it to the EOD Range for disposal. 

Bucket 2 - for all ammo that has been authorized to be 
destroyed from a purge report or the owner does not want 
to come back and get the ammo ("we don' t release guns 
and ammo at the same time") . 

"My Officer that works on the auction guns - goes through 
the ammo and logs it for auction. If it would be bad ammo - he would place it in the 
destruction bucket". 

The practice of separating Federal Forfeiture ammo is quite unusual. Further inquiry reveals 
there is no policy just a past practice and no knowledge why this is done. 

I Meets Recognized Professional Standards I Practices .............. Modification Necessary 

Recommendations/Options: 
Evidence Control Systems, Inc., would recommend that legal staff research if the 
practice of separating Federal Forfeiture ammunition for destruction is warranted, 
as it may be an unnecessary step in the process. It seems as if past practices are 
continued throughout Property and Evidence Unit without any questioning. 

4.3.0 Drugs - Packaging and Storage 

4.3.1 Drugs - Packaging / Labeling 

Standard: Drugs should be packaged and weighed in a manner that is consistent with 
Crime Lab requirements and Department storage requirements. 

Definition: Packaging refers to the manner in which drugs are preserved and labeled prior 
to being sent to the Crime Lab. 

Reasoning: Illegal drugs are often made or processed with hazardous materials and should 
have adequate packaging to prevent leakage or the emission of gasses from the material. 
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Contact the Crime lab used by your agency to ascertain the preferred method of 
packaging for each class of contraband. 

Some illegal drugs. such as Phencyclidine, are so potent that they should be heat sealed in 
heavy-duty (4.5mil) plastic bags and preferably inside a secondary airtight container. (IAPE 
Standard 9.1: Drugs Packaging - January 2019) 

Finding: A review of the inventory packaging and labeling in the drug room would suggest 
that most all drugs are submitted in envelopes. small paper bags. medium bags and large 
bags. 

According to the staff, there is no mandate in the 
Packaging Manual or any of the various policies on how 
drugs need to be packaged. It was determined by 
interview of staff members that at least 80% to 90% of all 
of the submitted drugs could fit into a 6 x 9 envelope. (See 
exhibit below) 

The lack of having a specific packaging standard is 
causing the drug room to be filled with packages 
substantially larger than necessary as noted in the 
photograph to the right. As a result of the over
packaging, drug evidence is being stored on the second 
floor on shelving without enhanced security due to the lack of space in the drug room. 

Does Not Meet Recognized Professional Standards I Practices ..... Modification Necessary 

Recommendations/Options: 
It is recommended that the Wichita Police 
Deportment design a 6 x 9 drug envelope with the 
associated prompts on the package and a place 
for a barcode for more efficient storage 
practices. (See 4.3.2 for additional information) 

-------·- ·-, ____ ·-

4.3.2 Drugs - Packaging / Weighing Standards - Policy 

The protocols for weighing drugs should be carefully worded by the law enforcement 
agency to avoid unnecessary conflict with the forensic lab standards. For example, all 
weighing of drugs should be consistently performed approximate net (without packaging). 
or approximate gross (with packaging). along with a description of the type of scale used 
and when it was last calibrated. Many departments are specifying that officers use 
approximate weights for evidence booking and use the crime lab analysis report for 
charging purposes. (IAPE Standard 9.2: Drugs - Documentation - January 2019) 
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Finding: Policy does not address weights of drugs when being packaged. According to 
staff "they con weigh them just for an idea of how much there is" . Additionally, packages 
are received in the Property and Evidence Unit without any weight which is a huge 
opportunity for someone to substitute an item during its life cycle in storage. (See Chapter 
6, Section 6.9.0 regarding Drug Destruction List for additional issues.) 

Does Not Meet Recognized Professional Standards I Practices ..... Modification Necessary 

Recommendations/Options: 
For consistency, Evidence Control Systems, Inc. recommends that the Packaging 
Manual define if the description is to contain gross weight, net weight or 
approximate. Without a standard, everyone will do it differenHy. 

4.3.3 Drugs - Packaging / Weighing Standards - Calibration 

The protocols for weighing drugs should be carefully worded by the low enforcement 
agency to ovoid unnecessary conflict with the forensic lob standards. For example, all 
weighing of drugs should be consistently performed approximate net (without paclcoging) , 
or approximate gross (with poclcoging), along with o description of the type of scale used 
and when it was lost calibrated. Many departments ore specifying that officers use 
approximate weights for evidence boolcing and use the crime lob analysis report for 
charging purposes. (IAPE Standard 9.2: Drugs • Documentation - January 2019) 

Finding: There are no policies or procedures in place that call for the calibration of any of 
the department scales that officers use in the poclcaging area. 

According to the Evidence Control Systems, Inc. survey there is no record of the scales every 
being calibrated. Note: All of the scales have been diverted from adjudicated drug coses. 

Does Not Meet Recognized Professional Standards I Practices .. ... Modification Necessary 

Recommendations/Options: 
Evidence Control Systems, Inc. recommends that the deportment develop a policy 
(Property Procedures Manual) to calibrate all of the scales at least annually and to 
document accordingly. 

4.3.4 Drugs - Storage - Long Term 

Standard: Drugs should be stored separately from general evidence items in a location with 
enhanced security. 

Definition: Regardless of the size needed, a drugs storage area should be designed in a 
manner that ii is separate from general evidence, provides enhanced security, 
environmental safety, and easy retrieval. 

Reasoning: The size of drug storage needed is dependent upon the anticipated quantity 
of drugs needing storage. A small agency may only need a loclcer or file cabinet; a medium 
size agency may need a closet or cage, while a larger agency may need an entire room 
orwollc-in vault . All drug enclosures should hove on independent method of being locked. 
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Drug evidence should not be commingled with any other property types. except when a 
common enhanced security area is shared with the separate storage of firearms or money. 
Nothing precludes the enhanced security recommendations for firearms. money, and 
drugs from being combined into one common secure area with three distinct storage 
locations 

The following ore recommended features for a drugs storage room: 

A drug room. closet, or cage should be constructed of concrete block. lath and 
plaster. or drywall that hos been reinforced with plywood or wire mesh. The room 
should not have suspended ceiling access from an adjacent room. Ingress should be 
via a solid core door equipped with a double cylinder (keys on both sides) dead-boll 
keyed separately from the main property room. 

A locker, cabinet. or file drawer may be used for smaller quantities of drugs. There 
should be a separate padlock on a hosp to secure the door. Do not rely solely on 
cabinet locks that con easily be defeated. 

Multiple hasps and locks on a drug storage area may be used to design a "ru le of 
two". if needed. By having more than one lock with only one person having the 
key/access to each lock, two people are required to gain access. 

Any drug storage area or enclosure should have a separate alarm and video camera 
to monitor ingress and activity inside. 

Storage shelf and bin identifiers should be consistent with the storage scheme of the 
main Property room. 

Drugs from "Active" coses should be kepi separate from drugs "Pending Destruction." 
This may be accomplished by using separate shelves or boxes. (JAPE Standard 9.4: 
Drugs - Storage - January 2019) 

Finding: 
1. The lack of packaging standards has c reated a very 
dysfunctional storage and retrieval scheme 

In the photo to the right it should be noted that there is a 
great deal of vertical space between the shelves. If the 
shelves were compressed to the height of the packages this 
one shelving unit alone may be capable of storing at least 
40% more envelopes. 

2. With the storage of large grocery bags of drugs 50%- 75% 
of the retrievals, numerous packages must be moved lo find 
the package in question. Additionally, if an inventory was 
ever to be conducted there are few visible labels that only 
exasperate the process of retrieval and/or inventories. 
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3. Vertical clearance in different size bags make both 
storage and retrieval difficult along with taking up twice as 
much space as necessary. 

4. , 

Does Not Meet Recognized Professional Standards I Practices ..... Modification Necessary 

Recommendations/Options: 
1. Compress shelves, utilize envelopes as much as possible and file in bins as shown 
in the 3 below photos. 

2. Eliminate stacking bags and use box bins as trays or store the bags vertically as 
shown. 

3. Only store one size package on shelf designed for that size package. 

4 . . 
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4.3.5 Drugs - Storage - Segregation 

Definition: Regardless of the size needed, o drugs storage area should be designed in o 
manner that it is separate from general evidence, provides enhanced security, 
environmental safety, and easy retrieval. 

Reasoning: The size of drug storage needed is dependent upon the anticipated quantity 
of drugs needing storage. A small agency may only need o locker or file cabinet; o medium 
size agency may need o closet or cage, while o larger agency may need on entire room 
or walk-in vault. All drug enclosures should hove on independent method of being locked. 
(IAPE Standard 9.4: Drugs - Storage - January 2019) 

Finding: The drug room itself would meet most acceptable standards, however when it was 
discovered that there are substantial amounts of drugs stored (approximately 50 boxes) in 

. This changes the overall rating to "does not meet acceptable 
Standards". 

Does Not Meet Recognized Professional Standards I Practices ..... Modification Necessary 

Recommendations/Options: 
All of the drugs within the entire warehouse must be in o secured location. 

4.3.6 Drugs - Destruction - Storage (Ready for Destruction) 

Standard: Drugs pending destruction should always be stored in o designated area that 
has on enhanced level of security in the property room. 

Definition: Drugs for Destruction security refers to the level of security afforded to the most 
vulnerable items in the evidence room. 

Reasoning: Drugs pending destruction have the greatest likelihood of being pilfered from 
storage. Storing these items in o locked room. sealed container, secured locker. or locked 
file cabinet provides an enhanced level of security. This segregation may oc cur in the same 
room as active drug cases. 

A "rule of two" is o principle that requires two persons to jointly move or stage the drugs 
awaiting destruction. A "rule of two" may be created by using two different locks on the 
storage container. locker. or room/vault. Each person would possess one of the keys. 
requiring both to be present to access the secure items. 
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Additionally. storing drugs for destruction in an area away from ac tive evidence provides a 
method to better track and visually monitor the quantity of drugs pending destruction. 
(IAPE Standard 9.6: Drugs Pending Destruction -January 2019) 

Finding: At the time of the Evidence Control Systems. Inc . visit, there were no drugs pending 
destruction in the Drug Room. 

I Meets Recognized Professional Standards I Practices .............. Modification Necessary 

Recommendations/Options: 
Ensure that any time drugs ore awaiting destruction. they remain in the confines of 
the Drug Room. Preferably, they should be kept in o specific area designed for 
Drugs for Destruction. 

4.4.0 Currency - Packaging - Storage 

4.4.1 Currency- Packaging- Package Type/ labeling/ Sealing 

Standard: Money should be packaged in uniquely colored envelopes or in containers with 
unique labels attached. Information on the label or package should provide sufficient data 
to identify the case. submitting and verifying employees. persons involved. contents and 
money listed by denomination and total. 

Definition: Money packaging refers to the manner in which money is preserved. 
documented and labeled. 

Reasoning: Based upon audits. direct observations and feedback from numerous property 
officers, there is a significantly high error rate in money counts by booking officers. Often, 
these errors can be related to simple arithmetic calculations. One method to reduce this 
error rate is to document the number and type of coins and bills for each denomination, 
e.g. 3 x .25 = .75, 4 x $1 bill = $4.00. There should be a subtotal for each denomination as 
well as a total for the money within the package. Additionally, double checking the math 
will help to reduce the error rate. 

The package or label used should have prompts that document the date and time. case 
number. tracking number, denominations. sum and the signatures of the booking and 
verifying parties. Verification by a second party should occur regardless of the dollar 
amount. The package or label should contain the booking and verifying officer's name 
printed in a legible manner along with signatures or initials and employee number. 
Verification of the count is necessary to ensure that the amount of money has been 
counted correctly and that a second person is responsible for both a correct count and 
the sealing of the money in the envelope or bag. Money should be sealed in a container 
that is tamper resistant and can be filed in an easily retrievable manner. 

Most sums of money booked will generally fit in a 4" x 6" or even an 8.5" x 11 " manila 
envelope. which is ideal for uniform size filing in a drawer or box. The manila envelope can 
be uniquely colored to provide a visual clue regarding the contents of the envelope and 
aids in locating items. The closing flap and seams may be sealed with evidence tape and 
initialed by both parties to prevent and identify tampering. 
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Some agencies prefer to use tamper-resistant plastic bags with similar prompts for 
documentation. but this option may lack color-coding. In this event. the agency should 
attach a uniquely colored label consistent with the color code established for other 
packages of money. (IAPE Standard 10. 1: Money Packaging - January 2019) 

Finding: 

1. Currency is generally first packaged in a commercially manufactured Currency Pouch 
with specific prompts for the officer to count money. After the pouch is completed by the 
officer, it is placed in the manila envelope or bag as shown. When the outer package 
reaches the Property and Evidence Unit a barcode is affixed to the back of the package. 
Additionally. the staff must write the case number (not item numbers) on each package. 

~POUCN 

------- ------ -- -_:7[!1 - · -· - -- . - ·- -- · - ·- -- · .. . _ -- · · ·- -- · ·· - -- ·- .. ._ 

Further discussion about the process revealed several years ago it was thought to be 
important to document the money on the plastic pouch. However, the pouch with the 
documentation is never seen by anyone in the Property and Evidence Unit until the case is 
adjudicated or released. There does not seem to appear to be a good reason to have all 
of the information written on the pouch, rewritten on the manila envelope, and then typed 
into the computer. 

2. An examination of the storage of money t determined that many 
of the packages are in various d ifferent sized containers and most difficult to file and 
retrieve. It was agreed by staff that the overwhelming majority of money would in fact fit 
into a 9" x 6" envelope as illustrated above. (Specific Color) 

I Meets Recognized Professional Standards I Practices . ............... Modification Necessary 
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Recommendations/Options: 
I. With the implementation of the new computer 
system, Evidence Control Systems, Inc., would 
recommend that the plastic pouch be eliminated 
and information that is needed be placed on the 
exterior of any manila envelope as shown. 
(Currency Envelope) 

With any changes ensure that the borcode is on 
the front for later inventories. If on inventory was 
done today each package would hove to be 
removed, turn over and scanned. 

2. Evidence Control Systems Inc. recommends that 

-· -- --·---- ----

policy mandate that the Currency Envelope as described becomes the standard 
with specific defined currency data fields. For the amount of money to fit into the 
envelope use on appropriate container to secure and utilize the envelope as the 
outside label. Additionally, all barcodes need to be on the front of the package. 

4.4.2 Currency - Storage - (Long Term) 

Standard: Money should be stored separately from general evidence items in a location 
with enhanced security. 

Definition: A money storage area refers to the location where it is segregated from items of 
general evidence, provided with enhanced security, and is categorized by active and 
pending transfer designations. 

Reasoning: The size of a money storage area. or vault. is defined by the quantity of money 
packages that an agency has historically stored. If only five or six packages are taken in 
each month, a cabinet or file drawer may suffice. If larger quantities are taken in, a box on 
a shelf in a closet might be appropriate. Larger quantities yet may require several boxes 
on several shelves in a designated room/vault. 

Money evidence should not be commingled with any other property types. except when 
a common enhanced security area is shared with the storage of firearms or money. The 
following are recommended features for a money storage area: 

For a large agency, an interior money room. vault. or cage should be constructed of 
concrete block, lath and plaster. or drywall that has been reinforced with plywood or wire 
mesh. The room should not have suspended ceiling access from an adjacent room. Ingress 
should be via a solid core door equipped with a double cylinder dead bolt keyed separately 
from the main property room. The room should have a separate alarm and video camera to 
monitor ingress and activity inside. A "rule of two" may be designed by providing the room 
key or combination to one person and the alarm code to another. 

A safe, locker. cabinet, or file drawer may be used for smaller quantities of money. There 
should be a separate padlock on a hasp to secure cabinet doors. Multiple hasps and locks 
may be used to design a "rule of two", if needed. Do not rely solely on cabinet locks that can 
easily be defeated. A video camera to monitor activity is recommended. 
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Storage shelf and bin identifiers should be consistent with the storage scheme of the main 
property room. 

Money from "Active" cases should be kept separate from money "Pending Transfer." This 
may be accomplished by using separate shelves or boxes. 

Nothing precludes the enhanced security recommendations for firearms. money, and drugs 
from being combined into one common secure area with three distinct storage locations. 
(IAPE Standard 10-4: Money - Storage - January 2019) 

Finding: Currency packages with over $100 are stored in 
the money vault as shown. Lesser amounts are stored 
throughout the Property and Evidence Unit commingled 
with general evidence. Historically. in property rooms 
across the United States. there are for more packages of 
money submitted in less than $100 amounts. It is not 
impossible that the amount in the vault in the warehouse 
could be a substantial amount of money. 

Note: This is a practice, not a policy. 

Additionally, the computer does not have the capability 
to search for all monies in the system, unless the first line item is money. 

Note: If anyone were to pilfer any money from the upstairs warehouse and the owner didn't 
claim it, it will be a minimum of five years before the loss is noticed. 

Does Not Meet Recognized Professional Standards I Practices ..... Modification Necessary 

Recommendations/Options: 
- . .. 

Unfortunately, if the money is not the first item listed in 
the record when other items ore booked, this task 
becomes almost impossible. In the new computer 
system, it needs to provide the ability to easily search 
by category (guns, money, drugs, bike, bio, long items, blood samples, etc.), 
Additionally, the search should hove the ability to query by locations such as 
Currency Room, Drug Room, etc. 

Option: Consider not storing money in the Property and Evidence Unit Facility and 
deposit the money into the bank as quickly as possible. Depositing money in the 
bank immediately ofter being submitted hos become the norm for many 
deportments as money almost never goes to court. (See Chapter 6 for additional 
information.) 
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4.4.3 Counterfeit Money- Packaging/ Labeling 

Finding: There are no standards for the packaging of counterfeit money. As a note, 
counterfeit money has become a target of theft as the quality is so good it is hard to discern 
the difference. 

Does Not Meet Recognized Professional Standards I Practices ..... Modification Necessary 

Recommendations/Options: 
Consider using a currency envelope with a check box for Counterfeit Money. 
Because of the high quality of counterfeit money, it should be handled with rigid 
internal controls. 

Evidence Control Systems, Inc. recommends that items such as this are entered into 
the computer under a specific category for later searches. 

4.4.4 Counterfeit Money- Storage (Long Term) 

Other valuables, such as negotiable securities, foreign currency, counterfeit bills, jewelry 
and precious stones should also be provided additional levels of security and 
documentation regarding their handling and ultimate disposition. (IAPE Standard 10.4: 
Money - Storage - January 2019) 

Finding: Counterfeit money could be stored on any shelf throughout the warehouse. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendations/Options: 
Evidence Control Systems, Inc. recommends counterfeit money to be stored in the 
area with enhanced security such as the Money Vault. Consider o separate box or 
bin next to the suggested regular Currency trays just for counterfeit money. 

Note: If the money is not being used for a state charge the U.S. Secret Service needs 
the money to be sent to them for their investigations. When the Secret Service 
receives the bill, they enter the serial numbers into their database to see if the 
specific serial numbers ore being passed at any other locations. The included notice 
from the Secret Service provides o method to submit your bills electronically. 
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4.5.0 Homicide Evidence - Packaging and Storage 

4.5.1 Homicide Evidence - Packaging / Labeling 

Biohazord Labels should be available and used on all items suspected of being 
contaminated with body Huids. Evidence sealing tape should be placed on all packages 
where contamination or integrity may become an issue. Color-coded stick-on labels may 
be used to designate specific types of evidence. such as Sexual Assault, Homicide related. 
Officer-Involved-Shooting, Found Property and Property for Safekeeping. Color-coded 
Labels can also designate what year the item was taken into custody. (/APE Standard 3.1: 
Packaging Requirements - January 2019) 

Finding: 
1. According to the staff, the homicide packaging has no type of special label indicating 
that the package is homicide related. 

2. Many of the old packages are deteriorating and exposing the evidence to cross 
contamination. loss and damage. Due to the advances of science many of these cases 
could easily be resurrected for additional scientific analysis and investigative purposes. 
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Evidence packaging that is deteriorating as illustrated below could be an issue. 

Does Not Meet Recognized Professional Standards I Practices ..... . Modification Necessary 

Recommendations/Options: 
1. Consider having some type of warning label that alerts 
employee's oHention to the significance of the item(s), so 
that during any movement or purging everyone is alerted 
to the importance of the item(s), so that the Property and 
Evidence Unit staff may address any evidence packaging 
deterioration concerns. 

2. The coses where the evidence packaging hos deteriorated need to be addressed in 
order to protect the evidence from exposure to cross contamination, damage, loss or 
the significant amount of dust and dirt in the area. The repackaging of the evidence 
may just include placing the torn open packages into a newer package. 

4.5.2 Homicide Evidence - Storage 

Homicide Evidence has no statute of limitations and is frequently retained for decades, and 
in some cases forever by statute. Given the lengthy storage requirement. homicide 
evidence should be grouped together and relegated to those areas that are least 
accessible in the property room. Otherwise, the property officer will walk past the homicide 
evidence to get to other items that need to be accessed more often. 

A large percentage of homicide evidence may contain DNA and trace evidence. Special 
attention should be given to ensure that all biological and trace evidence is preserved in 
a manner that protects it from cross-contamination and degradation. Each agency should 
obtain a written protocol from the forensic lab that it utilizes on how to store and preserve 
biological and trace evidence. (/APE Standard 7.2: Storage Evidence - January 2019) 

Finding: 
1. Accordina to the staff. most homicide evidence is stored • 

- - ~----- _ I a cooed area allocated for just homicide 
evidence. There are also other homicide cases t I t> 
behind a chain link cage. It is not clear why these items are in a lockable cage. 

The overall storage of homicide evidence t does not provide the 
necessary protection to prevent the deterioration of the evidence packages. 
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Evidence packages ore stuffed on shelf locations, stocked on floors or piled in boxes as 
shown. 

2. Most all of the homicide evidence is 1 

- l toking up valuable real estate for items that ore rotating out every five years. 

3. Much of the evidence in this area may contain DNA (bio evidence) and is being stored 
in on area that c on easily reach 100 degrees or more in the summer with very high humidity 
levels. This type of environment con be extremely detrimental to biological evidence. This 
is extremely important with the number of post-conviction appeals and the ability to solve 
old cold coses. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendations/Options: 
According to staff the newer {north side) is much cooler during the hot months. 
Evidence Control System, lnc~uld strongly recommend all homicide evidence be 
moved to · if the temperatures follow the 
recommendations noted below-: This wou,<.i accomplish two things, first moving the 
evidence into a cooler environment with less humidity and placing items that are not 
going to be retrieved on a regular basis to a more isolated location. 

Note: The below temperature guidelines are provided by Notional Institute of Justice 
{NIJ) and the Notional Institute of Standards and Technology {NIST) in the Biological 
Evidence Preservation Handbook, best practices for evidence handlers. 

Temperature Controlled: temperature is maintained thermostatically between 15.5 °C 
and 24°C {60°F to 75°F) with less than 60% humidity. 

Room Temperature: temperature is equal to the ambient temperature o f its 
surroundings: storage area may lock temperature and humidity control methods. 

4.5.3 Homicide Evidence - Firearms, Drugs and Money 

Homicide related firearms, drugs, and money should be stored in the respective designated 
storage areas, not with the homicide evidence. The reason for segregating these items from 
other homicide evidence is to place them in enhanced security (see Sections 9. 1 O. and 11 
regarding enhanced security) and to permit the items to be routinely accounted for in on 
inventory. (/APE Standard 7.2: Storage - Homicide Storage - January 2019) 
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Finding: Firearms, drugs and money from all homicide 
cases are stored with the actual homicide evidence from 
its parent case. thus exposing to pilfering due to its age in 
the upstairs warehouse. 

It's not clear why money over $100 is c losely controlled with 
a two-person rule into the money vault, yet all other monies 
have no additional security. 

Does Not Meet Recognized Professional Standards I Practices ........ Modification Necessary 

Recommendations/Options: 
Guns. money and drugs should always be secured in an area with enhanced 
security and preferably with other guns, money, and drugs. 

The reasoning for this type of storage is. if yo u hove a Firearm in a 1954 homicide 
case that is not stored with enhanced security it now becomes o target for theft as 
the mindset would be that this is a 70-year-old case that no one will ever be looking 
at. 

Always consider labeling homicide evidence 
with some type of label as shown in the photo 
to the right that defines the nature of the 
evidence. The photo illustrates a department 
that stores homicide evidence with o special 
lobe/ commingled with other evidence. 

4.6.0 Bio-Hazardous Evidence - Packaging and Storage 

Biohazard labels should be available and used on all items suspected of being 
contaminated with body Huids. Evidence sealing tape should be placed on all packages 
where contamination or integrity may become an issue. Color-coded stick-on labels may 
be used to designate specific types of evidence, such as Sexual Assault. Homicide related. 
Officer-Involved-Shooting, Found Property, and Property for Safekeeping. Color-coded 
labels can also designate what year the item was taken into custody. (IAPE Standard 3.1 : 
Storage - Packaging Requirements- January 2019) 

Recommendation 1 - 2: Prior to a property and evidence custodian accepting biological 
evidence. it should be clearly marked and labeled by the submitter as biological evidence, 
allowing it to be tracked within the evidence management system and stored 
appropriately from intake through disposition. 

• Package each item separately; avoid comingling items to prevent cross
contamination. 
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• Use a blohazard label to Indicate that a potential blohazard Is present. 

• Plastic bags are NOT preferred for storage due to the possibility of bacterial growth 
or mold. 

• If drying wet evidence is not possible, place the evidence in an impermeable and 
nonporous container and place the container in a refrigerator that maintains a 
temperature of 2°-8°C (approximately 35°-46°F) and is located away from direct 
sunlight until it can be air dried or until it can be submitted to the lab. 

• Seal each package with evidence tape or other seals. such as heat seals and gum 
seals (avoid staples if possible) . All seals should be marl<ed to identify the person who 
sealed the package. Mark across the seal with the sealer's identification or initials 
and the date. 

• All firearms submitted into evidence for biological testing should be unloaded. 
mode safe and placed into a new cardboard gun box. The submitting individual 
should seal the box and indicate on the exterior of the box that the weapon was 
unloaded. made safe and may contain biological material 

• Label items according to agency policy and procedures. At a minimum, mark each 
package with a unique identifier. the identification of the person who collected it 
and the date of collection. The unique identifier should correspond to the item 
description noted on the property/evidence report (e.g .. evidence tag, property 
sheet, property receipt, or property invoice). 

• Maintain the integrity of the item through the package documentation. 
Documentation includes all marl<ings, seals, tags and labels used by all of the 
involved agencies. Therefore. it is critical to preserve and document all packaging 
and labels received by or returned to the agency. (NIST Biological Evidence 
Preservation Handbook. 2013) 

4.6.1 Biohazard Evidence - Packaging / Labeling Polley 

Finding: 
1. According to the staff, when bio evidence is submitted 
the officer submits the package with a pre-stamped 
package with the word BIOHAZARD. The current label is 
not very prominent as noted in photo. 

2. When examining this packaging it was revealed that 
most all of the submitted packages are submitted in a 
hand stomped package as shown. 

During the Evidence Control System. Inc., audit a police officer was observed hand 
stomping packages (see above). At on annual pay of $60,000 a year or nearly $30 an hour, 
this appears to be an extremely inefficient task for an officer. Additionally, while observing 
the hand stamping, the officer stopped after each package and blew on the wet ink to 
dry it! 
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The process seems to be inefficient and may cross contaminate the unused evidence 
package. When the officer is directly blowing into the evidence package surface to dry 
the ink from the BIOHAZARD stomp, they may be also blowing saliva and introducing their 
DNA to the envelope, thus cross contaminating the evidence package. 

3. At the some time is was realized that every package rec eived in the Property and 
Evidence Unit the staff hos to re-write the c ase number (20C56506) on the package which 
also increases the possibility of writing the number down incorrectly. 

I MHts Recognized Professional Standards I Practices ...................... Modification I Options 

Recommendations/Options: 
1. The suggested Packaging Manual needs 
to instruct the officer that any bio evidence 
submitted shall include some type of 
warning lobe/. You can purchase 1000 of 
these on line ot Amazon for approximately 
$ IO os shown. 

2. Evidence Control System, Inc., recommends that the department continues to 
use the some type of packaging. However, in the future they ore first sent to a print 
shop for this type work. 

3. In the future the bar code should replace this process entirely. Note: Bar code 
stock con be purchased in any size and font. 

Secondly, if large case numbers are needed on some 
packages, o simple program in the computer could 
easily replica te the case number to be secured to the 
top of the package os shown. 

4.6.2 Biohazard Evidence - Storage 

Biological evidence must be stored in a fashion that not only safeguards its integrity but also 
ensures its protection from degradation. The storage of biological evidence may include, 
but is not limited to, the use of temperature and humidity-controlled areas or freezers and 
refrigerators. In all coses, it should be understood that conditions of storage should include 
protection from moisture, excessive heat and protection from sunlight. 

Biological evidence should be stored in one of the following conditions. depending on the 
type of evidence and if known, the type of analysis that will be conducted: 

• frozen: temperature is maintained thermostatically at or below -1 O °C ( 14 °F) 

• refrigerated: temperature is maintained thermostatically between 2 °C and 8 °C 
(36 °F and 46 °f) with less than 25 % humidity 

• temperature controlled: temperature is maintained thermostatically between 
15.5 °C and 24 °C (60 °f to 75 °f) with less than 60 % humidity 

• Room temperature: temperature is equal to the ambient temperature of its 
surroundings; storage area may lack temperature and humidity control methods 
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Because of the nature of the evidence storage and management process. it is 
necessary to distinguish temporary storage from long-term storage. 

Because of the nature of the evidence storage and management process. it is necessary 
to distinguish temporary storage from long-term storage. In many cases. evidence is stored 
temporarily because the facility handling it does not have the proper conditions to ensure 
its integrity for a long time. Temporary storage spaces include medical facilities and 
hospitals. small property rooms at law enforcement headquarters. or vehicles that transport 
evidence from the crime scene to long-term evidence management facilities. 

Throughout this handbook, we define temporary storage to include any location where 
evidence may be stored for 72 hours or less. Long-term storage is defined as any location 
where evidence may be stored for more than 72 hours. Biological evidence stored in a 
space temporarily has slightly different environmental guidelines than evidence kept in 
long-term storage because the biological material can degrade over time because of 
factors that might be less likely to take effect within 72 hours. The following matrices outline 
acceptable environments for biological evidence types; however. readers should defer to 
their crime laboratory's policy. For most situations, the working group strongly urges the use 
of the guidelines presented here, as they are backed by a comprehensive review of current 
literature. (NIST Biological Evidence Preservation Handbook, 2013) 

Commentary: These comments ore addressing all BIO Evidence in the Wichita Police 
Deportment Evidence and Property Unit. In April 20 13 the NaHonal ,,,.,,,.,,_ ol Standards 
and Technology commission The llologlcal l'reservaHon Handboolc - lest Procflces for 
Evidence Handler. The 64-poge document outlines various options for the long-term 
storage of biological evidence. Exhibit 4-A provides the preferred storage conditions for 
bio evidence. Always check with the local Crime Lob for ther input. 

EXHIBIT 4-A 

LONG TERM STORAGE CONDITIONS - MATRIX 

Urine 

Ory Blological Sulned 
Item' 

Wet Bloody Items (If 
cannot be dried) 

Bona 
Hair 
Swabs with Blolo,ical 
Matarial 

Vqinal Smears 

Feces 

Buccal Swabs 
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Finding: Bio evidence could be commingled with other general evidence in hundreds of 
different locations throughout the warehouse. Unfortunately, much of this type evidence 
has been stored in parts of the warehouse that reach temperatures over 100 degrees 
throughout the summer along with very high humidity. 
This type of environment is totally unsatisfactory for any evidence that may contain DNA or 
testing for any type of Post-Conviction appeal. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendations/Options: 
Any bio evidence in general storage should be moved to an area with an 
environment more conducive for this type o f storage. See previous Matrix (Exhibit 
4-A). 

4.6.3 Blohazard Evidence - Hypodermic Needles - Packaging 

Syringes and Sharps: Syringes and sharps should only be stored in an approved sharps 
container and should be stored in a designated area for employee safety. Sharps 
containers should not be commingled with other items of evidence to prevent accidental 
cuts or needle sticks. 

Syringes and needles are generally being booked into evidence less frequently due to the 
potential hazard of a needle stick injury. Agency policy may permit syringes and needles to 
be photographed and destroyed in lieu of being booked as evidence. Any liquid present 
in a syringe should be emptied into a small glass vial for subsequent analysis. if appropriate. 
Always dispose of the syringes and needles in a manner approved for medical waste. which 
differs by slate. (IAPE Standard 7.2: Storage Evidence - January 2019) 

Hypodermic Needles - Department packaging protocols should require that any type of 
needle or other sharp object entering the property room be stored in a container that is 
closeable, puncture-resistant and leak-proof on the sides and bottom, labeled or color
coded and breathable. These items should not be commingled in a package with other 
evidence. Sharps containers also must be maintained upright throughout use (OSHA 2012) 
(NIST Biological Handbook Page 13) 

Finding: 
1. Hypodermic needles are typically p laced into a syringe tube and then placed into an 
evidence envelope or bag and stamped with a rubber stamp. 

It should be noted how storing the tubes in paper bags as 
shown is utilizing much more spa ce than necessary and 
most difficult to store for later retrieval. 
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2. Stoff hove indicated that Hypodermic needles sometimes do get submitted with other 
evidence. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendations/Options: 
1. Syringes pose a risk of exposing department staff to 
serious infectious diseases. To minimize the risk, it is 
recommended that efforts need to highlight the 
Biohazard message more prominently with some type of 
brightly colored label as shown. The evidence package 
should clearly describe and identify the item is a syringe. 

BIOHAZARD 

CONTAINS A SYRINGE 

2. Submitting tubes commingled with other evidence is dangerous. The tube 
package needs to be isolated from other items and packaged by itself for the safety 
of employees handling the evidence. 

4.6.4 Blohazard Evidence - Hypodermic Needles - Storage 

For employee safety, syringes should be stored in on area designated for such evidence. 
Commingling packaged syringes with other evidence creates a special safety hazard 
because syringes con occidentally deliver infectious agents directly into the bloodstream 
(HERC 2012). Filing drawers. bins. or boxes can be used for storing these items. (NIST 
Biological Handbook Page 13) 

Hypodennlc Needles 
Deportment packaging protocols should require that any type of needle or other sharp 
object entering the property room be stored in a container that is closeoble. puncture
resistant, leak-proof on the sides and bottom. labeled or color-coded, and breathable. An 
example is shown in figure 111-7. These items should not be commingled in a package with 
other evidence. Sharps containers also must be maintained upright throughout use (OSHA 
2012) . (NIST Biological Handbook Page 13) 

Finding: Hypodermic needles could be stored anywhere throughout the warehouse 
commingled other general evidence. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendations/Options: 
For employee safety, syringes should be stored in on 
area designated for such evidence. When retrieving 
this type of evidence, the employee needs to know 
the dangers associated with the item. 
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4.6.5 Biohazard Evidence - Urine - Packaging 

Prior to a property and evidence custodian accepting biological evidence. it should be 
clearly marked and labeled by the submitter as biological evidence. allowing it to be 
tracked within the evidence management system and stored appropriately from intake 
through disposition. (NIST Recommendation 1-2 Page 2) 

If an agency receives a vial or tube that is not clearly labeled as containing urine. it should 
be labeled or packaged in an identifiable envelope or box that is clearly marked as to its 
contents. Employee safety mandates that this type of biohazard. similar to blood, tissues 
samples and extracted DNA, be segregated in one centralized location for easy 
identification and safe storage. Urine should not be frozen in glass jars or vials. (NIST 
Biological Handbook Page 14) 

Finding: Specimen jars are generally packaged and submitted in small specimen 
containers then placed into an evidence bag. 

Recommendations/Options: 
No changes ore recommended. 

4.6.6 Biohazard Evidence - Urine Packaging - Storage 

Finding: Urine specimens when submitted from an arrest. are placed into the refrigerator. 

Recommendations/Options: 
No changes ore recommended. 

4.6.7 Biohazard Evidence- Blood Specimens - Labeling/ Tagging 

Blood Samples: Generally, blood drawtubes and vials are collected and submitted in some 
type of container recommended by the Crime Laboratory and/or hospital. If the 
Department receives a vial or tube that is not packaged in a readily identifiable manner, it 
should be placed in an envelope that is easily recognizable. clearly marked as to its 
contents and bearing a visible biohazard Label. {NIST: Recommendation 111-4 - April 2013) 

Finding: Blood draws / tubes are typically submitted in a 
general envelope as with most items of this type. 
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Recommendations/Options: 
No changes are recommended. 

4.6.8 Biohazard Evidence - Blood - Storage 

Blood/Urine: Check with the crime lab to verify if wet blood and urine should be refrigerated 
or may temporarily store at room temperature. The use of "grey top" blood vials with 
preservative may still require refrigeration for accurate toxicology tests. (IAPE Standard 6.1: 
Storage- Temporary - January 2019) 

Finding: Blood draw kits are generally submitted into 
the Property and Evidence Unit facility in the provided 
box. 

Recommendations/Options: 
No changes are recommended. 

4.6. 9 Biohazard Evidence - Swabs (Packaging) 

Finding: All DNA swabs are packaged into an evidence envelope that are stomped with 
the word "BIOHAZARD". The barcode labels are not affixed to the envelope for easy 
reading and inventories. 

I Meets Recognized Professional Standards I Practices ...................... Modification I Options 

Recommendations/Options: 
Placement of borcode labels on the end of the package enhances retrieval and 
inventories. 

4.6.10 Biohazard Evidence - Swabs (Storage) 

Finding: DNA swabs are stored in the '-1 . while the blood swabs are stored 
in the · : when noted on the evidence package. 

I Meets Recognized Professional Standards I Practices ...................... Modification I Options 

Recommendations/Options: 
E.C.S. recommends consulting with the Crime Laboratory to ensure what the storage 
requirements are for blood swabs after testing by the laboratory. 
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4.6.11 Blohazard Evidence - Sexual Assault Kits - Packaging 

Sexual Assault Kits - Sta te or local crime Laboratories. local hospitals, or evidence supply 
vendors generally supply law enforcement agencies with their sexual assault kits. The sexual 
assault kit packages can be boxes or envelopes. The contents of these kits can vary by 
agency. 

An itemized list of collected items should be submitted with the kit. Boxes and envelopes 
of uniform size make storage and retrieval efficient. (NIST - Biological Evidence 
Preservation Hand Book 2013 - Page 8) 

Finding: Sexual assault kits are provided by the Crime Lab. In most cases, the barcode 
identifier has not been placed in a position where it can easily be read during an inventory. 
According to the staff, the label could be on the top or the end. Their primary concern is 
"writing" the case number in a place where it's visible. 

I Meets Recognized Professional Standards I Practices ...................... Modification I Options 

Recommendations/Options 
Mandate the placement of the barcode on the end of the pack.age for both 
retrieval and inventory purposes. 

4.6.12 Blohazard Evidence - Sexual Assault Kits - Storage 

The layout of the long-term storage areas should include enhanced security areas for 
firearms. drugs. and money. Storage areas for general evidence should include specifically 
designated storage areas for envelopes. paper bogs, boxes, long items, bulky items, 
biohozords. Hommobles, hazardous materials, items pending destruction. items pending 
auction, Found Property, and Property for Safekeeping. (IAPE Standard 5.2: Storage -
Storage Facilities - Layovt - January 2019) 

Finding: 
1 . Sexual assault kits are typically stored in two locations, c 

I the boxes are stacked 2 deep and 7 high. Any 
retrieval for any reason. requires numerous boxes to be moved for no reason. The same is 
true during an inventory if the barcode is not placed where it can be easily scanned. 
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In the case of the / area, the boxes are also stacked, and the barcodes are not 
readable in most cases (below - right). The _ ) room is temperature controlled at 70 
degrees. The room also houses some computer equipment. 

2. A close examination of the newer kits can determine if the kit has been tested if it has a 
crime lab bar code. 

3. Sexual assault kits are stored in two separate locations. Some sexual assault kits are stored 
in the r _, room that is temperature controlled and older kits are stored on second floor 
of the warehouse which is not temperature controlled. 

According to the staff, the temperature can get warmer on the second floor during the 
summer, which could be out of the recommended storage conditions provided in the 
National Institute of Justice (NU) and the National Institute of Standards and Technology 
(NIST) in the Biological Evidence Preservation Handbook. best practices for evidence 
handlers. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendations/Options: 
I. Merely adding more shelves in the, _ _ room 
and placing the boxes on their side like a book 
could easily accommodate Qi.I of the Sexual 
Assault Kits in the inventory as shown. 

2. As a best practice always consider storing 
tested kits on specific shelves and untested kids on 
another. This provides on additional internal control 
to ensure that all untested kits are easily visible for 
any type of inquiry. 

3. E.S.C. recommends that all the sexual assault 
kits be stored under the temperature 
recommendations provided in the National 
Institute of Justice (NIJ) and the Notional Institute of 
Standards and Technology (NIST) in the Biological 
Evidence Preservation Handbook, best practices 
for P.vidence handlers. Move the older kits into the 

• .__ ___ area. 
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Temperature Controlled: Temperature is maintained thennostoticolly between 15.5 
°C and 24°C (60°F to 75°F) with less than 60% humidity. 

Room Temperature: Temperature is equal to the ambient temperature of its 
surroundings; storage area may lock temperature and humidity control methods. 

4.6.13 Biohazard Evidence - (for Destruction) 

The layout of the long-term storage areas should include enhanced security areas for 
firearms. drugs, and money. Storage areas for general evidence should include specifically 
designated storage areas for envelopes. paper bogs, boxes. long items, bulky items. 
biohazords. flammables, and hazardous materials. Items pending destruction, items 
pending auction. Found Property, and Property for Safekeeping. (IAPE Standard 5.2: 
Storage - Storage Facilities - Layout - January 2019) 

Items to be destroyed or decontaminated must be removed from the active inventory and 
staged in an area for "bio items" that are scheduled for "destruction" and appropriate 
disposal. (NIST - Biological Evidence Preservation Hand Book 2013 - Page 14) 

Regulations governing the disposal of regulated waste or waste that requires special 
handling exist at the state level. most often from the state's Department of health. 
Generally, state laws require that regulated waste be rendered non-infectious prior to 
disposal. Once the biohazard is decontaminated, it can be disposed of like any other solid 
waste. (NIST: Recommendation 111-4 - April 2013) 

Finding: According to the staff, when they receive the approval to 
destroy any biological evidence it is moved from the active shelf to 
a bio area for destruction through a private sector company. 

Recommendations/Options: 
No changes ore recommended. 
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4.7.0 Flammables Evidence - Packaging and Storage 

Hazardous materials and nammables: These items generally do not belong in the confines 
of the property room; however, small quantities and samples may be stored in adequate 
containers in an area designated for such storage. Hazardous and flammable storage may 
be in a specially designed cabinet that is placed in a location where fumes would not 
pollute the air in the room or the building. (/APE Standard 7.2: Storage Evidence - January 
2019) 

4.7.1 Flammables/ Hazardous Materials - Labeling / Tagging 

Finding: Most nammoble containers ore received with a 
hong tag only as shown below. 

I Meets Recognized Professional Standards I Practices ...................... Modification I Options 

Recommendations/Options 
As an additional safety precaution for Property and 
Evidence Unit employees, always consider safety 
labels for flammable items. 

4.7.2 Flammables - Storage 

Finding: Most all nammoble items are stored on the first 
floor in one location referred to as outside storage, which is 
not outside. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendations/Options: 
This may have been rated as fail, however we feet that the Wichita Rre Department 
should evaluate. 

As a preferred safety precaution, place the Flammable Cabinets in the outer cage 
as shown. These cabinets are also vented to the outside. Always confirm with fire 
department as to the specific storage requirement of flammables, as they may vary 
from jurisdiction to jurisdiction. 
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4.8.0 Bicycles - Packaging and Storage 

Standard: Bicycles should be stored in a manner that is both space efficient and permits 
easy retrieval of individual items while not compromising the safety of the property officer. 
The use of hooks on on overhead rock from which to hong bicycles is one of the most space 
efficient methods commonly used. Separate bikes by evidence, found property and 
safekeeping to facilitate the timely purging of the bikes. Interior storage should be provided 
to avoid potential liability for damage due to weather exposure. Another recommended 
method is to place commercially available bicycle wheel clamps on a wall that allows the 
bicycle to stand vertically. This makes it unnecessary to lift the bicycle minimizing any bock 
injury risk. (/APE Standard 7.2 Storage Options, January 2019) 

4.8.1 Bicycles - Labeling / Tagging 

Finding: Bicycles ore labeled with a hong tag that includes a borcode. 

I Meets Recognized Professional Standards I Practices ...................... Modification I Options 

Recommendations/Options: 
Consider using colored labeled (hong togs) to distinguish between Safekeeping 
and Evidence. 

4.8.2 Bicycles - Storage 

Finding: Evidence bikes ore stored loose on the ground on the first and second floor of the 
warehouse. The inventory of bikes for a deportment the size of Wichita Police Department 
is remarkably low. This is more than likely due to the 30-day policy on Found and Personal 
Property. 

I Meets Recognized Professional Standards I Practices ...................... Modlflcatlon I Options 

Recommendations/Options: 
E.C.S. recommends that bikes ore stored together on the first floor of the warehouse 
so that the staff con easily and efficiently retrieve them from one location in the 
facility. 

Chopter 4 Wichita Police Deportment Audit Report 
Evidence Control Systems. Inc. c 2021 

Page 41 of 73 



The photos below offer several more efficient methods of storing bikes. 

A preferred option is o product co/led Bike-Up as shown below: 

4.9.0 Knives/ Bladed Weapons - Packaging and Storage 

Syringes and Sharps: Syringes and sharps should only be stored in an approved sharps 
container and should be stored in a designated area for employee safety. Sharps 
containers should not be commingled with other items of evidence to prevent accidental 
cuts or needle sticks. 

Syringes and needles are generally being booked into evidence less frequently due to the 
potential hazard of a needle stick injury. Agency policy may permit syringes and needles to 
be photographed and destroyed in lieu of being booked as evidence. Any liquid present 
in a syringe should be emptied into a small glass vial for subsequent analysis. if appropriate. 
Always d ispose of the syringes and needles in a manner approved for medical waste. which 
differs by state. (/APE Standard 7.2: Storage Evidence - January 2019) 

4.9.1 Knives/ Bladed Weapons - Labeling / Packaging 

Finding: According to the staff. officers usually book knives or other sharp items into the 
Property Room with a cardboard sheath as there are no set requirements. 

I Meets Recognized Professional Standards I Practices ...................... Modification I Options 
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Recommendations/Options: 
Evidence Control Systems, Inc. suggests the Property 
Room staff select what best works for them and make 
that the standard. Evidence Control Systems, Inc. 
would recommend evidence tubes or evidence knife 
boxes for the employee's protection as shown. 

4. 9 .2 Knives / Bladed Weapons - Storage 

By developing a packaging standard around the shelving and bin configuration, or vice
versa. on agency can maximize the efficiency and space of its property/evidence storage 
and minimize the effort it takes to store and retrieve it. (IAPE Standard 5.3: Storage Schemes 
- January 2019) 

Finding: Knives, sharps and other bladed weapons are commingled throughout the 
Property and Evidence Unit and in many cases commingled with other items in the cases. 
Having sharps commingled in a package with other evidence could easily expose 
employee to injury when the evidence container is being handled by staff during their 
normal course of duties. 

Does Not Meet Recognized Professional Standards I Practices. . . .. Modification Necessary 

Recommendations/Options: 
There is no mandate or standard to retain knives in 
any particular location. 

Consider allocating space on some of the unused 
shelves in the gun cage and store as shown in the 
photo to the right. Once complete, the shelf is 
referred to as "Knives" or "Sharps". 

4.9.3 Knives/ Bladed Weapons (For Destruction) 

Finding: When knives and/or other bladed weapons are removed from the active 
inventory, they ore placed in the area for shredding. 

I Meets Recognized Professional Standards I Practices ...................... Modification I Options 

Recommendations/Options: 
Consider placing knives for destruction in the Gun Room or other area with 
enhanced security. Historically, knives for destruction been a source of p ilferage. 
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4.10.0 License Plates - Packaging and Storage 

By developing a packaging standard around the shelving and bin configuration, or vice
versa. an agency can maximize the efficiency and space of its property/evidence storage 
and minimize the effort it takes to store and retrieve ii. A suggested scenario for developing 
an overall organization pattern would be: (/APE Standard 5.3: Storage Facility - Schemes -
January 2019) 

4.10.1 License Plates - Labeling/ Tagging 

Finding: According to the Property and Evidence Unit personnel. license plates are 
generally placed in a manila envelope or hang tag. 

I Meets Recognized Professional Standards I Practices ...................... Modification I Options 

Recommendations /Options: 
Develop a standard that meets the needs of Property and Evidence Unit personnel, 
not the pleasure of submitting personnel. 

4.10.2 License Plates - Storage 

By developing a packaging standard around the shelving and bin configuration. or vice
versa. an agency can maximize the efficiency and space of its property/evidence storage 
and minimize the effort it takes to store and retrieve it. A suggested scenario for developing 
an overall organization pattern would be: (IAPE Standard 5.3: Storage Facllfty - Schemes -
January 2019) 

Finding: License plates can be typically stored with the general evidence. 

Thus. if something is misfiled there may be no logical place to look for the item(s). 

I Meets Recognized Professional Standards I Practices ...................... Modification I Options 

Recommendations/Options: 
The following photographs ore providing other options for easy retrieval of license 
plates. 
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o The first photo is nothing more than parts bins and each package is filed by 
case number. 

o The second photo is using plastic file bins to file by Case Order. One location 
called "license plates" and file by Case Number or Barcode Number. 

o When storing items like this in one area it avoids looking all over the 
warehouse if the item can't be found. 

4.11.0 Cell Phones - Packaging and Storage 

4.11 .1 Cell Phones - Labeling / Tagging 

By developing a packaging standard around the shelving and bin configuration, or vice
versa. an agency can maximize the efficiency and space of its property/evidence storage 
and minimize the effort it takes to store and retrieve it. A suggested scenario for developing 
an overall organization pattern would be: (IAPE Standard 5.3: Storage Facility - Schemes -
January 2019) 

Finding: Cell phones are typically packaged in a manila envelope. 

Recommendations/Options: 
No changes are recommended. 

4.11 .2 Cell Phones - Storage 

Finding: According to the staff. cell phones are commingled throughout the warehouse. 

I Meets Recognized Professional Standards I Practices ...................... Modification I Options 
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KCPD says evidence warehouse fire is unsolved, cause unknown. Best guess: a 
cellphone 

September 2019 

More than a year after fire ravaged a Kansas City Police Department evidence warehouse, 
destroying an unknown amount of material from shooting and sexual assault cases, police have 
found no cause for the blaze. 

The investigation by bomb and arson investigators has been declared " inactive," according to police 
records. Investigators were unable to identify the cause of the August 2018 fire, but suggested as 
one possibility a malfunctioning cellphone or lithium battery. 

Recommendations/Options: 
Consider establishing a specific sized envelope 
and file in a box bin, plastic bin or plastic 
corrugated drawers as shown. The photo to the 
right could be one location called "cell phones". 

Note: There have been insta nces in several 
property rooms where fires have occurred and in 
one case the cause was suggested items with 
lithium batteries were present, but never factually 
proved. 

Since the Property and Evidence Unit Room is so large with an abundance of space, 
Evidence Control Systems, Inc. might suggest the phones be moved to an area in a 
more remote shelf where there is nothing to burn. 

Considerations should be made to store 
anything with a lithium battery inside some type 
of flammable cabinet as shown. 
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4.12.0 Digital Media - Packaging and Storage 

4.12.1 - Memory Sticks / Flash Cards - Packaging 

By developing a packaging standard around the shelving and bin configuration, or vice
versa, an agency can maximize the efficiency and space of its property/evidence storage 
and minimize the effort it takes to store and retrieve it. A suggested scenario for developing 
an overall organization pattern would be: (/APE Standard 5.3: Storage Facility • Schemes -
January 2019) 

Finding: Flash drives / memory sticks are generally packaged in envelopes or bags. 

I Meets Recognized Professional Standards I Practices ...................... Modification I Options 

Recommendations/Options: 
Memorialize in the Packaging Manual specifically how the Property and Evidence 
Unit wants this type item to be packaged that better meets the long terms storage 
practices in the Property Room. 

4.12.2 Memory Sticks / Flash Cards - Storage 

By developing a packaging standard around the shelving and bin configuration. or vice
versa. an agency can maximize the efficiency and space of its property/evidence storage 
and minimize the effort it takes to store and retrieve it. A suggested scenario for developing 
an overall organization pattern would be: (IAPE Standard 5.3: Storage Facility - Schemes -
January 2019) 

Finding: According to the staff. most flash cards. and memory sticks. etc. are 
commingled/filed with other evidence / bogs on the shelves throughout the Property and 
Evidence Unit Room. 

I Meets Recognized Professional Standards I Practices. .................. Modification Necessary 

Recommendations/Options: 
Consider using more box bins for easier retrieval and inventories. 
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4.13.0 Computer Hardware - Packaging and Storage 

4.13.1 Computer Hardware - Labeling / Tagging 
By developing a pack.aging standard around the shelving and bin configuration, or vice
versa, an agency can maximize the efficiency and space of its property/evidence storage 
and minimize the effort it takes to store and retrieve it. A suggested scenario for developing 
an overall organization pattern would be: (IAPE Standard 5.3: Storage Facility - Schemes -
January 2019) 

Finding: According to the Property Room personnel, computer towers can be received 
with just a hang tag or in paper bags. Sometimes the officer will book just the hard drive. 

I Meets Recognized Professional Standards I Practices ...................... Modification I Options 

Recommendations/Options: 
In order to ensure conformity, the Packaging Manual needs to provide the 
submitting officer the specific method in which the Property and Evidence Unit 
wonts the item(s) submitted for consistency and uniformity. Wrapping is preferred 
to protect the item(s) especially in o dusty environment. 

4.13.2 Computer Hardware - Storage 

By developing a pack.aging standard around the shelving and bin configuration, or vice
verso, an agency con maximize the efficiency and space of its property/evidence storage 
and minimize the effort it takes to store and retrieve it. A suggested scenario for developing 
on overall organization pattern would be: (/APE Standard 5.3: Storage Facility - Schemes -
January 2019) 

Finding: Computer towers ore stored commingled with other evidence on the shelf with 
other general evidence. There ore o minimal number of towers and the amount will diminish 
in the future. 

I Meets Recognized Professional Standards I Practices ...................... Modification I Options 

Recommendations/ Options: 
Storing all computers on a designated shelf 
provides a way of keeping a more orderly 
Property Room as shown in photo. Wrapping 
them is especially important in the present 
property room d ue to the dirt and dust. 
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4.14.0 Tablets - Packaging and Storage 

4.14.1 Tablets / Laptops - Labeling / Tagging 

By developing o packaging standard around the shelving and bin configuration. or vice
verso. on agency con maximize the efficiency and space of its property/evidence storage 
and minimize the effort it tokes to store and retrieve it. A suggested scenario for developing 
an overall organization pattern would be: (IAPE Standard 5.3: Storage Facility - Schemes -
January 2019) 

Finding: According to the staff. tablets ore generally submitted in envelopes. and bogs. 

I Meets Recognized Professional Standards I Practices ...................... Modification I Options 

Recommendations/Options: 
The number of tablets may eventually replace all tower CPU's. Consider using small 
boxes similar to gun boxes for long term storage. 

4.14.2 Tablets - Storage 

By developing a packaging standard around the shelving and bin configuration. or vice
versa. on agency con maximize the efficiency and space of its property/evidence storage 
and minimize the effort it tokes to store and retrieve it. A suggested scenario for developing 
on overall organization pattern would be: (IAPE Standard 5.3: Storage Facility - Schemes -
January 2019) 

Finding: The storage of IPADs/Tablets is very similar to most of the inventory and 
commingled in storage boxes with other coses. 

I Meets Recognized Professional Standards I Practices ...................... Modification I Options 

Recommendations/Options: 
As the number of tablets and laptops increase in 
numbers and towers decrease. the utilization of 
boxes os shown is an alternative to be considered 
for efficient storage. retrieval and inventories. 
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4.15.0 Long Items - Packaging and Storage 

By developing a packaging standard around the shelving and bin configuration, or vice
versa, an agency can maximize the efficiency and space of its property/evidence storage 
and minimize the effort it takes to store and retrieve it. A suggested scenario for developing 
an overall organization pattern would be: (/APE Standard 5.3: Storage Facility - Schemes -
January 2019) 

Standard: Packaging should be used to protect items from the loss of evidentiary value from 
cross-contamination or unintentional obliteration while permitting uniform storage of like 
sized envelopes, boxes, or bags. (IAPE Standard 3.1: Packaging Requirements - January 
2019) 

4.15.1 Long Items - Labeling / Tagging 

Finding: Long items such as bats, pipes, sticks. etc., are 
typically labeled with a bar code attached to a 
hangtag. Very few items appear to be protected from 
the environment or cross contamination. 

Does Not Meet Recognized Professional Standards I Practices ........ Modification Necessary 

Recommendations/Options: 
Evidence Control Systems, Inc. strongly urges the Department, in the future, to 
package long items in some type of brown paper, cardboard tubes, etc. to protect 
from any cross contamination from other cases. 

4.1 5.2 Long Items - Storage 

By developing a packaging standard around the shelving and bin configuration. or vice
versa. an agency can maximize the efficiency and space of its property/evidence storage 
and minimize the effort it takes to store and retrieve it. A suggested scenario for developing 
an overall organization pattern would be: (IAPE Standard 5.3: Storage Facility - Schemes -
January 2019) 

Finding: Most long items are lying on deep shelves as shown in the photograph. 
Reintegrating the possibility of cross contamination. loss or degradation of evidence for 
current or post-conviction testing. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 
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Recommendations/Options: 
The three photos below provide several different options for the storage of long 
items that may facilitate o more orderly method of storing this type of evidence. 

Another creative option. since the Wichita Police 
Deportment hos so much wolf space is to clip long 
items to the wall as shown. 

4.16.0 Jewelry - Packaging and Storage 

Other valuables, such as negotiable securities, foreign currency. counterfeit bills, jewelry 
and precious stones should also be provided additional levels of security and 
documentation regarding their handling and ultimate disposition. (/APE Standard 10.4: 
Money - Storage - January 2019) 

4.16.1 Jewelry - Labeling / Tagging 

Finding: Packaging or documentation of jewelry is moot in existing policies. There is no 
requirement to separate and describe jewelry item by item, which in turn can allow easy 
manipulation of the system and pilferage. 

Additionally. when doing an inventory in the future, if there are twenty-five pieces of jewelry 
in a bag with one barcode. the barcode is representing a group of items. If a Rolex watch 
is pilfered. the inventory is not going to identify a problem a s the package is represented 
by the barcode, not the watch. 
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Recommendations/Options: 
The Packaging Manual should provide packaging I documentation standards so 
that all officers ore doc umenting and packaging jewelry in the some manner. Not 
fully describing each item only increases the likelihood of the system being 
tampered with. 

4.16.2 Jewelry - Storage 

Other valuables. such as negotiable securities. foreign currency. counterfeit bills. jewelry 
and precious stones should also be provided additional levels of security and 
documentation regarding their handling and ultimate disposition. (IAPE Standard 10.4: 
Money - Storage - January 2019 

Finding: Jewelry is stored in the money vault if determined to be expensive. otherwise the 
item is stored with other general evidenc e in the warehouse. There is no guidance to 
determine value. 

Does Not Meet Recognized Professional Standards I Practices ........ Modification Necessary 

Recommendations/Options: 
Policy needs to better define where jewelry is to be stored and articula te how you 
determine value when items are sealed in manila envelopes. 

4.17.0 Alcohol - Packaging and Storage 

By developing a packaging standard around the shelving and bin configuration. or vice
verso. on agency con maximize the efficiency and space of its property/evidence storage 
and minimize the ettort it tokes to store and retrieve it. A suggested scenario for developing 
on overall organization pattern would be: (IAPE Standard 5.3: Storage Facility - Schemes -
January 20 J 9) 

4.17.1 Alcohol - Packaging / Labeling / Tagging 

Finding: According to the stott. a lcohol is packaged any way the officer chooses. tog or 
bog. There is no preferred standard. 

I Meets Recognized Professional Standards I Practices ...................... Modification I Options 

Recommendations /Options: 
Develop spec ific standard for officers to follow. The standard should be developed 
around the best way to store the evidenc e for efficiency and later retrieval. 
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4.17.2 Alcohol - Storage 

Finding: According to staff alcohol is stored anywhere or 
on the shelf that best fits. Fact, alcohol almost never goes 
to court. 

It was estimated by the staff that less than l % of the entire 
inventory ever goes to court. 

Does Not Meet Recognized Professional Standards I Practices ........ Modification Necessary 

Recommendations/Options: 
I. Always consider a/locating a specific area for this 
type of evidence. As shown in the photograph to 
the right all the alcohol is in one area. In the present 
upstairs warehouse if anything could not be 
located there is no logical place to go look for it. By 
having all alcohol in one oreo reduces the 
possibility of losing something in 90,000 ft. of 
warehouse. 

2. If alcohol must be retained long term, always consider retaining only one con or 
one bottle os shown in the photo to the 
right. Generally, the one bottle or can 
proves the element of the crime for 
prosecution. 

Consideration should be given to o/Jow 
dumping in the field. 
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4.18.0 Perishables - Packaging and Storage 

Perishables: As a general rule. perishables should not be stored in the property room. 
However. there are circumstances that may require such storage. For this instance. a 
dedicated refrigerator and a freezer should be made available for temporary storage. Such 
a refrigerator or freezer should be designed with lockable comportments or doors to protect 
against commingling evidence from different coses. or potential tampering or theft. (IAPE 
Standard 6.1: Temporary Storage - January 2019) 

4.18.1 Perishables - Packaging/ Labeling/ Tagging 

Finding: According to the staff, food is generally not submitted to the Property and 
Evidence Unit. This is a past practice, not in any policy. 

Recommendations/Options: 
No changes are recommended. 

4.18.2 Perishables - Storage 

Finding: Perishables are generally not submitted to the Property and Evidence Unit. 

Recommendations/Options: 
No changes are recommended. 

4.19 .0 Fingerprints - Packaging and Storage 

Latent Fingerprints: Latent fingerprints that ore stored inside the property room should be 
segregated from other evidence and filed in a systematic manner. 

There is no specific standard or requirement that latent fingerprints must be stored inside 
the property room, only that they should remain secure, tracked, and documented as 
evidenc e. Storing fingerprints in some type of locked file cabinet in a location outside the 
property room, such as on agency's Identification Section, is an acceptable prac tice. 
(IAPE Standard 7.2: Storage Locations, Evidence - January 2019) 
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4.19.1 Fingerprints - Packaging/ Labeling/ Tagging 

Finding: According to the staff, fingerprint lifts are submitted to the Property and Evidence 
Unit and then taken to the Crime Scene Unit without formal chain of custody. Fingerprints 
like any other evidence need to be formally documented in the computer and transferred 
to the lab with a signature. 

I Meets Recognized Professional Standards I Practices ...................... Modlflcatlon I Options 

Recommendations/Options: 
A preferred option may be to have a Drop Box for just latent lift cards and removed 
by lab personnel. Avoid the Property Room involved in the Chain of Custody unless 
the action is documented in the computer. 

4.19.2 Fingerprints - Storage 

f inding: Fingerprints are transferred directly to the Crime Lab and not retained in the 
Property and Evidence Unit. 

Recommendations /Options: 
No changes ore recommended. 

4.20.0 Found Property & Safekeeping - Packaging and Storage 

By developing a packaging standard around the shelving and bin configuration. or vice
versa, an agency con maximize the efficiency and space of its property/evidence storage 
and minimize the effort it takes to store and retrieve it. A suggested scenario for developing 
an overall organization pattern would be: (IAPE Standard 5.3: Storage Facility - Schemes -
January 2019) 

4.20.1 Found Property - Labeling / Tagging 

finding: Found Property is labeled with hang tog or 
information is stamped on packages as shown. ---0,...,..,._ a ... ..._ o._.._.. 

:===:::=::::---
o~.;t;~ 

46X•~ ____ ...,,, __ _ 
I Meets Recognized Professional Standards I Practices ...................... Modification I Options 
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Recommendations/Options 
For the purpose of cataloging and storing 
Found Property more easily, consider some 
type of color coding as shown. SPRING Hill POUCE 

littuiN•: 1"MIOOM-
0111( S,,W STAIN..fSS )S7 --W/IU OOPS 
-OIJ/WlOIIO,--

4.20.2 Found Property - Storage 

Finding: Most oil Found Property is stored in one centralized shelving location near the 
processing area. 

Recommendations/ Options: 
No changes are recommended. 

4.20.3 Property for Safekeeping - Labeling / Tagging (Personal Property) 

Finding: Property for Safe Keeping or personal property is 
labeled with a hong tog. bag or envelope with a Found 
Property box that hos to be selected. The borcode may 
show the item is Safekeeping. 

_......,._ 
o-.-- o-._.. o........_. _____ ..___ 

0~;;::7~ 
•P"i ____ ..... 

I Meets Recognized Professional Standards I Practices ...................... Modification I Options 

Recommendations/Options: 
For the purpose of cataloging and storing consider some type o f color-coded label 
as shown in Section 4.20. I. 
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4.20.4 Property for Safekeeping (Personal Property) - Storage 

Finding: Most all Safekeeping Property is stored in one 
centralized shelving location commingled with Found 
Property. 

Recommendations/Options: 
No changes ore recommended. 

4.20.5 Color Coding 

Color-coded stick-on labels may be used to designate specific types of evidence, such as 
Sexual Assault. Homicide, Officer-Involved-Shooting, Found Property, and Property for 
Safekeeping. Color-coded labels can also designate what year the item was taken into 
custody. (Standard 3.1: Packaging Requirements - January 2019) 

Finding: The Wichita Police Department does not use any type of color coding for the 
storage of evidence. 

I Meets Recognized Professional Standards I Practices ...................... Modification I Options 

Recommendations/Options: 
For eosier storage, retrieval ond management of the 
inventory consider color coding oil property ond 
evidence by yeor. In the following photo, one con 
easily evaluate the oge of the evidence in the 
ossocioted location. 
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4.21 .0 Types of Storage 

Standard: An order1y system for numbering and storing property/evidence being retained 
by the property room should be designated. 

Definition: A system of numbering or labeling the building (s). room(s) and shelves/bins that 
store property/evidence held in the custody of the law enforcement agency. 

Reasoning: By developing a packaging standard around the shelving and bin 
configuration. or vice-versa, an agency can maximize the efficiency and space of its 
property/evidence storage, and minimize the effort it takes to store and retrieve it. A 
suggested scenario for developing an overall organization pattern would be: 

Review the historical record of the types and quantities of property/evidence that are 
regularly booked into the property rooms. 

Designate particular areas of the storage facility for particular categories of 
property/evidence. For instance. Property for Safekeeping should be nearest the public 
counter, and homicide evidence in the farthest away location due to the frequency 
that these locations are accessed. 

Design standardized packaging containers based on the size of the most commonly 
found items. 

If shelving is fixed, design your containers around the shelving sizes. If shelving is 
adjustable, use containers that are standard sizes to minimize costs. If several standard 
size envelopes were designated . then the appropriate containers, drawers, and bins 
could be designed to store selected envelopes in specific shelving locations. The use 
of high-density (mobile) storage shelves is the most effective method to significantly 
increase storage space. All rooms. bays, bins, shelves, racks, and containers need to 
have a clear1y readable address. 

Being able to specifically identify and document each storage location used by the 
agency is a critical step in efficient storage and retrieval. (JAPE Standard 5.3: Storage 
Facilities - Storage Schemes - January 2019) 

4.21 .1 Storage - Storage Locations and Layout 

Finding: The vast majority of police departments across the United States continuously 
struggle with space issues. The Wichita Police Department is fortunate in that the allocated 
space for property and evidence is more than sufficient for a deportment its size. 

Unfortunately, the larger size of the warehouse, along with improper storage schemes is 
hampering an efficient operation. 
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The current storage challenges as outlined for the Wichita Police Department are defined 
below. 

• Reduce inventory by 50% 
• Barcode evidence by items. not cases 
• Require officer to do data entry of all evidence 
• Utilize barcode scanners and barcodes to store and retrieve evidence 
• Store evidence by package size 
• Re-configure shelves to accommodate packaging 
• File paper bags in box bins, not loose on shelf 
• Consolidate evidence to front of the second floor 
• Move homicide evidence to rear of the upstairs warehouse 
• Correct lighting deficiencies 
• Standardize packaging of evidence 
• Change the layout of the shelving from longitudinal to perpendicular 

The following pages will provide a template for various types of storage and the 
numbering/identifying shelf locations. 

Recommendation/Options: 
Always try and purge as much os possible before any major changes ore mode. 
Moving items that ore eligible for purging only wastes valuable time. Many of the 
practices con be changed almost immediately os there is ample space to test the 
various schemes that will be discussed in this section. 

Where Do I Start? 
It is the understanding of Evidence Control Systems, Inc. that the Deportment hos received 
on Administrative approval from the District A Horney to start purging large amounts of aged 
evidence. As this process commences, it is believed that the staff needs to start visualizing 
storing evidence by package types where items can be filed in case order. 

The unit is fortunate in that there is plenty of space in the warehouse while making any 
changes. All too often when making changes there is no space to work and pion. 

The following information is provided as a primer of preferred storage methods in the 
industry along with photographic illustrations of each. The layout of a Property and 
Evidence Warehouse is predicated upon a logical and sequential storage scheme. The 
goal is to be able to retrieve anything in the facility without moving packages and to locate 
packages if the computer system is temporarily down as evidence is stored in a logical 
manner and there ore only so many places one could look. 

The most efficient evidence system is designed in a manner that the employee intuitively 
knows where the item(s) are. based on size. category or time of receipt, not where it best 
fits. 

Being able to specifically identify and document each storage location used in the Unit is 
a critical step in the evidence function. All rooms. bays, bins. shelves. racks and containers 
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should have clearly readable addresses (shelf labels I location barcodes) and should be 
laid out in a logical format, which is intuitive in nature. 

The goal of any properly designed Property Unit is to set up the warehouse in a manner that 
the retrieval of the evidence can be done in minutes, and all of the available space within 
the room is utilized in an efficient and orderly manner. 

Generally speaking, most Property Rooms are comprised of three to four different types of 
packaging components that can generally be stored in some type of systematic manner. 
The following section provides guidance in each of those areas including: 

✓ Envelope storage (various sizes) 

✓ Poper bog storage (various sizes) 

✓ Box storage (various sizes) 

✓ Bulk storage (various sizes) 

The following information is provided as on introduction for storing evidence in both a 
logical and efficient manner regardless of the size of the Deportment. 

PACKAGING PRIMER - INFORMATION ONLY 

Generally speaking, 60- 80% of all submitted property and evidence can fit into one of three 
different sized envelopes that Evidence Control Systems, Inc. will refer to as "convenience 
containers". The definition of a "convenience container" can be an envelope, bag or box 
that secures all of the associated articles of like size from one case in a common container. 

The "convenience container" is not a part of the Chain-Of-Custody, but only a device to 
keep the items together within one case (Not including guns, money and drugs which are 
stored in vaults). 

The following information is provided as a primer for receiving evidence and storing 
evidence. The suggested method allows the submitting deputy to impound evidence in a 
way where the receiving Property Specialists can validate it, bar code it, and finally secure 
it in a "convenience container". Utilizing this suggested method maximizes space, reduces 
handling and shortens the retrieval time. 

Step 1 - Submittal: General Evidence 

The submitting officer secures each item (article) of evidence in a heat-sea/able pouch or 
zip-lock bag as shown below {heavy mill}. Various sizes are available for different sizes of 
evidence. 

Once the item is sealed, the submitting officer can describe the item (article) in the 
computer and assign a computer-generated borcode to each pouch that represents the 
item within. 
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Step 2 - Property/Evidence Received 

When the Service Officer receives the evidence in the submitted package(s), he/she then 
selects the most size appropriate "convenience container" for long-term storage and ease 
in filing. 

For example, if the officer submitted one credit card (one pouch) and one audiotape (one 
pouch}, the receiving technician then places the (two) pouches in the most appropriately 
sized envelope (convenience container). 

Various sizes o f cataloging envelopes (manila envelopes) are available and can be used 
as "convenience containers." 

Once an item is sealed within a plastic pouch as shown above, the Service Officer 
documents the item in the computer and assigns a barcode to each pouch received. The 
Service Officer will then secure all pouches received under the case in a "convenience 
container". (Note the placement of the barcode could have been done by the submitting 
employee and is preferred.) 

When the "convenience container" is filled, a duplicate barcode is then affixed on the 
outside of the "convenience container". This process will allow an Inventory to be done 
without opening each "convenience container." The "convenience container" should 
have a prompt printed on the top of the envelope for either the barcodes or the case 
number for easy and orderly filing and retrieval. 

In those cases where there is a large amount of evidence (smaller items) the Service Officer 
needs to decide if a larger container for those articles is necessary. The next most logical 
storage medium may be different sizes of bags or boxes as illustrated on the next few pages. 
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Storage - Multiple Items Envelopes 

The envelopes can be sizes, A, B, and C, or 1, 2, and 3, or Small, Medium, and Large. 

In those cases where the articles fit suitably in one of the selected envelopes the 
"convenience containers" can then be filed in the appropriately sized cardboard or plastic 
"box bins," trays, or drawers as shown. 

{ -----. __ -
-

. • •• I 1 : :-=:~: 
~-~1411 ,, .,, ,,1 

.\'· lo\ , ~,~:·• 
'. ·. I\ .,. ~, 

Storage - Multiple Items Bags 

Consider placing larger items of evidence {clothing, bedding, etc.) in various sizes o f paper 
bags (each item in a separate bag) and then place as many of the bags into a 
"Convenience Bag". 
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A more versatile computer system can easily print barcodes for each bag and a copy for 
the outside of the bog, representing all of the packages inside the "Convenience 
Container". 

Another option instead of boxes is the usage of more bogs. When 
configuring the room, consider specifically configured shelves for the 
storage of bogs, as shown in the photo. 

It should be noted that the shelves ore no deeper than the bog and 
the items on the shelf ore stored similar to that of a library. By doing this, 
the retrieving employee does not hove to move items to recover items. 

Another viable option for the storage of blankets, bedspreads, pillows, 
and bulk clothing is paper bogs, such as the "Monster Bogs" shown to 
the right. 

Storage - Multiple Items Boxes 

If the Property Officer receives a case with more items (articles) than will easily fit into 
envelope or bog convenience containers, the next larger container, such as a 
"convenience box" con be purchased in almost any size. The size of the box needs to be 
sized to best accommodate the chosen shelving scheme. 

Boxes ore always recommended for long-term storage such as sexual assaults, robberies, 
and homicides. The next port of the equation is to purchase new shelves, or adjust existing 
shelves, to conform to the various sizes of "convenience containers." 

Note: In all coses the items in the box would oil contain the representative borcode and a 
mirror borcode could also be affixed to the outside container representing all of the 
packages in the box, bog or envelope. 
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In these photos, they are only containing evidence from one case, nothing is commingled 
for other cases. 

Once the packaging and convenience containers are defined, a layout system needs to 
be developed based on the size of containers used and a systematic approach of storage 
and retrieval of evidence. The following outlines some of those concepts. 

Size and Sequential Order 

Property/Evidence can virtually come in any size and shape; however, most Property Units 
will generally see the same types of evidence on a daily basis. When planning a Property 
Warehouse shelving scheme, the types and sizes of evidence need to be historically 
reviewed for future projections. 

The first step is to list the types of items that are regularly received on a daily basis. 

The below table reflects the types of items that are routinely found in 
Property Custody Units and should be planned for 

Ammunition Documents Rape kits 
Alcohol Druas Sharps 
Auto Accessories Electronics TV - Stereo Equipment 
Bicvcles Furniture Tools - Hand 
Cell Phones/PDA, etc. Jewelry Tools - Electric 
Computer Hardware License Plates Weapons - HandQuns 
Currency Paraphernalia Weapons - Long Guns 
ClothinQ Purses/ Wallets Weapons - Other 

After reviewing the categories of evidence, allocate space for each of those categories. 
For example, if over the past five years you have received 90 to 100 audiotapes per year, 
there is the likelihood that next year you will see similar numbers. It is also a very good 
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likelihood if your Department received 150 long guns and 300 handguns each year, a similar 
number will be received the following year, unless there is some type of anomaly. 

During the planning stages, it is essential the specified data is collected, in order to make 
beneficial decisions pertaining to space allocation and flow of evidence. 

Sequential Storage (similar to current storage practice in gun room) 

The following templa te depicts ONE location "A". This scenario stores items from Top Left 
to Bottom Right. The very first item stored was placed on the top shelf - left side. 

Note: The following illustration is depicting a storage area that can be envelopes, boxes or 
paper bags. 

As items are received, they are filed in boxes, drawers, open shelves. plastic bins, etc. The 
items are then stored the same way a crime report is filed in Records. Ideally, filing by the 
case number or invoice number generated by the computer. 

Space will become available in those containers during the year as items are released to 
owners. disposed of. released as a court exhibit, etc. When gaps (space) become available 
the space needs to be condensed or compressed. The process is known as back shifting 
(moving the oldest towards the top left box) when the back shifting is complete; all of the 
available space is at the end of the storage area. 

Chapter4 

SEQUENTIAL STORAGE 
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Box Storage (File Boxes/ 
The photo on the right illustrates simple box storage for evidence. 

E.C.S. strongly recommends that boxes (as shown) be used 
to store cases with multiple items, i.e. one box for one case. 

By Date I Case Number I Control Number 
Items should be stored on the shelf in a specific order such 
as, date, and case number, barcode number or control 
number. This process allows items that reach a particular 
Statute of Umitations to possibly be reviewed and purged 
more uniformly. 

Separating Misdemeanor Cases and Felony from each 
other and storing in specific locations is another way to 
improve the review and purging process. In other words, 
when the purging process is underway like-aged items are 
being reviewed at the same time. Additionally, the color
coded labels represent the years they items were 
submitted. 
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Storage Illustrations and Options 

General Evidence - Photo 1 
Illustrates a deportment that uses several different 
sizes of convenience envelopes Labeled as A. B, 
C, (small, medium, and large). The bins on the 
bottom shelf of the "C" envelopes demonstrate 
how all of the available space is at the end of the 
drawers, creating a position to store evidence that 
comes in today. {The color Labels are defining the 
year the evidence was received). 

The smallest envelope "A" may contain two crack 
pipes where the larger "C" may have a half a 
dozen small items of evidence inside each 
envelope. 

Most departments would have Labeled each of 
the drawers/bins a different location number, 
when in fact the entire shelve of small envelopes 
can be considered one location known as "A" or 
"Smalls". The items within these envelopes are 
generally small in nature, such as documents, 
wallets, small clothing article, individual fools, 
ci arettes, credit cards, audiota es, etc. 

Dru s - Photo 2 
Illustrates a department that is using the some 
concept for the storage of drugs in one size 
envelope. Generally speaking, most narcotics 
seizures are small in nature and probably for 
personnel use. The oldest item is on the top left, 
while the newest item is on the bottom right. 

The property record shows the location as "OS" for 
Drug Enveloeps - Small. As new items are 
received they are placed the "end of the train". 
When items are purged the containers (drawers) 
are condensed or back shifted. 

Note: Back shifting is far less time consuming than 
continuously removing everything off the shelf to 
locate one item. 

The colored labels define the sequence of 
numbers in the bin and then are broken down by 
ear. Each color re esents a s ecific ear. 
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Firearms - Photo 3 
Depicts the storage of handguns using the ear/er 
described procedure of top left and bottom 
right, known as HG-Handguns. As the weapons 
ore destroyed or released the boxes ore bock 
shifted, and the evidence goes at the end. 

Box Stora e - Photo 4 m Item from one case 
Shows the storage of banker boxes using the same 
procedure of top left and bottom right. This 
Department only uses the boxes for coses that 
have multiple item and won't fit in the A 8, and C 
envelopes or bogs, with the exception of guns, 
drugs and money. 

This concept con substitute bins for boxes, and 
adjustable metal shelves for the wooden fixed 
shelves pictured. 

General Evidence - Photo 5 
Depicts one location known as "C - Envelopes" 
where items ore stored sequentially by a control 
number or case number. 

The top left (bock) is the oldest and the bottom 
right (front) is the most current. 
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General Evidence - Photo 6 
Photo demonstrates another deportment with the 
some simple solutions for CD's I DVD's. Over o 
period of time, the older tapes migrate to the top 
left shelf in o sequential order. The photo below is 
CD's that ore filed in the drawer by case number 

General Evidence - Photo 7 & 8 
The top photo shows how the left to right, top to 
bottom con work for long guns on vertiol shelving. 
Top left is the oldest and bottom right is the 
newest. 

The lower photo shows 51" deep shelves where 
the guns ore stored in case order laying on their 
sides. (Boxes ore 51inches and shelves ore 48 
inches). There is o 3 inch spacer behind the 48 
inch shelves, so the all of the 51 inch boxes ore 
flush on the front. 
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These photos show how a department utilized the 
same concept with grocery bags. {Top left -
bottom right} 

This concept can only be used if the department 
routinely purges and backshifts the old Inventory. 
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Envelo 
These photos show how a department utilized 
the same concept with envelopes. 

This concept can only be used if the department 
routinely purges and bacl<shifts the old Inventory. 

Bulk Evidence 

The following two pages are primarily for larger departments that deal with hundreds of 
thousands of items every year including truckloads of large bulky items. Astute readers will 
see that the same principles apply to large and small Departments, with size and numbers 
being the only difference. Whether big or small, all Property Rooms need to use containers 
that maximize use of the shelving, including vertical space. Both size departments need to 
store containers so that the container numbers are readily visible, and shelf depths are no 
wider than the containers stored, eliminating unnecessary pulling of containers to get to 
another. 
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Bulk Evidence - Grid Stora e 
Large items that can't easily be stored or stacked on 
shelves can be facilitated by placing them in painted 
grids (addresses) on the warehouse floor. 

4.22.0 Storage Layout / Schemes 

Once the agreed upon packaging is established, the basic categories of evidence in the 
warehouse need to be considered for a/locating space. The following areas should be 
considered while assigning locations for various type of evidence: 

Homicide Evidence 
✓ Active Cases 

Firearms Storage 
✓ Active 
✓ Ready for Destruction 
✓ Ready for Diversion 

Drug Storage 
✓ Active 
✓ Ready for Destruction 

Currency/Jewelry Storage 
✓ Active 
✓ Ready for Removal 

General Evidence - Envelopes 
✓ Small Envelopes 
✓ Medium Envelopes 
✓ Large Envelopes 

General Evidence - Boxes 
✓ Small Boxes 
✓ Medium Boxes 
✓ Large Boxes 
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General Evidence - Paper Bags 
✓ Small Paper Bags 
✓ Medium Paper Bags 
✓ Large Paper Bags 

General Evidence - Long Items 
✓ General Evidence - Bulk 
✓ Ready for Destruction 
✓ Ready for Auction 

General Evidence - Computer Hardware 

Found Property 
✓ With Owner 
✓ Without Owner 

Property for Safekeeping 
✓ General 
✓ Firearms 

Sharps I Knwes 
✓ Active 
✓ Ready for Destruction 

Bio hazards 
✓ Active 
✓ Ready for Destruction 

General Evidence (Adjudicated) 
✓ Ready for Destruction 
✓ Ready for Auction 
✓ Ready for Diversion 
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CHAPTER 5 

Documentation 
Intake, Movement, Property for Safekeeping and 

Found Property 

5.1.0 Documentation - Forms 

5.1.1 Chain of Custody 

5.2.0 Documentation - Forms / Numbering Evidence 

5.2.1 Documentation - Forms / Numbering Evidence / Bar Code Utilization 

5.2.2 Documentation - Forms - Hang Tag / Package Label 

5.2.3 Documentation - Packages / Seals 

5.2.4 Documentation - Field Receipts 

5.3.0 Documentation - Intake - Firearms 

5.3.1 Documentation - firearms - Property Record (Computer Record) 

5.3.2 Firearms - Loaded Status / Safety Issues 

5.3.3 Documentation - Form - Firearms - Intake - Tracking Record 

5.4.0 Documentation - Intake - Mone 

5.4.1 Documentation Intake - Money - Policy 

5.4.2 Documentation Intake - Money - Property Record / Packaging 

5.4.3 Documentation - Money- Verification of Count Submission 

5.4.4 Documentation - Money - Verification Submission -
Discrepancies (Polley) 
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5.4.5 Documentation - Money - Counterfeit 

5.5.0 Documentation - Intake - Drugs 

5.5.1 Documentation - Drugs - Property Record 

5.6.0 Documentation - External Movement 

5.6.1 Documentation - Transfer to Crime Lab - Policy 

5.6.2 Documentation - Transfer to Crime Lab - Process 

5.6.3 Documentation -Transfer to Crime Lab -Tickler Flies 

5.6.4 Documentation - Transfer to Court - Policy 

5.6.5 Documentation - Transfer to Court - Court Receipt 

5.6.6 Documentation - Transfer to Court - Tlckler Flies 

5.6.7 Documentation -Transfer to Court - Evidence Not Returned 

5.6.8 Documentation - Transfer - Out for Investigations - Approval - Policy 

5.6.9 Documentation - Transfer for Investigations - Process 

5.6.10 Documentation -Transfer for Investigations -Tickler File 

5.6.11 Documentation - Transfer for Investigations - Evidence Not Returned 

5.7.0 Documentation - Special Handling - Found Property 

5. 7 .1 Documentation - Found Property - Statutory Authority 

5.7.2 Documentation - Found Property - Polley Review 

5.7.3 Documentation - Found Property - Report 

5.7.4 Documentation - Found Property - Receipt 
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5.7.5 Documentation - Found Property- Follow-up Investigation 

5.8.0 Documentation - Special Handling - Safekeeping 

5.8.1 Documentation - Property for Safekeeping - Statutory Authority 

5.8.2 Documentation • Property for Safekeeping - Polley Review 

5.8.3 Documentation - Property for Safekeeping - Receipt 
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CHAPTER 5 

Documentation 
Intake, Movement, Property for Safekeeping and Found 

Property 

ISSUES IN NEED OF CORRECTION - CHAPTER 5 

• No policy on how to proper1y document property and evidence 
• Barcode labels are generally assigned to cases and not items 
• Barcode design can be greatly improved with data that is useful to staff 
• Department money policies are commingled covering submitting officer tasks 

and property room staff member, causing confusion on who is responsible for 
what 

• No policy on how to deal with missing money 
• All monies are not stored in the vault 
• No knowledge of how much money is in general storage 
• Not utilizing data fields on money pouch 
• Computer unable to calculate and provide any total dollars in system 
• Money received by the Property and Evidence Unit is never validated upon 

receipt 
• Drugs and general evidence are allowed to be commingled on the same record 

and packaged in the same evidence container 
• No policy on the signing out drugs to Crime Lab or requirement to ensure it is 

returned in a timely manner 
• Signed out evidence to the Crime Lab is never tracked to ensure it was returned 
• Current policy is limited when signing out evidence for court to strengthen internal 

controls 
• There is no requirement for the court to sign for evidence when received as an 

exhibit (No paper trail showing acceptance) 
• Signed out evidence to the Court is never tracked to ensure it was returned or 

received by the Court 
• There is no policy when evidence has to be returned from court to the Property 

and Evidence Unit 
• There is no policy that requires the Property and Evidence Unit to follow up on 

evidence that hasn't been returned 
• When evidence is signed out by a detective for investigative purposes there is no 

policy that it be tracked for return 
• At the present time, there is no known way to audit items in the computer that 

have been checked out for investigative purposes 
• There are no protocols in place that mandate the items be followed up on when 

released from the Property and Evidence Unit for investigative purposes 
• There are no formal requirements for anyone to investigate and to determine who 

the owners are for submitted Found Property 
• Policy for handling personal property lacks guidance 
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5.1.0 Documentation - Forms 

Standard: The low enforcement agency should develop and use a Property Report that 
meets its needs for identifying the owner/finder/suspect/victim. describing the property. 
and tracking items to document the chain of custody. 

Definition: A property report is a computerized record or paper document used lo record 
data as it pertains to the handling. tracking. and storage of property/evidence. 

Reasoning: A property report or computerized property record is the basis for documenting 
the chain of custody of all items that enter the property room. (IAPE Standard 4. 1: 
Documentation - Property Report, January 2019) 

5.1.1 Documentation - Chain of Custody 

Finding: The Chain of Custody commences with the submitting employee completing a 
Wichita Police Deportment Receipt Fonn 322-402. The submitting officer then documents 
the item(s) on the appropriate form by writing out the information. At the present time. 
there are no written policies on how the forms ore to be completed or how evidence is 
supposed to be documented. 

Once the Wichita Police Department Receipt Form 322-402 is received in the Property and 
Evidence Unit Facility the data is entered directly into the property computer. At the present 
time, there is double entry with almost every aspect of the process (handwritten to 
computer) costing the agencies thousands of dollars annually. Note: Some of the Property 
and Evidence Units double entry may be corrected with the installation of the new Niche 
Computer. The present process of getting the data into the computer cannot be anymore 
labor intensive. (See Section 5.2. l. for additional information in reference on how 
numbering, proper descriptions, etc. affect the operations, efficiency and chain of 
custody) . 

Evidence, Found Property and personal property taken from the some incident currently 
may be placed into the Property and Evidence Unit under the same incident number of 
the respective form Wichita Police Deportment Receipt Fonn 322-402. This is a post 
practice. not a policy. 

When more than two items (Evidence) are submitted, the officers are "asked" to use a Long 
Form. The Long form appears to be the same as the Short Form with more space for multiple 
items. The forms do not provide any preformotted structure such as fields or boxes for make, 
model. serial numbers, etc. Thus. the descriptions may be different from each officer for the 
same item(s). 
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Does Not Meet Recognized Professional Standards I Practices ... .. . Modification Necessary 

Recommendations/Options: 
Regardless if the property and evidence is in a paper system or computer system, 
everyone must have guidance in the proper documentation and submission of all 
items for consistency and later inventory analysis and to generate transfer lists 
and/or destruction lists. 

Evidence Control Systems, Inc. recommends that the Property and Evidence Unit 
adopt specific written standards in which evidence must be entered into the system 
(paper or computer). With the implementation of a new computer system, all efforts 
need to be token to ovoid using any open text fields. 
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Open text fields ore acceptable os on addendum to the description. For example, 
in describing firearms certain fields must be provided, such as~ modeL caliber, 
serial numbers, barrel length, ~ etc. The fact the firearm hos a broken scope, 
would be in on associated note field. 

5.2.0 Documentation - Forms / Numbering Evidence 

Each item of property or evidence should have its own unique tracking number as no two 
items in the inventory should have the same number. (IAPE Standard 4.1: Documentation -
Forms - January 2019) 

Standard: The law enforcement agency should develop and use a Property Report that 
meets its needs for identifying the owner/finder/suspect/victim. describing the property, 
and tracking items to document the chain of custody. 

Definition: A property report is a computerized record or paper document used to record 
data as it pertains to the handling, tracking, and storage of property/evidence. 

Reasoning: A property report or computerized property record is the basis for documenting 
the chain of custody of all items that enter the property room. Suggested information 
needed on a Property Report form or Property Record: 

• Booking officer's name and badge/serial number 
• Case number or incident number 
• Unique control or tracking number 

Each item of property or evidence should have its own unique tracking number as no two 
items in the inventory should have the same number. Once received by the Property 
Officer. the location the items are assigned for storage should be placed on the Property 
Report, or in the computer Property Record. (IAPE Standard 4.1: Documentation - Property 
Report - January 2019) 

Regardless of the packaging method used, the package should have an identifier (e.g., 
case number, control number, item number, etc.), which corresponds to the item 
description noted on the property/evidence report (e.g., evidence tag, property sheet. 
property receipt, property invoice. etc.). A package containing numerous "miscellaneous 
items" that may be of value should be refused. (IAPE Standard 3.1, Documentation 
Packaging - January 2019) 

5.2.1 Documentation - Fonns / Numbering Evidence / Bar Code Utilization 

Finding: 
1. To best illustrate some of the present description and data entry issues with present 
practices is the current Chain of Custody - Wichita Police Department Receipt Form 322-
402, which eventually is transferred into the computer. 
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A submitting officer documents the items in an open text format on the Wichita Police 
Department Receipt Form 322-402 based on past practices. not mentioned in policy. For 
example: 

• Officer # l books in 5 Rolex watches and may label the watches # l - #5. 
• Officer #2 books in 5 Rolex watches and my label the watch A. B. C. D. and E. 
• Officer #3 books in 5 Rolex watches could easily identify the items on package 

with 5 watches document as# l. 

When the item (s) are received in the Property and Evidence Unit, the Service Officers are 
responsible for the data entry which must be exactly as the submitting officer has described. 
In the data entry process in the above scenarios each one of the submittals may have a 
different number of assigned borcodes. 

This process presents a tremendous challenge on two fronts. First of all, any collected data 
for any inventory analysis is totally flowed . Due to the fact that barcodes aren' t 
systematically assigned to items. makes doing a full a nd complete inventory virtually 
impossible. 

One of the most important features of a robust computer system is to conduct regular 
inventories with an associated wireless scanner and barcodes. 

Unfortunately, any assigned barcode with the current method of labeling evidence is only 
labeling a package, not the item. During discussion with the staff it is believed that all 
provided data in Chapter 6 is not an accurate reflection of a true inventory. It is quite 
possible that the estimated inventory numbers of 200,000 items. is more than likely 500,000 
"items" as the calculation was from barcodes not items. 

Additional discussion regarding the borcode assignment - The five previously discussed 
watches with only one barcode are displayed to owners of a burglary and Victim l selects 
one of the un-numbered watches. Presently. there is no way the barcode and scanner con 
be utilized for transacting the release or movement. In essence. the staff has adopted 
workaround processes to make a very simple transaction much more complex and time 
consuming. 

The following scenario was given to Staff. Officer Jones seizes one gun. one holster and two 
magazines. How many barcodes would it be assigned? The response was: 

"This one depends on how the officer FOUND the weapon. If the gun was found with the 
magazine in the gun with ammo. and the gun in the holster - all would be submitted under 
1 bar code. The 2nd magazine could be submitted separately. 

If the gun was found lying on a table, a holster and 2 magazines are lying on the table as 
well. The gun would be submitted by itself. The holster and 2 magazines could be submitted 
together in 1 package or the officer could submit them separately. 

According to the staff - "Here is our rule: Only the items found inside the gun - magazine 
and ammo or the gun is found in a holster - these items are a ll submitted into 1 package". 

This again illustrates the lack of consistency and totally different data in the inventory. Let's 
suppose the gun is signed off by the detective for a final disposition. The gun goes !Q. 
auction. the ammunition to the NO,ge and the holster is sent to be destroyed. Three 
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separate destinations in the property recordkeeping for these items. In this case the 
department's tools (barcodes and scanners) cannot be used efficiently as designed, as 
you cannot easily document the actions taken in the computer system in a manner that 
documents the proper tracking of each item. The computer system should be able to scan 
the items to the new location (auction, range, destroyed). 

2. When the item(s) are entered into the computer an associated barcode is printed with 
a number such as 113394744. (Aka Property ID Number). 

If there are three items in the case and entered as individual items they would be 44,45,46, 
unless the Technician stops for a few minutes and another employee is doing data entry on 
another case. The computer will print a barcode that interrupts the ordinal assignment of 
numbers. Thus, the case discussed could easily have barcode number 44, 45, and 50. 
This type of numbering could easily lead to someone thinking that when they are releasing 
or destroying items that something is missing. stop the process of releasing or destroying 
items to investigate a possible discrepancy. 

3. An examination of the current barcode notes (as shown) several topics of discussion for 
consideration in the new computer. Barcode stock can be purchased in any size required 
by the client (Wichita Police Department) . 

Current layout of the barcode illustrates there is a 
tremendous amount of wasted space. The barcode 
could contain more useful data that the staff can utilize 
during the course of their duties. 

The present barcode illustrates the shelf or bin location 
as shown (Loe B595) and is only of value when it is first 
stored on the shelf. 

\ \tlfU. \ l ,u, ?...,, , .......... , .... -.~ 

O" \lftfU .. lf \1 llfNttl'I 1 1 11 I'-• \It~ t 01 ..... 0 ,1 rt 

I I I 1111111 
I IJJ• H-IJ 

Evidence in some cases can be transferred to court, lab, and investigation or moved on 
the storage shelf, etc. In essence the label location is only accurate the day it's printed 
and stored on the shelf. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendations/Options: 
1. Deportment Policy (preferably the Packaging Manual) should provide strict 
guidance on how different types of evidence should be described and how QQf: 
codes ore assigned. 

Note: It is vital that everyone understands the importance of borcoding items and 
not groups of items. It is imperative that every submitted piece of evidence receive 
o borcode. {There may be exceptions, such as 25 CD's, 50 packages of AAA 
batteries, 10 cartons of cigarettes). This is especially true when there is only one 
owner that all of the items are being returned to. 

All efforts need to be made to provide the Property and Evidence Unit personnel 
with tools they need to manage the inventory efficiently. It is unknown if Niche con 
provide this requirement but should be queried to see if they can provide a borcode 
label with information that is beneficial for staff as discussed. The ideal software 
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program will let the client design their own label without having the vendor charge 
for the service. 

The photo to the right provides on example of a 
barcode from a stand-alone system that allows 
the client to configure the label. Additionally, the 
barcode illustrated is from a system 
(www.fi/eonQ.com) where the user or fT personnel 
can design the label to their needs and not have 
to use the vendor. 

r-- SPRING HILL POUCE 
Evidence 

CASE#U-1ll45 Item #1 

1■•1 ....-.,_ 
I Oe,c. saw STAINl.fSS .357 U',()1.- W(SJ( GRIPS 
~er, 2/21/lOl l t,,,-,,-.., 

2. Evidence Control Systems, Inc. suggests that the staff be queried to determine if 
other information on the label would assist them to do their job. Some of the other 
options, may be type of inciden t (burglary, robbery, Found Property, Personal 
Property, Felony or Misdemeanor, Date and time entered into system, date and time 
received in property room, serial numbers, dollar amounts). The choice should be 
up to the department. It shouldn't be what the vendor wants you to have. 

In order to be able to better manage the inventory, there needs to be Category 
Fields that allow searches of large groupings of evidence as illustrated below. The 
category field needs to be developed by the client, not a pre-established list from 
the vendor. 

The category field is especially important when trying to an analyze the inventory. 
(Example only) 

• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 
• 

Chapter 5 

Alcohol • Firearms 
Ammunition • Furniture 
Audio I Video • Food I Perishables 
Auto Accessories • Long Items 
Biological Evidence • Pagers 
Blood Samples • Paraphernalia 
Bicycles • Stereo Equipment 
Camero Equipment • Tablets 
Cell Phones • Television I Video 
Computer Hardware • Tools-Hand 
Computer Software • Tools -Electric 
Currency • Urine Samples 
Documents • Weapons -Handguns 
Digital Media • Weapons - Long guns 
Drugs • Weapons 
Electronics 
Electronic Games 
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5.2.2 Documentation - Forms - Hang Tag / Package Label 

Color-coded stick-on labels may be used to designate specific types of evidence. such as 
Sexual Assault. Homicide, Officer-Involved-Shooting. Found Property. and Property for 
Safekeeping. Color-coded labels con also designate what year the item was token into 
custody. {IAPE Standards, Section 3.1 - Packaging - January 2019) 

Finding: Most items of evidence that ore not in on envelope or bog ore labeled with a 
"Hong Tog" that is completed by the submitting employee. Upon entry into the Property 
and Evidence Unit. a borcode is affixed to the tog. 

Recommendations/Options: 
Note: With the new software the officer should be affixing the borcode to the 
hong tog. 

5.2.3 Documentation - Packages / Seals 

Evidence sealing lope should be placed on all packages where contamination or integrity 
may become on issue. (/APE Standard 3.1: Packaging Requirements -January 2019) 

Finding: Policy slates "Property bogs or envelopes containing items of physical evidence. 
found. or personal property shall be stomped with the WPD evidence stomp, sealed with 
evidence tape and marked with the officer's initials and identification number. Staples shall 
not be used to close any bog, envelope. or outermost container and may only be used to 
affix property receipts or lob request forms. 

I Meets Recognized Professional Standards I Practices ............... ... Modification I Options 

Recommendations/Options: 
Order packaging that is pre-printed and eliminate hand stamping. 

5.2.4 Documentation - Field Receipts 

Forms ore needed for documentation of the handling, submission. tracking and disposition 
of the items. Forms should be developed to meet the needs and record the data for the 
Property Unit. 

Property Receipt is used to document the receipt of property by the department and a 
copy should be given to the owner/finder with information on how to claim the item. (JAPE 
Standard 4.3: Documentation - Forms - January 2019) 

Standard: Departmental policy should instruct all personnel that when a citizen turns found 
property over to departmental personnel. that the finder be given an official department 
receipt that provides direction on how to claim the property and cite any legal 
requirements. (IAPE Standard 12.2: Found Property - Documentation - January 2019) 
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Definition: A Found Property Receipt is a form that is given to the finder that describes the 
found item and provides guidance on how to legally claim it if the owner is not found. 

Reasoning: Providing the finder of property with a receipt on how to claim an item may 
reduce many inquiries to the Department. The receipt should provide a brief description of 
the property, the case number, a phone number of who to call with questions, any legal 
requirements. the statute numbers. and a signature block where the finder acknowledges 
they received and understand the process if they wish to claim the property. A two-part 
form, with one part accompanying the property, and the other provided to the finder 
should be provided. (IAPE Standard 4.3: Documentation -Forms -January 2019) 

Finding: There is nothing in policy about provid ing owners and /or finders a receipt on how 
to claim their property. Nor is there any requirement to provide owners of firearms a receipt 
when they are taken from the owners. (This is of primary concern with Safekeeping Rrearms). 

I Meets Recognized Professional Standards I Practices .................. Modification I Options 

Recommendations/Options: 
As a recommended good business practice, the Wichita Police Department should 
consider developing a receipt for the citizens that provides them information on 
how to claim all types of property/evidence including Found Property. 

The following forms (Exhibit 5-A and 5-8) illustrate methods in accomplishing this 
recommendation. Providing a receipt may reduce unnecessary phone calls to the 
department on how to claim their property. 
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Chapter 5 
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FORM 1 - Side 2 

Chapter 5 

SDE2 

INSTRUCTIONS FOR PROPERTY RETRIEVAL 
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Chapter 5 

EXHIBIT 5-8 

Ii.ti' o( lnddcnc, _____ _ lnddcN f _ _ ____ _ 

IUX:Ql'T fOII OOlll'ISCATliD mu:ANIIIS AND/ 0 11 
OT1ID DIADI.Ywtl\NINS AND NOTICII OJ llll:IIT5 

·,u. ________________________ _ 
ADDRUS: ________________ _ ______ _ 

On 1M 11'ow-1Ml'llinMd datt. ot thu1h<_.m, ,montd odd,..._ nffletn olcJit ______ l'allae 0.Jl"~•I <1>01ucud, whlk 

det>l•fnlur"l'P"••ndl°'you - •tb>(;llmmla Wtlb,.•ndh•tlb,ti,""'Cod• (Wlf.)ndlon8102orl'ffl.,I Code (l'C)1ection 111250, 
d,,. follnwl•r •r,.-... u r.d/nr _ ,,.,,dly....,"""" 
Serial ___ _ Makr ______ _ .'lode! ____ _ _ laUbcr _ __ _ 

s-.rt••----- Molrr ______ _ 'llndo,._ ____ _ , .. ..,,. ____ _ 
senaJ Make lolod.-1 (■1.1,,r Ollwr _____________________________ _ 

- Panuaul lo Wtlf""' :wl l».1hllllAIAI Codo (WIC) •tiu• 8101. lbt lir&Onli a.nd/ur drilllly ,.,,,,110"' prwiu .. t,, ti>ld _,.. 
CObll-.id l'n>a! you 011 lhc cblt ,rt fonh above. 

--tal~ taddelllS - Notl.te •I IJCIIU 

'111cCtlyof ___ (CIIJ') '""" fllc1 p,rtlloehl rhr ___ fCou"IJ'l Suporlo<CourTwirlmlO doysof~aboYc d1•0.olqj111:m.i 
thc.-r<tllro ol'tllc.,elln,orm,nd/a, dr.>dlr-ron• wnuld llkdy """It la ond,..,..qyount Dlkn. When the rJ,y ~ ,..+,,, pctltlo,,. 
)'W i,;i,,, LIi• ripllu• b, ;,ri,quo llK-..,...waol wbcU-ra01aJusU,,... linoJrul, ~lld/u, tleildlywcpu:wwowd, ill l'.lcl,b<llkrly ID 

:wall ia ud;ualtq ,OU or Olbtn. A r-,y of Ila• w, ,-llloA will be Dllltd 10 ,OU al llw ad.,...'"" ll(O¥id«l 10 lhf 
l'Ollee. If you wish to •nu ~1'111C,,.... rnrno<1/ytllt _ ___ (CO<lnlJl ~'llp('11orCOun""ditn JOd,ys of tllt don rtic Clcy's 
r,ttk>II I< flk,d TIie r.nun wMh hrn.., • ....,and time lor aid hc,orln,i. aad I MtlU WIil be r1111<d to ym,. A rcpon oltllc, dtnh 
>M1rwndl111 U..ronO....UUn 11111, ... f.ranu •n,J./u, dtadly '""',pons,.,,,, be alw• tu lllt ____ (Cot1nly) llbolridAU.ornoy. 

1f yo11 nc ~11Cd un~CT WIC 51 SO""' ore nbtcq11tlll1J llwolunnrlly admlned to, r1C11ul ~,111, fK!lley, you ore pre:1~ from 
OWlffll', ~•.in,:lfllll'JlffllJ'Oltln,:fl..,.mo1nd/orlcorly ,. .. r-fftr , pcrind nfS Y"'" In f.alllnn,1.1 (\\i r. Rtn.'1(1)[1)). If yn• 
cornntly c,wn •a, flrr.r 111 ;,nd/or ...,_,.y ,n,•po~ yw IIIU>1 C'DfttlCt 11 .. on re.rt t..w e<1mr,mtr.t l>p'DC)' 111 •• <rcnilcr thus, ftl'tllTN 
luld/orllt..ty W""l'WIO, 

l"lmwY ,n P""nl f.ndr. {l'C') <C!CIIM 1112~. !ht- fh1fffl• IIM/trr clnodlJ-"'l"'u pr""""'.ty .md"""' mnfl!ll'ffl'd frrm )"'" m riv. 
dllo &d lnrtk 1hovc 

Ooautlc:~111c:14- - rl•lla., ltfpl, 

IIM• t lK, tlra1rr1, •nd/nr dudly >tt1poni mn/lM:111:d Ira"' tot•,.., In he 1t«d 1• c,,ic!C11CC> In.,.,, trll'llln>l jlfOCIL'Cdlf'«", the lln,onn., 
and/or.i....Jly w••pom .t,"11 hr -.we .. ..u.bl, ID you fn>m ___ ruun, Sb .. ,., .. d;J)" 1111.rr Uw .. 1 ...... or a aOWI llM7Nllff"' 
jll»liitu. U, ,otUMo lbillilAt plnod. 1'91..-.. 1,aJiew Ill• rrlunlofUJt.. lffanns.,,./«deadly .. ...,pu.,willlul1 rnotllioi 
t lldlnpl'lnJ tho riatm or the ,,.,... rtpenln1 • dn01ntlc .tolnct .... ,11, ynu will ~ notltld by 111< ____ r olla. Wldlla 60 to 

90 G1" Ill 1M >rizu .... lhl Di<lriclAllllmoy ..,,u filt • µ.utlou Willi u ... -- (Cuu•ly) S..periorC.Url le/ lltlff1ui .. iru.-a... .... 
or dudlv w .IIIOWd be ,-1o111rd lu 

_ or1>cr: _____________ _ _ _ ..., __ _ __________ -4v 11c) 

rw ....... fnr!:nn/l-1m,J 
A,,y pom,1 whnd•l.,•tld•to anyflrt>l"lll, 111.lt ,,. i,, 111• ..,,;,odya< control oh cnun orlawonfnn:tmtflh j!lncy and '"'"" wkht< , , h•w 
1hr flrunns rvlut'ftN •h• N inili •pplir.wn la LIi• Drpartn>onl ul )11,li,., Jor • clel, nniWlw ~ uf tlqpbillly lo P""5""' fine•="" (PC •...-lion 
JJIJ.jQ), Pnor to w- rmin1 ol uy llrun11,. tllc IDdlvldlw scct1Jit1 rerun, oldie- llrcams 111as1 ,ubmll a I.aw ~olora111C11t Cun Jtcltuc 
ArPlcttlon to <lie 1~c-a1 olJutl<'e no 1.1w 1<nforcemrn1 t.'ll• Wrlcwc AppMCMion Is -..fltblc ... ~tne ar www.aua.ogy/fu:r•m• or 
hy calH111 (916) 263-411117. It nuytaia,up In )Cl doy,, orr11omtop<aco.\l rho 1ppllcntlan. If the fln,ennurr notd•lmod ,.,1t1,i,, 1M d■y< nf 
,wt;r;a,t;oo thottt.• lirNrn,. "'' •v:iibblt fur muro. ___ P<II« 1DOydi<p.- lJftt,, f,n,orns (PC .. ction 3387.J. 

l'Unuaor ro l'C: sccdoll JJUUO. ___ l'clJoc wy charac • frc for llon.t:r' of drcan:it. •Jbc ftrcarms mrqc bx ts C>JDIUIC4 ID rbc tllY frr 
~oclulo 1111dcr Scalao X, l'nllr:r. l><,pnrtrornlt l'""'-

DEQML\TIOM o, PCUOJIIAL Sl!llVlCE 

L _ _________ WI wultt110ted. dodare twl.,r JICU)ry of Jk'l'JUIY dw OIi _____ JII __ t pl'l'S<>ully 

,r......t thb rttd(,r hy hlnrl rlrNvrri•R • t11py tn ttio piny • •med""'--

, 20 ,,1 , California. 
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5.3.0 Documentation - Intake - Firearms 

Standard: Firearms should be described in a manner that enables the reader to visualize the 
item without physically examining it. Additionally, the documentation should provide a 
record of all parties that have handled the item, storage locations. and transaction dates 
and times. 

Definition: Documentation refers to identifying the item with a unique number. describing 
the item, and providing a record of all parties handling, various storage locations, along 
with dates and times of the transaction. 

Reasoning: All firearms evidence needs to be documented in a manner that provides a 
thorough and accurate description and chain of custody including, chronological 
documentation, and/or paper trail, showing the seizure, custody, control, transfer, analysis, 
and disposition of evidence. physical or electronic. 

Documentation of the firearm should include a full description including the make, model, 
caliber. type, and serial number. The booking officer should cause the firearm to be queried 
through NCIC and any state databases to determine the status and history, if known. A 
good practice is to provide the NCIC/or state computer printout to the property room. The 
property officer should verify the accuracy of the serial number information by comparing 
the serial number on the firearm against the paperwork. {IAPE Standard 11.2: Firearms -
Documentation - January 2019) 

5.3.1 Documentation - Firearms - Property Record (Computer Record) 

Finding: When any firearm is received into the Property and Evidence Unit the staff 
compares the firearm(s) against the written form for accuracy. It should be noted; 
substantial corrections are having to be made. The corrections are made in red ink showing 
both the original and corrected information on the property record. In many cases. some 
information is not documented by the officer as there are no prompts calling for specific 
information for firearms. (Caliber, make, model, etc.) 

I Meets Recognized Professional Standards I Practices .... ........... ...... Modification I Options 

Recommendations/Options: 
If the new computer provides specific firearms data fields, some of these issues may 
be corrected. With the implementation of the new computer system it is imperative 
for Property and Evidence Unit staff to instruct the officers (class) on the importance 
of completing all of the necessary data fields. 

It must be noted as long as the staff makes corrections for the officer, the error rote 
may not change. The only way to change this is for the officers to have to come to 
the Property and Evidence Unit to make corrections, which may not be desired by 
management. 
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5.3.2 Firearms - Loaded Status / Safety Issues 

Finding: When firearms are received in the Property and Evidence Unit. staff checks the 
loaded status of the firearms. Note: There is no known written policy that requires firearms 
safety training for handling. 

I Meets Recognized Professional Standards I Practices ...... ......... ...... Modlflcatlon I Options 

Recommendations/Options: 
The deportment Property Manual (Technical Service Manual) needs to memorialize 
both safety protocols and validation of serial numbers. The Technical Service 
Manual should also memorialize any firearms training requirements for civilians. 

5.3.3 Documentation - Form - Firearms - Intake - Tracking Record 

Finding: The Property Room does not have a tracking form that documents all movement 
and actions related to a firearm that hos been submitted to the Property and Evidence 
Unit. 

Recommendations/Options: 
E.C.S. recommends that the Property and Evidence Unit consider o Firearms 
Tracking/Audit Sheet that is used to document the movement and required actions 
related to o firearm that hos been seized or surrendered to the Wichita Police 
Deportment. 

The form is suggested as o tool to ensure all of the various tasks associated with 
firearms ore completed. (See Exhibit 5-C for sample form.) 
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Chapter 5 

EXHIBIT 5-C 

A........Audlt Sheet -Make Model FM, ---
Serial Number Type er 

f-

Name Su,pect ( I Vlc:llm ( I 8 
OwMr ( ) 

lnltlal oa1emme 

Evidence ( ) Safekeeping ( ) 
found ( ) Slolen~overed ( ) 
71-hour Hold ( ) 
Restrain Order ( > Dome.Uc ( ) 
Destro~ Per Owner U 1-

Firearm Received In Prooertv 
A rearm Information Verified 
No Rttlslered Owner In SY1tem 
Reglttered Owner In Stale System 
Name: 
f irearm Entry In Slate Swtem 
Leiter Malled to Rett,i.tered Owner 
Res nM from Letter 
Reslralnlna Order 
DO Serial• Rutoratlon -
nrearm Sent to Latent Prints -
IBIS rorm Completed - C...n Sent 
ATT rorm Completed/ Sent 
Hold for C ourt Dlspa.JUon ( ) 
Hold for Safekeeping ( ) 
Hold - Other ( l 
Owner Cleared Thn, Cun Denial 
Unit Officer 

Arearm Releued to: 

Authority By: 

Placed on Gun Destruction LIil 
Per Authority: I 
nrearm Destroyed By: I 
Date: 

t WllnHMd By: 
Date: -
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5.4.0 Documentation - Intake - Money 

Money should be described in a manner that enables the reader to visualize the item 
without physically examining it. Additionally, the documentation should provide a record 
of all parties that have handled the item, storage locations, and transaction dates and 
times. (/APE Standard 10.1: Money- Documentation -January 2019) 

The booking officer's documentation of the money should include the subtotals by 
denomination, totals, and the signature of the verifying employees, and dates and times. 
The property room should retain a log, either manual or automated, of all monies entering 
and leaving the property room and the current balance. If the package is sealed and 
initialed there is no need to open the package for verification; however. some agencies 
insist that a third count by the property officer and another witness be conducted when the 
money enters the property room. (IAPE Standard l 0.2: Money Documentation - January 
2019} 

At a minimum, it is suggested that a selected computer system provide the following: 
• Cash management and accountability relative to property and evidence. 
• Currency- Pending Transfer with total calculated dollar amounts and by case. 

(/APE Standard 4.2: Documentation - Computerization - January 2019} 

5.4.1 Documentation Intake - Money - Policy 

Finding: 

Submitting Money (Currency) 

Policy708 0 Physical Evidence/ Found & Personal Properly 

I. All amounts of money shall be submitted separately in a sealed plastic currency evidence bag, 
filled out completely by the submitting officer and at least one ( 1) other department member. 
The sealed plastic currency evidence bag shall be placed by itself into an evidence envelope or 
sack and sealed with evidence tape, with the officer's initials and identification number. The 
receipt and the evidence package will only list the total amount submitted and will be signed 
by both department members. An electronic bill counter is available in the Officer Tum-In 
Room to assist officers with accurate totals of monies. 

a. MONEY UNDER $1,000 shall be submitted to any patrol station evidence locker or 
the Property and Evidence Facility, unless it needs to be processed by the Laboratory 
Section. 

b. MONEY OVER $1,000 shall be submitted only at the Property and Evidence Facility, 
Officer-Turn-In room, and shall be placed into the drop safe located on the east wall. 

c. MONEY OVER $30,000 shall be submitted only at the Property and Evidence 
Facility, to the Property and Evidence supervisor or representative. 
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TECH ICAL SERVICE MANUAL (PAGE 24 - No section number to Reference) 
Property and Evidence Unit1 

CURRE CY 
~ Currency will be placed by itself into an evidence envelope by the submitting 

Officer. The Officer will seal the envelope and then. along with another Officer as 
a witness, sign the seal.Q When received, the envelope3 will be properly marked as 
to its location and a computer entry will be made.4 Currency valued under 
$1000.00 shall be submitted to any sub-station locker or Property and Evidence 
Facility locker. unless it needs to be processed by the Latent Prints Unit or a CSI. 
Currency valued at $1000.00 and over shall be submitted to the Property and 
Evidence Facility and placed into the drop safe. located in the Officer tum-in room 
on the east wall5• The seal on the packages will not be broken to recount the 
currency. Currency will be logged into the computer and assigned a safe bin 
location6; 

~ Computer entries wilJ be made any time currency is removed from the Property and 
Evidence Facility7. If currency is removed from the Facility and the seal broken, the 
packaging will be resealed and signed by the Officer upon returning it to the 
Property and Evidence Facility8

• 

A review of the above sec tion illustrates how submission policy statements are 
commingled and can be confusing. There are tasks for Property and Evidence 
Unit staff members and submitting employees. 

Does Not Meet Recognized Professional Standards I Practices .. .... Modification Necessary 

Recommendations/Options: 
For ease of reading for the users try to not commingle information for two different 
working groups in the some section or manual. Submission issues should b e in the 
suggested Packaging Manual and/or Policy 708, while the intake instruction belongs 
in the Technical Services Manual under currency. 

E.C.S. also recommends that all of the various tasks in the policy hove numbers and 
sub numbers as opposed to bullet designations. By using numbers, it may be easier 
for later referencing each policy section and sub-section. 

1 Title of section states "Property and Evidence Unit", however many of the instructions are for 
submitting employees. 

2 First two sentences are submitting employee instructions. 
3 There is no mention of the currency pouch that is also used. 
4 Following sentence is for Property and Evidence Unit staff. 
5 Sentence is for submitting employee. 
6 Following sentence is for Property and Evidence Unit staff. 
7 Property and Evidence Unit staff. 
8 Not clear who the statement is written for. 
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5.4.2 Documentation Intake - Money - Property Record / Packaging 

Finding: 
1 . When money is submitted to the Property and Evidence Unit, the 
Submitting Officer doesn't document money on the internal plastic 
"currency pouch" as illustrated to the right. All of the fields on the 
provided pouch are not being utilized. All of the data about the case 
and description of the money can be found on the Wichita Police 
Department Receipt Form 322-402. According to the staff the pouch 
is then placed into a manila evidence envelope for later storage. 

In other words. there is no currency documentation and value 
notated on the manila evidence envelope that highlights the 
importance (value) of the evidence contained. 

Secondly. officers are placing a sealed package inside of an additional sealed package 
for no logical reason. As a result, the cost of the money packaging could be reduced by 
½ if the department utilized a Wichita Police Department Currency Envelope (see 
recommendation). 

2. When the currency is received in the Property and Evidence Unit Facility, the data is 
inputted into the computer. The Service Officer utilizes the description of the money from 
the Wichita Police Department Receipt Form 322-402 and not the package. 

Additionally, the data entry screen requires a value field to be completed during the data 
entry process by the Property Clerk. Unfortunately, the value field has never been utilized to 
calculate current money totals in the inventory. 

3. When money is submitted to the Property and Evidence Unit, all packages of money with 
more than $100 go into the safe, while all other monies are stored on shelves with general 
evidence. ( - - · and an unknown amount of 
money Is being stored in the general storage area. 

Note: Evidence Control Systems, Inc. hos instructed well over 900 property and 
evidence classes and has conducted over 100 audits in the United States and 
Canada. With that exposure to property room issues most property room staff would 
argue that the vast majority of money received in property rooms is less than $100. 

With that information it is conceivable that there could be two to three times as 
much money as in the General Storage as in the safe. However, no one knows! 

With any money being stored throughout the general storage areas in the Property and 
Evidence Unit. the organization is ripe for an internal theft. All someone would have to do is 
remove the package/contents of an older case and no one will know it's missing, until 
claimed by the owner, or during the purging process which may be years later. 

Additionally, if an employee is looking for a package of money during the purging process 
and the money cannot be located. there is no formal policy to report it. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 
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Recommendations /Options: 
1. Evidence Control Systems, Inc. recommends, 
the deportment consider a uniform sized (6" x 9") 
manila envelope that hos the necessary prompts 
for denominations, dotes, times, names, 
employee serial numbers, etc. 

In addition, color coding the package with 
specific color con enhance the handling, 
storage and retrieval of money. 

Additionally, always print o box on the envelope 
where you wont the employee to place the 
borcode as shown. 

2. One of the most important features in good 

-
-· 

c-..... ci---. 
........ c-

..... . .. . 
--· 

~---,. --- - -. - -~· - --•1- -- ,._ .... 

property room software is for the computer to easily calcula te oil monies in the 
system, oil money stored, ready for deposit and ad hoc informa tion on how much 
hos been deposited by o desired dote(s)ronge. 

Evidence Control Systems, Inc. recommends that 
there be o discussion with the vendor of the new 
software system to ascertain if o value field (as 
shown to the right) in the new software for 
employee data entry provides tools that coll for 
both denominations and totals. 

For example, when the submitting employee types 

1oo•r- s1 r-
so. r ,. r-
20-r " I 
10 • r o,n Tebl 

,ow,yt9"" 

in 3, 20 's in the data entry field it then tabulates in o calculation field and when 
scanned into the safe it will be added to the grand total in the inventory. 

3. Evidence Control Systems, Inc. strongly recommends the Property and Evidence 
Unit immediately remove oil monies in the general storage and place in o room, 
cage, or safe that provides enhanced security. Enhanced security may include a 
two-person rule for access, cameras, special locks, olorm, etc. (See Chapter 6, 
Section 6.10.0 - Depositing of Money in bank for other options). 

5.4.3 Documentation - Money - Verification of Count upon Submission 

The desire for a count upon receipt by the property room comes from a philosophical 
perspective that any miscounts or thefts ore easier to resolve before a lengthy period of 
storage time elapses. If the money is validated upon receipt in the property room by two 
parties, and there is a discrepancy. it can be corrected in a timely manner and the two 
booking officers hove been excluded from any later culpability. Conversely. if the miscount 
is discovered five years later. anyone in the property room and the two booking officers are 
now part of the inquiry. (IAPE Standard JO. I: Money Documentation - January 2019) 

Finding: When money is received in the Property and Evidence Unit Facility. there is no 
process to validate money upon receipt. Historically, within low enforcement agencies this 
has been a foreign concept, until there is a mysterious disappearance of money. If there is 
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a discrepancy in the initial money count or a theft of the currency it may not be discovered 
until years later after the submission into the Property and Evidence Facility. 

As a result, when a discrepancy is discovered, there is no written policy that provides 
guidance for the staff on what to do. According to the staff, each employee may handle 
differently. For example, if there is a shortage (bad count) when returning money to the 
owners and it's a small amount the owner may just not pursue the discrepancy any further. 
In some cases, the submitting employee is called in to help investigate the inquiry. The 
follow bullets define some of the issues in not validating money upon receipt. 

• Fact: In most jurisdictions money rarely goes to court. According to interview 
"money doesn't go to court often". Unfortunately. no one knows. 

• Fact: In most jurisdictions. money isn't deposited directly into the bank upon 
receipt in the property room until there is a discrepancy or theft. 

• Fact: An officer seizes $7,500 in an arrest in 201 5. Money sits on the shelf for 5 years 
and the owner eventually claims it. When the property room opens the package, 
there is only $750. A miscount originally or a theft in the property room? No one 
knows, but the officer is now a part of an internal investigation. If you ask 100 
officers would they want the money counted when submitted or 5 years from 
now. 100% will opt for upon submission. The reason we don't validate is this is the 
way we have always done it! 

• Fact: In the past 3.5 years there has been over 3.5 million dollars stolen from law 
enforcement agencies as illustrated below: 

Recent history: 
2 Sheriff Employees Charged in Case of Missing Evidence ($145,000) 
Sedgwick County. KS, - 2020 

Internal audit reveals $150,000 Missing from Lancaster County Drug Task Force 
Lancaster County Drug Task Force, PA, 2020 

Audit reveals $27,000 missing from OKCPD property room 
Oklahoma City, OK, 2020 

Braintree police audit shows $407,998 and 60 guns missing from evidence room 
Braintree, MA, 2015 

Ex-Springfield cop accused of stealing $395,000 from evidence room back in 
court 
Springfield, MA, 2017 

Framingham officer admitted to stealing money. state says ($70,000) 
Framingham, MA. 2018 

SC cop stole $80,000 from drug money. Will he get mercy or prison? 
Manning, SC, 2020 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 
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Recommendations/Options: 
Evid ence Control Systems, Inc. recommends that the Wichita Police Department 
consider implementing a policy that mandates tha t all money evidence containers 
be opened when they are received in the Property and Evidence Unit and that two 
(2) employees of the staff validate the count of the money. This allows any 
discrepancy to be identified and corrected shortly after receipt into the property 
and evidence facility. 

5.4.4 Documentation - Money - Verification Submission -
Discrepancies (Policy) 

Finding: As previously mentioned, there is no formal written policy in place that defines 
what steps ore token if there is a discrepancy when currency is opened or any other time 
that money is missing. At the present time. according to interviews, it is possible each 
different employee could handle the d iscrepancy differently. 

Without having established protocols in place, the system is ripe for pilferage. This is especially 
true for those packages in the general storage areas for years and with almost no internal 
controls. 

Does Not Meet Recognized Professional Standards I Practices ..... . Modification Necessary 

Recommendations/Options: 
Evidence Control Systems, Inc. suggests that a policy be developed in the 
suggested Property Procedures Manual or Technical Manual on the handling of 
money that may be missing. 

Within the policy the below information could be topics to include: 

• Duty of the staff to report to supervisor any instance of missing money 
• An established time requirement to report the missing money 
• Protocols for supervisor to conduct preliminary inquiry 
• Responsibility of supervisor to report to management findings and 

recommendations 
• Responsibility of management to conduct inquiry 

The process should be applicable for all items of evidence and property that are 
found to be missing. 

5.4.5 Documentation - Money - Counterfeit 

Finding: There is no formal written policy in place that defines what steps ore to be taken 
when handling and submitting suspected counterfeit money into the property and 
evidence facility. Suspected counterfeit money is handled in the same manner as genuine 
money. The Submitting Officer doesn't package the counterfeit money in the internal 
plastic "currency pouch". All of the data about the case and description of the money 
can be found on the Wichita Police Department receipt Form 322-402. 

I Meets Recognized Professional Standards I Practices .. .................. Modification I Options 
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Recommendations/Options: 
Evidence Control Systems, Inc. recommends that suspected counterfeit money be 
packaged the same as genuine currency. In addition, it is recommended to 
include a counterfeit money check box on the evidence envelope illustrated 
above in Section 5.4.2. 

5.5.0 Documentation - Intake - Drugs 

Definition: Documentation refers to identifying the item with a unique number, describing 
the item, and providing a record of all parties handling, various storage locations, along 
with dates and times of the transactions. 

Reasoning: All drug evidence should be documented in a manner that provides a thorough 
and accurate description and chain of custody including, chronological documentation, 
and/or paper trail, a record of the seizure, custody, control, transfer, analysis, and disposition 
of the evidence, either paper-based or digital. (IAPE Standard 9.2: Drugs - Documentation 
- January 2019) 

5.5.1 Documentation - Drugs - Property Record 

Finding: When the Submitting Officer submits drugs, the items are handwritten onto the 
Wichita Police Department Receipt Fonn 322-402 and later entered into the computer by 
the Property Clerk. According to interviews an officer can submit a package of drugs, 
miscellaneous documents (i.e. driver's license, residency papers, etc.), and paraphernalia 
on the receipt and place all of them into one package, thus commingling general 
evidence and drug evidence on the same record. 

This process of commingling drugs and other general evidence violates best business 
practices and standards. 

Does Not Meet Recognized Professional Standards I Practices .... .. Modification Necessary 

Recommendations/Options: 
Evidence Control Systems, Inc. strongly recommends this practice be avoided. It is 
recommended that only drug evidence be booked into the system under one 
property record. General evidence can be book independently. 

5.6.0 Documentation - External Movement 

Standard: Whenever evidence is transferred from the property room to an external location, 
such as court, the crime lab, or other agency, its destination and the person responsible 
should be tracked and monitored by either a paper or electronic tickler file until it is 
returned, or its final disposition is documented. 

Definition: Tracking and monitoring refers to documenting who is r86ponsible for taking 
possession and delivering evidence from the property room to an external location, such 
as the crime lab or court. 
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Reasoning: The external movement of evidence needs to be closely monitored to ensure 
that it is returned in a timely manner. Items that are signed out for court should be returned 
by the end of business on the same day unless it is received by the court as an exhibit. 
Evidence that is not returned should be inquired about on the next business day. When 
evidence has been entered as a court exhibit, policy should require that the evidence be 
signed for by an official court representative and the receipt returned to the property 
officer. Evidence signed out to the crime lab should be periodically inquired upon to ensure 
that the item has not been lost and is still in the custody of the lab. The status and dale 
checked should be documented. Departmental policy should also provide directives for 
any officer signing out evidence for investigative purposes as to whether the item can be 
stored outside the evidence room for what length of time, and how it should be secured to 
protect ifs integrity. 

Department policy should prohibit permitting evidence to be signed out for investigation or 
to another agency without the knowledge of the investigating officer or supervisor. (IAPE 
Standard 4. 1: Documentation - Exfemal Movement - January 2019) 

Any time there is movement of drugs from the property room, there should be 
documentation in the form of a tickler or suspense file that notes when items are "out to the 
crime lab", "out for investigation". and "out to court", "out to another agency", and who is 
responsible for it. The property officer should be required to query all signed out evidence 
on a periodic basis. For example. firearms, money, and drugs should be queried on the next 
working day. (IAPE Standard 9.3: Drugs - Documentation of Movement - January 2019) 

TICKLER FILES are a method of reminding the user of where and when an item is placed in 
a temporary location, and can be structured to remind. or tickle. the user when a certain 
period of time has elapsed. (Definition) 

External Movement Overview 

External Movement Review: The utilization of the current software at present is not helping 
make the operation as efficient as it could be, as it is not providing the necessary tools that 
streamline the management of the evidence. Hopefully the new Niche system will provide 
better internal controls over the inventory. 

This section (Out to Lab. Out to Court and Out for Investigations) can best illustrate the 
problems that could in-fact be made much easier. It is not clear if the property computer 
system was designed around the vendors design (present or future) or if the vendor's 
designed it around the operation when it was manual. Either way, it is very ineffic ient and 
labor intensive. 

Current software has "storage locations" .fistlQ that may not being used in a manner that 
may help manage the evidence in a more intuitive manner. 

To understand the importance of a "location" field one must view the entire system as 
wanting to always know where an item is. whether it's an internal location (shelf) or an 
external location (court) , or a location that the item(s) were removed from the system such 
as (RTO. Destroyed. Diverted. etc.). The following illustration (exhibit) represents the various 
possibilities that can be used through the life cycle of any piece of property or evidence. 
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Every item has a place! Exhibit 5-D illustrates how using the "location" field properly can 
provide various management tools. 

As evidence is received in the Property and Evidence Unit, there are two options, stay on 
shelf until purged or it may be transferred to an external location such as: court, lab, other 
agency. out for investigations during its life cycle. When evidence moves to external 
locations the likelihood of problems increases incrementally and must be monitored closely. 
Using LOCATIONS provides several internal controls. 

Good practices would view every transfer/move !shelf. box, bin, court, lab, out for 
investigations. diverted, auctioned, returned to owners, destroyed). as nothing more than 
a different location. (Some are internal. while some are external moves.) As the items move 
from LOCATION to LOCATION, they are monitored, and the computer time-stamps the 
actions along with employees involved including who signed the item out and who took 
possession of the item. 

The diagram below best illustrates this concept of location, location. location. The item is 
scanned in to the (Locker) by the Submitting Officer. received in Property Room (Intake). 
placed on shelf (SheH), transferred (scanned) to lab (Lab), returned from lab and back to 
original shelf (Shelf), out to court (Court), returned from court back to its home location 
(SheH). later transferred to a destruction area (For Destruction) and eventually destroyed 
(Destroyed). At any time, anyone in the Property and Evidence Unit has the ability to search 
by location. 

Search by "Lab" would show items that haven't been returned from the Lab, search by 
"Court" and immediately have a list of items not returned from Court. In the event the item 
was received as an exhibit, the location would be changed to Exhibit. In conclusion. the 
inventory becomes managed by location. and has dates. times and personnel included in 
the record. 

Chapter 5 Wichita Police Deportment Audit Report 
Evidence Control Systems. Inc. c 2021 

Page 24 of 45 



EXHIBIT 5-D 

LOCATION, LOCATION, LOCATION 

INTERNAL LOCA'TIONS EXTERNAL LOCATIONS 

TEMP . 
LOCKERS 

Chapter 5 

INTAKE 
I 
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Note: By using LOCATIONS properly, the Property Officer can at a ny time run a location 
search (in location field) such as Out to Court, Out for Investigations, Auctioned, Destroyed 
and have a complete listing of all items in tha t category. 

In the following three Sections and in Sections concerning Gun Destructions, Drug 
Destructions and Currency Transfer the advantages of managing by location can be 
observed. 

5.6.1 Documentation - Transfer to Crime Lab - Polley 

Finding: Any information related to signing out evidence (or transferring evidence) is found 
in 708 DD - Checking Evidence Check-Out System. Atter reviewing, it appears the only 
guidance is about signing out to court and nothing specifically for the Crime Lab. 

Does Not Meet Recognized Professional Standards I Practices .. .... Modification Necessary 

Recommendations/Options: 
The suggested Property Procedures Manual or current Technical Service Manual 
needs to completely outline oil of the various processes for releasing oil evidence to 
the Crime Lob. Policy may include the following: 

1. Authorization to send to Crime Lob 
2. Required paperwork to transfer 
3. Method of transfer 
4. Computer entries to document Chain of Custody 
5. Tracking evidence while out of the custody of the Property & 

Evidence Unit 
6. Time limit to conduct status update 

5.6.2 Documentation - Transfer to Crime Lab - Process 

Finding: According to the staff, the officers fill out a Crime Lab (request for analysis) form. 
The Property and Evidence Unit staff check out the evidence and transfer to the crime 
laboratory. The Crime Lab personnel sign for the evidence on the form and provide o copy 
of the form back to the transporting employee. When the form is returned to the Property 
and Evidence Unit they are scanned to the case file and the copy is p laced into drawer for 
retention. According to staff these forms are stored indefinitely. 

Recommendations/Options: 
No changes ore recommended. 

5.6.3 Documentation - Transfer to Crime Lab - Tickler Files 

Standard: Whenever evidence is transferred from the property room to an external location. 
such as court, the crime lab. or other agency, its destination and the person responsible 
should be tracked and monitored by either o paper or electronic tickler file until it is 
returned, or its final disposition is documented. (IAPE Standard 4.4: Documentation 
Movement - January 2019) 
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Finding: When any item goes to the Crime Lab(s) it is documented in the computer as 
"Checked Out", to lab. Note: Computer cannot search "checlc:ed out to lob". At the 
present time when it leaves the Wichita Police Department Property and Evidence Unit, it is 
not formally tracked (followed} to ensure that it is still in the custody of the Crime Lab. By 
past practice no one has provided any follow up as to the status of the evidence at the 
Laboratory. 

There is no policy or past practice that requires any employee to monitor what evidence 
hasn't been returned from the lab. (Note: If the Crime Lab were to lose or misplace an 
item, no one at Property and Evidence Unit is responsible for any follow up to ensure the 
return of the evidence from the Crime Laboratory) . 

Note: To illustrate the importance of this concept, the auditor shares personal 
knowledge of a case at his home deportment where blood evidence was sent to 
the Crime Lab in 1985 in a serial homicide case (Rodney Acota). The blood sample 
was the only evidence from the scene and not sufficient evidence to charge the 
suspect. The suspect was convicted on multiple other homicides in Los Angeles 
County. 

Almost 25 years tater the D.A. wanted to pursue the old homicide and requested 
that the department send the evidence bock to the Lob for DNA testing. While 
researching the case the police records show the Crime Lob was in possession (25 
years ago). The Crime Lab records showed it was returned 24 years ago. Bottom 
line no one hos any idea where the evidence is. If the department hod been using 
a tickler file and monitoring Lab transfers on a regular basis (annually}, the evidence 
problem may hove been identified 24 years ago. 

Historically, when evidence is sent to the Crime Lab, there is never any follow-up to 
determine the status of the evidence. 

Does Not Meet Recognized Professional Standards I Practices ... ... Modification Necessary 

Recommendations/Options: 
Evidence Control Systems, Inc. recommends the Property and Evidence Unit Facility 
should routinely monitor evidence that hos gone to the lab for on extended period 
of time to ascertain if the item has been returned to the facility. 

It is also recommended the practice be memorialized in policy so that all evidence 
con be accounted for. An annual review is acceptable. (Note: This has never been 
done in the past.) 

5.6.4 Documentation - Transfer to Court - Policy 

Any time that property or evidence is released to a person, the receiving and releasing 
investigator's signature, destination. date and time should be required. Provid ing a 
subpoena for the court case or obtaining a supervisor's written approval provides a 
credible record that the drugs are being taken out of the property room for the reasons 
stated. (IAPE Standard 9.3: Drugs Documentation of Movement - January 2019} 
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Finding: 
1. Current policy that addresses items for court con be found in 708 DD: 

Policy DD. Evidence Check-Out System 

.I. Department members needing evidence for court shall check it out from the Property and 
Evidence Facility between 0700 and 1600 hours on the day it is needed. [EXCEPTION: latent 
fi ngerprints, which are checked out from the Laboratory Section]. All evidence leaving the 
Property and Evidence Facility must be checked out and entered into the computer tracking 
system. Evidence required for court shall be obtained only after the department member who is 
assigned to the case receives a determination rrom Court Liaison personnel or prosecuting 
attorney that the case will go to trial. The department member is responsible for the custody 
and packing9 of evidence not retained as evidence by the court.10 

a. The department member who checked evidence out for court shall be responsible for 
returning it to the Property and Evidence Facili ty at the conclusion of the court 
proceeding. 11 Evidence checked out from the Laboratory shall be returned to the 
Laboratory. 

I . In the event evidence is held by the court, the department member who 
checked it out shall be responsible for notifying the Property and 
Evidence Section.12 

2. When notification is made to collect evidence held by the court or 
District Attorney, the evidence shall be picked up and returned to the 
Property and Evidence Facil ity. 13 

a. When packages are sealed and have not been tampered with, a 
general notification can be made to the Property and Evidence 
Section to pick up the evidence.14 

b. When open packages need to be picked up, the Court Liaison will 
contact the case detective who shall inventory and seal the 
packages prior to Property and Evidence personnel transporting 
the packages to the Property and Evidence faci lity. 

c. When a department member is notified by the Court or District 
Attorney of evidence to be picked up, it shall be the responsibility 
of the department member to pick up the evidence and return it to 
the Property and Evidence Faci lity. 

3. If the checked-out evidence consists of drugs or narcotics and the 
original packaging of the evidence has been opened as an official part of 

9 Spell ing- Packaging . 
10 Not clear what this is asking of the officer . 
11 There appear to be no protocols for the officer if the item(s) are retained out of the Property 

Room during the tri al. 
Could a defense attorney challenge the Chain of Custody if retained in the c ustody of the 
officer? 

12 How is the notification done , court receipt , e mail , phone cal I, in person? ls there a time frame? 
13 Statement doesn ' t describe who is responsible. 
14 Not clear who this instruction is for. 
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a court proceeding between the time it was signed out and the time it 
was returned, the evidence must be resealed by the officer and returned 
to the Property and Evidence fac il ity or any patrol station. 

b. Any department member who receives a subpoena to produce evidence for the defense 
shall notify the Bureau Commander responsible for the type of case involved. The Bureau 
Commander shall notify the City Attorney and prosecuting attorney to obtain their advice 
on the proper course of action to follow. 

2. The Evidence Control Systems. Inc. Audit Team found that when an item does go to 
Court there is no location (drop down) in the computer that would allow the item to be 
tracked when it's "Out to Court". Instead of showing the item has been taken to court. the 
record shows "Checked Out". 

If a search was done today of "Checked Out" it would more than likely find a myriad of 
items out for court. lab. and or investigations. In order to research items out to court each 
individual record may have to be reviewed. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendotfons/Optlons: 
I . It is imperative that the Wichita Police Deportment develop a written protocol for 
employees when signing out evidence for court. This is especially true any time that 
guns. drugs or money ore signed out. 

The current written policy should additionally include the below topics to provide 
beHer internal controls. 

• The determination communication from the Court Uoison or Prosecuting 
AHomey should be in writing and affixed to the property record. 

• In the event the person signing out the evidence is not the case officer they 
must hove some type of signed approval from the case detective. 

• The Officer was the submitting Officer. 
• Policy needs to ensure that when evidence is signed out the evidence is 

signed for by court personnel. 
• Policy needs to hove protocols set to ensure the signed-out evidence is 

tracked for return. 
• Policy needs to mandate that if the evidence is not returned a Court Receipt 

is returned. 
• Policy needs to mandate that if the evidence is retained by the court the 

computer system is updated to Court Exhibit. 

It is imperative that the computer location fields in the new computer be modified 
to odd the location of "Out to Court, or Out to Lab. or Out to Investigations", for 
proper tracking and good internal controls. 
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5.6.5 Documentation - Transfer to Court - Court Receipt 

Court Receipt is used to document that an item of evidence has been retained by the court 
and entered as court evidence. This form is used lo capture the name of o person who is 
receiving the evidence for the court. (IAPE Standard 4.3: Documentation - Forms - January 
2019) 

Standard: Whenever evidence is transferred from the property room to an external location, 
such as court, the crime lab. or other agency, its destination and the person responsible 
should be tracked and monitored by either a paper or electronic tickler file until it is 
returned. or its final disposition is documented. (IAPE Standard 4.4: Documentation -
January 2019) 

All drugs that have been taken to court and not returned by the end of the court day should 
have a receipt signed by an officer of the court and a court stamp. This receipt should 
subsequently be returned to the property officer in order to update the evidence record . 
(/APE Standard 9.3: Drugs Documentation of Movement-January 2019) 

Finding: There is nothing In written pollcv or past practice about returning a signed Chain 
of Custody or Court Receipt form from the Court when evidence is received as an Exhibit 
in the court. 

Any time an officer signs out evidence for court or any other reason. the Property and 
Evidence Unit personnel document the computer record showing the transfer. There is no 
corresponding signature of the officer. Hence, the officer could easily deny signing out the 
evidence or o dishonest employee can take an item(s) and type in an employee's name 
and no one would ever know. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendations/Options: 
Policy needs to provide officers with information on what their responsibilities are 
when signing out evidence and the need to provide written documentation that 
the item reached its destination (Court). When evidence is not received by the 
Court there needs to be a time requirement for its return to the Property and 
Evidence Unit. 

The best practice is to have the item returned by the end of the Court day and/or 
appropriately documented with a receipt showing transfer. 

The following Exhibit provides an example of a Court Receipt. 
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EXHIBIT 5-E 

Can N .. lt.: ___________ Datr. 

C-trol Nambw, _______ It- N ... ltw: _________ _ 

All deps1ment personnel who take evidence to cuurt •e required to return that evidence 
to the Property Room as 10cm as they •e rele•ed &om court. If the Property Room is 
dosed, evidence must be locked in an evidence locker. 

In the evetil that an item is admitted into evidenc~ the C1erk of the Court or other court 
officer must sip the receipt below. This ..... f•m must be retumed to the Property 
Room immediately aAer court is adjourned. Fill in the appropriate b l anks, obtain the 
required sipatures, ATTACH YOUR SUBPOENA TO THlS COVRT FOR THIS 
CASE, and SIGN THIS FORM YOURSELF AT THE BOTTOM. 

Court Action (check bdow) : 
□ Case dismi ned •llin st .U def en dents 
□ All defendants found p ity 
□ Case cootinued 
□ Other ______________________ _ 

□ As • result oftod-_y's court -=tioa, the c...-t utahl..t the listed item. 
□ As aresult oftod-.,'s court action. the listed item 111..W •••em-,..t. 
□ As • result oftod-_y's court -=tion. the listed item can be r .. • -' t• dt.• awa.-. 

Cow1 Clem's Name (Print): ____________ Date _____ _ 

Cow1 Clem's Sianature: _____________________ _ 

REMARKS: ________________________ _ 

EMPLOYEE W H O C H ECKED OUT THE EVIDENCE MUST SIGN BELOW: 

Print Name: __________________ Serial # ___ _ 

Sipature ___________________ Date _____ _ 

5.6.6 Documentation - Transfer to Court - Ticker Files 

Any time there is movement of evidence from the property room. there should be 
documentation in the form of a tickler or suspense file that notes when items ore "out to the 
crime lob", "out for investigation", and "outto court", "out to another agency", and who is 
responsible for it. This tickler file will prompt the property officer to inquire regarding the item 
when it hos not returned in a timely manner. The property officer should be required to query 
all signed out evidence on a periodic basis. For example. firearms. money. and drugs should 
be queried on the next working day. (IAPE Standard 9.3: Drugs - Documentation of 
Movement - January 2019) 

TICKLER FILES ore a method of reminding the user of where and when on item is placed in 
a temporary location. and can be structured to remind. or tickle. the user when a certain 
period of time hos elapsed. (IAPE - Definition) 
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Finding: When evidence is signed "Out to Court", there is no written policy or procedure 
that requires the staff to monitor items that have been released for Court and not returned . 
As mentioned in the previous section, nothing mandates the return of the evidence or proof 
the Court received it as an Exhibit. Additionally, there is no way in the present computer 
system to easily follow up on items taken to Court and not returned if they were not received 
as evidence. 

Does Not Meet Recognized Professional Standards I Practices ..... . Modification Necessary 

Recommendations/Options: 
Written policy (Property Procedures Manual and/ or Technical Services Manual) 
must ensure that when evidence is signed out for Court and when the evidence hos 
not been returned by the established time or o signed receiot from the Court is not 
received, the Property and Evidence Unit personnel hove o responsibility to follow 
up. 

Consider that when evidence is signed out, the location field should be 
documented os "Out to Court or Court", which con provide the ability to always 
hove o running inventory (list) of items that have gone to court and were not 
returned to the Property and Evidence Unit. 

If evidence is retained by the Court and verified by the receipt, the new location 
could become "Court Exhibit". Note: If the evidence isn 't changed to "Court 
Exhibit" (new location in computer), the Out to Court items will show up on oil 
subsequent searches. 

5.6.7 Documentation - Transfer to Court - Evidence Not Returned 

Standard: Whenever evidence is transferred from the property room to an external location. 
such as court, the crime lab, or other agency, its destina tion and the person responsible 
should be tracked and monitored by either a paper or electronic tickler file until it is 
returned, or its final disposition is documented. (JAPE Standard 4.4: External Movement 
January 2019) 

For a transfer to an outside entity (e.g., court or county crime lab), an evidence transfer 
form should accompany the employee and evidence to its destination. A subpoena or 
other court order should be required prior to the transfer of evidence to court. A written 
request or directive for processing should be attached to the evidence/property room 
record of the item in question if it is being sent to a crime lob. 

Finding: As mentioned in Section 5.6.4, evidence signed "Out for Court" and not returned 
is not followed up on. Thus, there are no formal inquiries with the officer about the status of 
the evidence. Did the evidence reach court? The Property and Evidence Unit staff cannot 
confirm if the Courts accepted the evidence as an Exhibit. 

Does Not Meet Recognized Professional Standards I Practices ..... . Modification Necessary 
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Recommendations/Options: 
In cases when the evidence is not returned or was received by the Court as a Court 
Exhibit, the Property Procedures Manual/Technical Services Manual must establish 
protocols to follow up to validate the fact the evidence was received by the Court 
and retained as an exhibit. 

Policy needs to ensure that the item is returned by a pre-determined time. The best 
practice is to have the item returned by the end of the Court day and/or 
appropriately documented. 

When the evidence or a Court Receipt has not been returned by the mandated 
time. Evidence Control Systems, Inc. recommends that some type of notification be 
directed to the employee that signed out the evidence. 

Note: Dependent upon the culture of the organization, sometimes these notices 
are responded to immediately and sometimes they ore ignored. Previous 
experience says that when the notices are sent from the "Property Room" they m 
be responded to and may not. When the notices come from a higher-ranking 
person such as a Supervisor. Sergeant, Ueutenant, or Captain, the response level 
increases incrementally. The following exhibit is an example of a suggested 
Evidence Not Returned Memo (Exhibit 5-F). 
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Chapter 5 

EXHIBIT 5-F 

Evidence Not Ret•■ed fro1111 c-rt 

Date: 

To: 
(Detective. cc bi, or her Sergeant or Lieutenant) 

From: 
(Property L1 cutCllant/Manager) 

Re: E VIDENCE NOT RETURNED TO PROPERTY ROOM 

Property Room reCDrds indi catc th.it you ch.ecked out property/evidence on 

Date: ___________ _ R-operty T ag# __________ _ 

Con~ol# __________ _ l em #(s) ___________ _ 

Atta:hed is a copy of the property form that1ndi.ca.tes which. items were taken. 

This property/evidence haJ been checked agauut the current Property Room inventory, 
and as of this date thcpropcrty/cV1dcncc that you checked out has not been returned 

Pleas eprovide an aplanab.on below regard!. ng the whereabouts of thu property/evidence: 

An immcdi itc response 1s required. 
• If you arc still in possession of the property, return 1t 1mmcdi.ately. 
• If the Property Room 1s dosed, lock the property in a temporary locker aong with 

this form 
• If you do not have the property, plea.Jc explain on this form what happ med to it, 

and return this form t o the Property Room It once. 

Signature ____________________ Date _____ _ 
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5.6.8 Documentation - Transfer - Out for Investigations - Approval - Policy 

Standard: Whenever evidence is transferred from the property room to on external location, 
such as court, the crime lob, or other agency, its destination and the person responsible 
should be tracked and monitored by either a paper or electronic tickler file until it is 
returned, or its final disposition is documented. 

Departmental policy should also provide directives for any officer signing out evidence for 
investigative purposes as to whether the item con be stored outside the evidence room for 
what length of time, and how it should be secured to protect its integrity. 

Deportment policy should prohibit permitting evidence to be signed out for investigation 
or to another agency without the knowledge of the investigating officer or supervisor. 
(/APE Standard 4.4: Documentation - External Movement - January 2019) 

Finding: There is no written policies that provide guidance to the Officers / Detectives 
signing out property and evidence from the Property and Evidence Unit "Out for 
Investigations". This may be defined as property or evidence that the Detective needs to 
examine for investigative purposes. Signing out evidence is addressed in 708 DD Evidence 
Check Out System but is primarily directed at out to court transactions. 

Does Not Meet Recognized Professional Standards I Practices .. .... Modification Necessary 

Recommendations/ Options: 
It is imperative that the Wichita Police Deportment develop a written policy or 
process for employees when signing out evidence for investigations. This is 
especially true any time that guns, drugs or money ore signed out. The written policy 
should include the below options that hove been used in other low enforcement 
agencies: 

1. Who hos the authority to sign-out property or evidence out of the Property and 
Evidence Unit? 

2. Address any pre-determined time limits for retaining evidence out of the 
Property and Evidence Unit custody. 

3. Where the evidence is to be secured when in the possession of the Officer I 
Detective and out of the Property and Evidence Unit. 

4. Duties of the Property and Evidence Unit staff to follow-up on evidence that 
hos been signed out for o specific time. 

5.6.9 Documentation - Transfer for Investigations • Process 

Finding: In those c oses that evidence is signed "Out For INVESTIGATIONS", it is only 
documented in the computer as "Checked Out", with no easily searchable destination, 
such as OUT FOR INVESTIGATION. 

At the present time, there is no known way to audit items in the computer that have been 
checked out for investigative purposes, as that is not a location or destination. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 
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Recommendations/Options 
Evidence Control Systems, Inc. strongly recommends that the evidence that is 
required for investigative purposes are documented in the computer in a location 
field as a destination such as "Out for Investigation". Having this type of evidence 
in a searchable field provides Property and Evidence Unit staff the ability to query 
the computer for the evidence that may have been signed out for investigative 
purposes and have not been returned by the pre-determined time. 

When evidence is signed out from the Property and Evidence Unit for investigative 
purposes and if the assigned staff member is retaining the evidence in their 
possession it is recommended that the evidence be secured in a temporary locker 
in the Investigative Division. Secure the locker by using individual combination Jocks 
that have been issued to the responsible staff member. The temporary storage of 
the evidence should be documented in the staff member's reports to better 
document the Chain of Custody and eliminate a defense challenge to the security 
of the evidence. 

5.6.10 Documentation - Transfer for Investigations - Tickler FIie 

Standard: Whenever evidence is transferred from the property room to an external location, 
such as court, the crime lab, or other agency, its destination and the person responsible 
should be tracked and monitored by either a paper or electronic fielder file until ii is 
returned, or its final disposition is documented. (IAPE Standard 4.4: Documentation 
Movement - January 2019) 

Finding: There is no policy or process that evidence that is signed out for investigative 
purposes be monitored and tracked while out of the custody of the Property and Evidence 
Unit. There is no easy way lo identify any evidence that was signed out, as there is no 
searchable "Out for Investigations" location or field. If the records are to be examined, it is 
documented as "Checked Out", similar to other transactions such as Out for Court and Out 
for Crime Lab. 

At the present time, no one knows how many items may be outstanding and unaccounted 
for. if any. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendations/Options: 
The Wichita Police Department documented in the recommended Property 
Procedures Manual and/or Technical Services Manual. that the Property and 
Evidence Unit Staff is responsible for tracking outstanding evidence. The 
responsibilities of the Officer or Detective should be documented in the General 
Order or Policy 708. 

Evidence Control Systems, Inc. strongly suggests that the evidence that is required 
for investigative purposes ore documented in the computer (preferably in the 
location field as "Out for Investigations". Hoving this type of evidence in a 
searchable field (location - "Out for Investigations") any of the Property and 
Evidence Unit employees, including the Supervisor or Ueutenant could easily run a 

Chapter 5 Wichita Police Department Audit Report 
Evidence Control Systems, Inc. ~2021 

Page 36 of 45 



query in the computer for items that hove been signed "Out for Investigations" 
purposes and those items that hove not been returned by the prescribed time. 

Note: A number of low enforcement agencies hove hod scandals or lost 
criminal coses wherein the Cose Officers hove signed out evidence "for 
investigative purposes" and the evidence hos either never been returned or 
the evidence was lost of misplaced. 

August 7, 2020 http://olturl.com/tnnpc 
OC Sheriff Evidence Booking Scandal Expands With 15 More Investigations of 
Deputies Disclosed 

Palm Beach Post - January 2007 Mistrial viewed as accident 
FORT PIERCE -- The mishandling of evidence that caused a mistrial in a capitol 
murder case this week may hove been on occident, but that's little comfort 
for a family seeking closure 2 1 /2 years ofter a loved one's death. 

After a hearing Thursday morning, Circuit Judge J. M said he was convinced 
the Fort Pierce Police Deportment is toking core of problems with missing 
evidence but caused him to declare a mistrial in the murder case of 28-yeor
old A. T. of Fort Pierce at the time of the incident. 
In declaring the mistrial, on infuriated Mcconn ordered a thorough search of 
the police headquarters for any additional undisclosed evidence. 

Assistant State Attorney L. P. reported that she and Capt. F.F., head of the 
deportment's Investigative Unit, found three more audio tapes - recordings 
of 911 phone calls on the day of the shooting - In the detective's desk. 

5.6.11 Documentation - Transfer for Investigations - Evidence Not Returned 

Standard: Whenever evidence is transferred from the property room to an external location, 
such as court, the crime lab, or other agency, its destination and the person responsible 
should be tracked and monitored by either a paper or electronic tickler file until it is 
returned, or its final disposition is documented. (IAPE Standard 4.4: External Movement -
January 2019) 

Finding: As previously discussed with items going to the Crime Lab or Court, there ore no 
protocols in place that mandate the items be followed up on when released from the 
Property and Evidence Unit for Investigative purposes. (See Audit Item # 1 for Example) 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendations/Options: 
Policy must memorialize a requirement that all signed out property and evidence 
be routinely accounted for. Some agencies place time limits, such as, by the end 
of the day. 
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5.7.0 Documentation - Special Handling - Found Property 

Standard: Departmental policy should instruct all personnel that o numbered case report 
or other easily retrievable document is required whenever Found Property is turned over to. 
or found by any employee. (IAPE Standard 12. 1: Found Property - Reporting Policy - January 
2019) 

Found Property - Receipt Standard: Departmental policy should instruct all personnel that 
when a citizen turns found property over to departmental personnel. that the finder be 
given on official deportment receipt that provides direction on how to claim the property 
and cite any legal requirements. 

Definition: A Found Property Receipt is a form that is given to the finder that describes the 
found item and provides guidance on how to legally claim it if the owner is not found. 

Reasoning: Providing the finder of property with a receipt on how to claim an item may 
reduce many inquiries to the deportment. The receipt should provide o brief description of 
the property. the case number. a phone number of who to call with questions. any legal 
requirements. the statute numbers. and o signature block where the finder acknowledges 
they received and understand the process if they wish to claim the property. A two-part 
form, with one port accompanying the property. and the other provided to the finder 
should be provided. (IAPE Standard 12. 1: Found Property- Reporting Policy - January 2019) 

5.7.1 Documentation - Found Property - Statutory Authority 

Finding: ntle 2. Chapter 2.20. or the Code of Wichita - Disposal of Property - Lost. Stolen. 
Unclaimed or Confiscated Wichita Municipal Code governs the handling of Found Property 
for the Police Deportment. 

Recommendations/Options: 
No changes ore recommended. 

5. 7 .2 Documentation - Found Property • Policy Review 

Standard: Departmental policy should instruct all personnel that a numbered case report 
or other easily retrievable document is required whenever Found Property is turned over to. 
or found by any employee. (IAPE Standard 12. 1: Found Property - Reporting Policy, January 
2019) 

708 H Found and Personal Property governs the handling of Found Property within the 
deportment. 

I. Found and personal property should be turned in using lhe same guidelines as submitting 
evidence, except found and personal property items need not be marked. 

2. Found Property 
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a. A combination of Common Law, Kansas Case Law, and Wichita City Ordinance 
2.20.020 creates an obligation for law enforcement agencies to release submitted 
FOUND PROPERTY to either its rightful owner, or to a "person entitled to possession." 
"Entitled persons" includes those who have found an item [ or items] of property, and 
have turned the property over to the custody of a law enforcement agency. 

Finding: 

I. The Wichita Police Department is required by law to hold found property for thirty 
(30) days to first accommodate claim by the rightful owner. After expiration of this 
thirty (30) day period, the property may be released to the "finder" [reporting 
person] as an "entitled person", if the rightful owner has fai led to claim the property. 
Exception: Found firearm property cannot be claimed by the finder. 

2. A WPD officer who comes in possession of found property must adhere to the 
following procedure: 

a. When a citizen is the finder of the property, direct the citizen to contact the 
Property and Evidence Facility by phone, 303-8220, during normal business 
hours for claim procedures 

b. Obtain an incident number and contact Case Desk promptly to enter the data. 
Case information must be entered before the end of the officer's shift. 

c. Members of the department are prohibited from claiming any property found 
while on duty, or from claiming any found property which is turned over to their 
custody by a citizen while a member is either on or off-duty. 

d. Found property with multiple owners must be listed on the case and each owner 
submitted separately. 

l . There is nothing in Policy that requires or outlines a scenario if on officer comes in 
possession of "Found Property" (lost wallet with$ l.000), identifies and locates the owner(s) , 
and returns the found property without it being booked into the system. According to the 
staff, they do write an incident report, but not discussed in the policy. 

2. A Review of the Technical Services Manual provides some guidance on the handling of 
Found Property once it is received in the Property and Evidence Unit Facility. Unfortunately, 
much of the policy is an outline of the tasks to be completed, but not o step by step guide 
for the handling of Found Property. 

I Meets Recognized Professional Standards I Practices ...... .............. Modification I Options 

Recommendations/Options: 
1. Include in policy guidance for the officer when property is returned in the field 
and not submiffed to the Property and Evidence Unit facility. 
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2. It is suggested tha t the policy provide step by step guidance for those that handle 
Found Property. 

Topics may include: 

• Receipt of Found Property in Property and Evidence Unit Facility 
• Storage Location for Found Property 
• Methods for establishing ownership 
• Notifications methods (letters, calls, etc.) 
• Claim instructions for Finders 
• Pending Destruction Location 
• Pending Auction Location 

5.7.3 Documentation - Found Property - Report 

Standard: Departmental policy should instruct all personnel that a numbered case report 
or other easily retrievable document is required whenever Found Property is turned over to. 
or found by any employee. (JAPE Standard 12. 1: Found Property - Reporting Policy, January 
2019) 

Finding: According to 708 I A (Officers Responsibility for Submitting Physical Evidence). 
however it doesn't address Found Property. 

I Meets Recognized Professional Standards I Practices .................... Modification I Options 

Recommendations/Options: 
Amend the Department Policy to require that any time a Wichita Police Department 
employee takes possession of any type of property I evidence that they are 
required to document the item(s) in the computer in a formal Found Property 
Report. 

5.7.4 Documentation - Found Property - Receipt 

Standard: Departmental policy should instruct all personnel that when a citizen turns found 
property over to departmental personnel, that the finder be given an official department 
receipt that provides direction on how to claim the property and cite any legal 
requirements. 

Definition: A Found Property Receipt is a form that is given to the finder that describes the 
found item and provides guidance on how to legally claim it if the owner is not found. 

Reasoning: Providing the finder of property with a receipt on how to claim an item may 
reduce many inquiries to the department. The receipt should provide a brief description of 
the property, the case number, a phone number of who to call with questions. any legal 
requirements. the statute numbers, and a signature block where the finder acknowledges 
they received and understand the process if they wish to claim the property. A two-part 
form, with one part accompanying the property. and the other provided to the finder 
should be provided. (/APE Standard 12.2: Found Property- Receipt - January 2019) 
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Finding: According to the Supervisor the submitting employees do not give the finder any 
type of receipt. 

I Meets Recognized Professional Standards I Practices ... .................. Modification I Options 

Recommendations/Options: 
E.C.S. suggests the department consider developing a Found Property Receipt in 
those cases where the Finder may want to claim the property. The receipt would 
provide them information on how to claim. See Exhibit 5-Gxx for example. 

EXHIBIT 5-G 

FOUND PROPERTY AFFIDAVIT 
XlOI DE' ARTIIIENT 

CASE I _______ _ 

ITEM# _ _ _ ____ _ 

In accordance with 5ecti0ns 2080. t, 2080.2, and 2080.3 , ol Ille Celifomll CMI Codi, Ile followtng lnlormebOn 
11 furnished abou1 property I found with • value of one hundred dollar■ ($100) or more: 

(Ptease prlm) 
N- c:A Finder ___________________ _ 

Add,.... _____________________ _ 

City ___________ s, __ ZJp - ----

Cont■ctNumbet ( _ ) -------

Where and how WN the prop■fly bind or N'l9d, and dNcribe condobon 

0.W / TlmePropertyWnFound __________ _ ____ C:. ■m □ pm 

N8fTit c:A Owner (H ~, --------------------Add,.... ________________________ _ 

ay _ ______________ s, __ Zip ____ _ 

Contact Number(..__ _ __,-------

1 certify that I have not aecntled, Wlthlleld, or dllpc>Hd ol ■ny pelt ol Ille property I also underlland th■I II lne 
owner doe, not appear within IO day,. I m■y claim th■ llbcMI property under the following condition· 

Check ep,:,Jblble box: 

0 If the property 11 valued ■I one hundred doll■tS ($100) bul not more than IWO hundred ■nd fifty dollars 
($250), and no owner appears and proves ownerahlp within IO days, I request to be notified 10 that 
I INiy clalm the property 

□ If the property II valued a, rwo hundred and fifty dollars (S250) or more encl no owner appea,s and 
pnMIS ownership within IO days, the finder 1hal C81.a a noliclll of the property 1D b■ pubblhed 11'1 a 
,-spaper ol general clrc:ulalion If, alter 7 day,a, no own• ~ and prows ownership to the aboll9 
property, the flnder may clalm the property with proof of publlcatlon 

0 I do nol w!al'I to claim ownership to 1h19 property 

NOTE: The CaJllomla Penal Code rntl1cla Law Enlotoemenl lrom ,....Ing found llrearms 10 tne fltldef 

Stgn■tul9 ________________ Da!AI _ ______ _ 
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5.7.5 Documentation - Found Property - Follow up Investigation 

Standard 12.4: Found Property - Investigation Standard: Departmental policy should assign 
responsibility for attempting lo locate the rightful owners of found property. 

Definition: Assigned responsibility refers to whom the investigative duties are assigned. 

Reasoning: Departmental policy should define who is responsible for conducting any follow
up investigations lo locate the owner of found property. The reason for assigning 
responsibility is to ensure that a good faith attempt to locate the rightful owner is made. 
and not overlooked. 

Assigning this responsibility to the property officer is an acceptable practice. The complexity 
of the investigation or the nature of found property may determine if the property officer 
needs to collaborate with a detective (IAPE Standard 12.4: Found Property - Investigation -
January 2019) 

Finding: There is nothing in policy that specifically addresses who is responsible for 
researching the item and finding an owner. According to the Supervisor. it's up to the 
officer if it 's something of value (something of value is vague). Additionally. the Supervisor 
states "if it 's a wedding ring or something like that they may check to see if someone has 
filed a report" for similar items that may have been lost. 

When items are to be pulled for disposal they sometimes do the same if it 's of value. 
Unfortunately, there are no established protocols and it is possible the submitting officer 
may have already researched and maybe not! According to the staff there is probably a 
good likelihood of items going to Auction or being destroyed without anyone researching 
the item(s) for owner. 

The Larceny Unit also receives a copy of the Lost Property, Found Property Reports. and 
sometimes will visit the Property and Evidence Unit to view the property. There is no 
apparent formal coordination between the Property and Evidence Unit Facility and 
detectives. 

Note: In most departments. it is the responsibility of the Property Room to conduct a follow
up on Found Property after the Submitting Officer attempts notification at the time the 
Submitting Officer comes into possession. 

Does Not Meet Recognized Professional Standards I Practices ... ... Modification Necessary 

Recommendations/Options: 
Policy needs to outline the responsibilities of all parties so there is no confusion as to 
who is responsible for which task. The ideal scenario is to require the submitting 
employee to follow up on locating on owner, up until the time the item is submitted 
into the temporary locker. Once the item{s) reaches the Property and Evidence 
Unit, it becomes the responsibility of the Property and Evidence staff to follow-up. 
Communic ations with the Larceny Unit also must be formally established. 
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5.8.0 Documentation - Special Handling - Safekeeping 

Standard: Departmental policy should instruct all personnel that a numbered report is 
required whenever Property for Safekeeping comes into the custody of on employee. 

Definition: A Property for Safekeeping report or other retrievable document should be 
searchable by day. dote. location. article. and reporting employee. 

Reasoning: Property for Safekeeping may consist of personal property item(s) that need 
safeguarding as a result of the owner's infirmity. occident. or arrest. The Property for 
Safekeeping report or property record should be separate from any related crime or 
occident report because the disposition of property held as safekeeping may be 
conducted much sooner than evidence in a criminal case. 

Some states permit the disposition of unclaimed personal property ofter a specified period 
of time. Consider enacting a deportment policy in the absence of a local resolution, 
ordinance. or state guidelines. 

Consider providing written notice lo arrestees at the time of booking that Properly for 
Safekeeping will be disposed of pursuant to departmental policy within a specified time 
unless claimed prior. (IAPE Standard 13.1: Property for Safekeeping - Reporting Policy. 
January 2019) 

5.8.1 Documentation - Property for Safekeeping • Statutory Authority 

Finding: ntle 2 - Chapter 2.20. or the Code of the City of Wichita. Disposal of Property- Lost. 
Stolen. Unclaimed or Confiscated Wichita Municipal Code governs the handling of Found 
Properly for the Police Department 

Recommendations/Options: 
No changes are recommended. 

5.8.2 Documentation - Property for Safekeeping - Policy Review 

Finding: 
l . 708 H-3 Found and Personal Property governs the handling of Personal Property within 
the deportment. 

2. Personal Property 

Chapter 5 

a. During the booking process, if a prisoner fai ls to sign the property receipt (in jail), 
all property will be turned in as personal property and submitted to the Property 
and Evidence Facility. 

b. Officers who seize or temporarily assume control of personal property shall use 
reasonable care to protect and preserve the condition of the property until returned 
to the owner or the owner' s designee, or unti l submitted to the Property and 
Evidence Facility following proper department protocols. Personal Property shall 
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be listed out , and notation made of the condition of the property (i.e., broken cell 
phone.) No property will be submitted as "Misc. Property. 

c. Damage to personal property resulting from negligence, carelessness, or failure 
to exercise proper care will result in disciplinary action. No perishable items are 
to be submitted with personal property. 

2. According to the staff, there is nothing in Policy as to their responsibilities in the handling 
of Personal / Safekeeping Property process. The staff states that after 7 days on the shelf 
they usually send a letter to the owner. (Not in policy) 

There is nothing in policy that directs staff on how to handle personal property. Most of the 
actions are based on past practices. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendations/Options: 
The Technical Services Manual should better outline the following: 

• Receipt of Personal Property in Property and Evidence Facility 
• Personal Property Storage Location 
• Notifications methods (letters, calls, etc.) 
• 30-day disposal process 
• Pending Destruction Location if not returned to owner 
• Pending Auction Location if not returned to owner 
• Process for returning property to owner (identification check) 

5.8.3 Documentation - Property for Safekeeping - Receipt 

Standard: Departmental policy should instruct all personnel that any time personal property 
(Property for Safekeeping) is taken from a citizen that the owner is given a department 
authorized receipt with information on how to claim the property 

Definition: A Property for Safekeeping Receipt is a document that is given to the owner that 
defines how to retrieve their property. 

Reasoning: Providing the owner of property with a receipt on how to c laim the item may 
reduce many inquiries to the department on how to claim their property. The receipt should 
provide a brief description of the property, a date the property will be available, case 
number, phone number of who to call with questions, any legal requirements, the statute 
numbers, and a signature b lock where the finder acknowledges they received the property 
and understands their obligations to claim it. Completing the receipts in duplicate is 
encouraged, as it can provide both the owner and the property unit a copy of the 
document. (IAPE Standard 13.2: Property for Safekeeping - Receipt - January 2019) 

Finding: According to the staff, when an officer makes an arrest and seizes any personal 
property there is no type of receipt give to the owner by the officer. 
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Once the items have been retained for 7 days in the Property and Evidence Unit Facility, 
the staff must research the status of the owner if they are still in jail or have been released. 
If they are still in jail a letter will be sent to the jail and to the lost known address. 

I Meets Recognized Professional Standards I Practices ......... ........... . Modification I Options 

Recommendations/OptJons: 
Evidence Control Systems, Inc. recommends that the deportment consider notifying 
the owner while at the jail with a formal notification or receipt on what the 
requirements ore to claim their personal property. 

The provided Exhibit(S-H) below is on example of a Safekeeping or Personal Property 
Receipt that advises the owner of their rights, gives guidance on how to re trieve 
property and consequences when not c laimed by the required time limit on the 
receipt. Additionally, the receipt should have a signature and dote block for them 
to sign. The receipts con be produced with multiple copies, where the owner gets 
a copy, and the Property and Evidence Unit gets a copy. Obtaining a signature 
documents that they ore informed of their rights and that the property will be 
d isposed o f on a certain date if no t claimed. Note: On the bottom of the form it 
provides the owner information on allowing a third party to claim of their behalf. 

Chapter 5 

EXHIBIT 5-H 

8..,._ Pelltt l>epertaeat 
PROPERTY JOR SARICl:EPING- RECEIPT 

Date _____ DR Rq,orU _ ____ PropenyTaa# ___ _ 

The Burbank Polict Dq,ar1menl hu poacssion of penonal property belonaiQi to you. The property MUST 
be cwmcd within sixty (60) calendar days or it wiTI be di.tix-1 of in ICCO~ to Sectloa 2080.10 of lbe 
Califomia Civil Code. 

In order lo claim your property. )'OIi mu.rt brin& thiJ form with )'OU 10 lhc Bll'bank Police Oepa,,mcnt 
Property Room localed 11 200 North Thin! Street, Bwt.nk, CA 91502 bcMai1bt bounofl:001.111. &ad 
4:00 p.m. If you baYe aay quauons tepnliQa the 1111111 of your property call (811) 231-3040. 

Any property NOT daimcd by ~-::-::-,--,--=-,,..,..-,--will be dispo,ed of ill .x:adlDce 1o the 
provisions of Section 2080.10 of the Calil'omia Civil Code. If )'OU are unable 10 ~ claim your 
pn,pcrty, you may ai~ wria.m autborualion to IIIOlher pmon 1o claim the property.• 

I 111\-e been advi9Cd of the poc:cxlurc for rc1rievinc lllJ' pcnooal property. 

Sipalu,e of Property Owoer 

'Ill 1he ffllll 1h11 )'OU m ~ iWld lllllble lo ,_.co you, pn,pc,ty )'OU 111y mau a WIJTTI.N RJ:QUtsr 
fot Che .-i 10 hold yi.- properly ban additioMI Ion t'IIOllths. 

020-lJA 1199 W\llt Copy - Ori DR YdlawCo7f- Anm« P.COl')'• Propa,y-
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CHAPTER 6 

Disposition of Property 
Purging, Releases and Disposal 

6.1.0 Purging Data 

6.1.1 Statistical Data - Collection and Reporting of Data 

6.1.2 Statistical Data - Firearms Data 

6.1 .3 Statistical Data - Drug Data 

6.1 .4 Statistical Data - Misdemeanor Evidence vs. Felony Evidence 

6.2.0 Purging Process - Formalized System / Policy 

6.2.1 Formalized Purging Process - Polley Review 

6.3.0 Purging Process - Authority/ Authorizations 

6.3.1 Purging Process - Authority General Evidence 

6.3.2 Purging Process - Authority - Found Property 

6.3.3 Purging Process - Authority - Safekeeping (Personal Property) 

6.3.4 Documentation - Release / Authorization Form - Case Detective 

6.4.0 Purging Process - Purge Review Notifications 

6.4.1 Purging Request Process - Notification Issues 

6.4.2 Purging Request - Tickler File 

6.4.3 Purging Request- Notification Issues - Re-Review Processes 
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6.5.0 Documentation - Notifications and Releases of Property 

6.5.1 Documentation - Release to Owner - Polley Assessment 

6.5.2 Documentation - Release to Owner- Notification Claim Card 

6.5.3 Documentation - Release to Owner - Tickler Files - Card Sent 

6.5.4 Documentation - Release - Property Signature Form 

6.6.0 Destruction of Property - General 

6.6.1 Destruction of Property - Policy 

6.6.2 Destruction of Property- Process (General Property) 

6.6.3 Destruction of Property - Knives 

6.7.0 Destruction - Biological Evidence 

6.7.1 Biohazards - Policy Assessment 

6.7.2 Biohazards - Scheduling Threshold 

6.7.3 Biohazard Evidence Destruction - Methods 

6.8.0 Destruction of Firearms 

6.8.1 Destruction of Firearms - Polley Assessment 

6.8.2 Destruction of Firearms - Pre-Destruction Process / Staging 

6.8.3 Destruction of Firearms - Threshold Numbers 

6.8.4 Destruction/ Auction of Firearms - Witness/ Validation to Process 

6.8.5 Documentation - Firearms Destruction 

6.8.6 Destruction of Firearms - Process / Method 

6.8.7 Destruction of Firearms - After Action Report 
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6.8.8 Release - Firearms - Approval Process 

6. 9 .0 Destruction of Drugs 

6. 9 .1 Destruction of Drugs - Policy Assessment 

6.9.2 Destruction of Drugs - Pre-Destruction Process (Staging) 

6.9.3 Destruction of Drugs -Threshold Numbers 

6.9.4 Destruction of Drugs - Witness/ Validation to Process 

6. 9 .5 Destruction of Drugs - Method of Destruction 

6. 9 .6 Destruction of Drugs - After Action Report 

6.10.0 Removal of Money 

6.10.1 Removal of Money - Policy Assessment / Transfer to Fund 

6.10.2 Removal of Money - Threshold 

6.11.0 Diversion (Conversion) of Property and Evidence 

6.11 .1 Diversion of Property and Evidence - Authority 

6.11 .2 Diversion of Property and Evidence - Policy 

6.11.3 Diversion of Property and Evidence - Process 

6.11 .4 Diversion of Property and Evidence Policy - Firearms 

6.12.0 Auctions 

6.12.1 Auctions - Statutory Authority 

6.12.2 Auctions - Policy Assessment 

6.12.3 Auctions - Practice 
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6.13.0 Purging and Automation 

6.13.1 Automation 
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CHAPTER 6 

Disposition of Property 
Purging, Releases and Disposal 

ISSUES IN NEED OF CORRECTION - CHAPTER 6 

• Statistical data for general evidence is not collected for management review 
(increase of 65,000 units /packages plus) in last five years 

• Statistical data for drugs not collected for management review (increase of 19,000 
units/ packages plus) in last five years 

• Statistical data for firearms not collected for management review (increase of 
3,700 units/ packages) in past 5 years 

• Statistical data not available to distinguish inventory level by misdemeanor or 
felony 

• Justification for continued retention of evidence after any 5-year review is not 
documented in the computer for later inquiry 

• No policy on how to destroy general property and evidence 
• General evidence items are being documented as destroyed prior to the actual 

destruction action 
• Some biological materials are being disposed of in the general trash. possibly in 

violation of state environmental laws 
• Firearms for destruction and auction are being manually compiled and 

documented in a spreadsheet as opposed to being generated from the 
computer system 

• Staging firearms for destruction and auction cannot be any more labor intensive 
thus exasperating labor costs 

• The Controller is validating a list of firearms for destruction, prepared manually by 
the officer assigned to the Property and Evidence Unit, not from the computer. In 
other words, an employee could easily leave a gun off the list and no one 
including the Controller would ever know it was missing 

• The firearms for the auction list are prepared manually by the officer assigned to 
the Property and Evidence Unit, not from the computer. In other words. an 
employee could easily leave a firearm off the list and no one would ever know it 
was missing. The Controller is not a part of the validation process for auctioned 
firearms 

• After any firearms destruction there is no type of After-Action Report 
• During the drug destruction process the Controller is validating the list of drugs from 

a handwritten drug destruction list. prepared manually by the Property and 
Evidence Unit staff, not from a list generated by the computer system. The 
package is only being compared against a handwritten list, which only contains 
a case number. not evidence descriptions. In other words. an employee could 
easily leave a package of drugs off the list and no one including the Controller 
would ever know it was missing. It is surprising that the Controller hasn't viewed 
this as an issue 

• After any drug destruction there is no type of After-Action Report 
• Current policy doesn' t provide a step by step process for removing money from 

the inventory 
• There is no computer-generated currency transfer list 
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• There is no accurate record of how much money is in the Property and Evidence 
Unit 

• Current total of money in general storage is unknown as the dollar amounts on the 
package/record are not captured in a calculation field 

• No policy exists on the process to divert property or evidence to department use 
• No policy exists on the process to divert firearms to department use 
• Auction items are not held in a secure location in the Property and Evidence Unit 
• Policy only address that items can be auctioned and not the process on how to 

accomplish 
• Auction manifest is not generated from the computer, but documented from the 

items themselves that were previously documented as destroyed, thus the items 
in this category could easily be pilfered. 

6.1.0 Purging Data 

In order to assess staffing needs, the property officer should maintain statistical data that 
can be used to evaluate workload, property room inventory levels. etc. (IAPE Standards 
1 .3: Staffing - Adequate Number of Personnel - January 2019) 

6.1.1 Statistical Data - Collection and Reporting of Data 

Finding: 
1. There is no policy or past practice that requires inventory data be collected and 
evaluated to show the wellbeing of the Property and Evidence Unit's inventory for extended 
periods of time. Monthly reports are generated by the Supervisor and provided to the 
Lieutenant for review. However, there appears to be no longitudinal or annual comparisons 
to look at the inventory levels and movement. According to the Lieutenant, he doesn't 
provide any type of inventory report(s) to his commanding officer. 

The following three exhibits will attempt to define some of the questions that should arise 
when looking at data for multiple years versus monthly reports. Exhibit 6-A and 6-B are 
related to intake and purging of all property and evidence. while 6-C shows the growth of 
the overall inventory in 5 years. (65,000 Packages/ Units). Note: Evidence Control Systems. 
Inc. is using the terms "Unit/ Packages" and not items, as the department doesn't track 
individual items, but only packages. 
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The numbers in the below charts only represent the first ten months of data for 2020. 

EXHIBIT 6-A 

Inventory Analysis 2016 • 2020 
Actual 2016 2017 2018 2019 2020 Total 

Intake 34,720 36,945 39,137 37,978 29,534 178,314 

Purlld l?,145 17,917 11.166 22.919 15~100 .112.467 
Difference 17,575 18 988 471 14.979 13,834 65 .847 

"Retained 519' 51" 1" 39" 479' 37" 
% Purged 49%, 49% 99" 619' 53" 63" 

EXHIBIT 6-8 

Management questions: 
1. What happened in 2018 that the ratio was at a one to one? 
2. Why, during 4 of the last 5 years was the purging ratio less than 50% 
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EXHIBIT 6-C 

Management questions: 
If 2016 was a base year, is anyone in the organization questioning why the overall inventory 
has increased by over 51 % ( 140,000+65,000=205,000) Units /Packages? Without 
modification to the staffing and labor-intensive processes, the inventory could easily 
increase by another 65,000 Units/Package by 2025. 

In 2018, the Property and Evidence Unit was afforded extra (temp) help during the year in 
the purging process. Note: If 2018 hadn't received the extra help and had only purged 
the norm of 50% the increase over a 5-year period could have easily been 85,000 Units / 
Packages. 

2. During interviews with the staff and review of the data it became apparent that the 
inventory numbers appeared to be tremendously flawed and the extracted numbers were 
not accurate for comparative purposes from previous audits and consulting by E.C.S. For 
example, Tucson Police Department (Tucson, Arizona) has approximately 800 officers and 
takes in about 100,000 "items" per year, compared to the Wichita Police Department's 700 
officers and 35,000 Units / Packages. 

Further inquiry determined that the current submission practice is not assigning barcodes to 
items but to packages. Thus, an officer books in 12 items, in one bag and for comparative 
purposes the item may only be counted as one in any data analysis. 

The fact that a detective could have evidence from several burglary cases in one package 
and then have 6 victims who identify the items from their case. The Property and Evidence 
Unit now has a half a dozen separate releases and none of the associated work is ever 
factored in for staffing needs. 

Evidence Control Systems, Inc. will attempt to use the term "Units" versus items when 
discussing inventory levels and movement. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendation/Options: 
1. Evidence Control Systems, Inc. would recommend that Department policies 
mandate that the Property and Evidence Unit be required to publish Annual 
Summaries showing evidence trends and movement within the Property and 
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Evidence Unit Facility. It is much easier to facilitate additional resources for the 
Property and Evidence Unit when proper data is collected and analyzed on a 
regular basis and for extended time periods (years not months.) Looking at the 
displayed numbers would suggest that the Unit has not used data analysis for 
management of the inventory for decades. 

As a part of the Annual Summary, it is suggested the data be reviewed not just in a 
table format, but graphically in a Bar or Une Chart that can provide a more 
dramatic view of the condition of the Property and Evidence Unit as shown in Exhibit 
6-B and Exhibit 6-C. 

2. Of paramount importance and in conjunction with the installation of a new 
computer system it is imperative that management address the assignment of 
barcode numbers, with the understanding that one of the most important functions 
of a quality property and evidence management system is the ability to conduct 
routine inventories. When the barcode is only representing a group of items the 
most important function of the computer can't be utilized in a meaningful way. 

6.1.2 Statistical Data - Firearms Data 

Finding: 
1. As port of the Audit, Evidence Control Systems, Inc. requested data for the post 5 years 
to evaluate how firearms ore being handled by year. The staff provided a computer 
readout of total of firearms, indicating that there ore approximately 6,700 firearms in the 
Property and Evidence Unit Facility. 

As discussed in 6.1 .1 Statistical Doto - Collection and Reporting of Doto the firearm numbers 
ore substantially more troubling than the overall evidence Units' inventory. A review of the 
numbers suggests that only one in three firearms is being purged annually as illustrated in 
Exhibit 6-D. 

2. A review of the inventory growth in this category notes the firearm inventory hos 
increased by over 400% if 2016 was the baseline. According to data supplied, current 
inventory of firearms is 6,684 (firearms borcodes). If the purging rotes stay the some the 
inventory in 2025 could be as high as 10,000. Con the gun vault handle those numbers? 

Exhibit 6 - E graphically shows the increase of firearms. 

EXHIBIT 6-D 

Inventory Analysis Firearms 2016 - 2020 
2016 2017 2018 2019 2020 Total 

Intake 981 
Purged 377 

Difference 604 

% Retained 62% 

"Purged 38" 

Chapter 6 

1,220 1,221 1,203 

221 455- 5&4 
999 766 619 

82% 63% 51% 
18% 37", 49" 
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EXHIBIT 6-E 

Does Not Meet Recognized Professional Standards I Practices .... .. Modification Necessary 

Recommendation/Options: 
In order to better manage the overall inventory, management must modify and 
expand the monthly reports to include intake and purging numbers. The data from 
monthly reports will be used in the annual report. The annual report is reviewed by 
management and should compare at least five to ten years to have a better 
understanding of potential issues in the future. 

6.1 .3 Statistical Data - Drug Data 

Finding: Again, the same issue is illustrated for the drug inventory. During 2016 - 2020 only 
one in~ Units/ Packages are getting purged as illustrated in Exhibit 6 - F. Exhibit 6-G 
illustrates the growth in the drug inventory in five years is nearly 20,000 Units / Packages. 

EXHIBIT 6-F 

Inventory Analysis Drugs 2016 - 2020 
Actual 2016 2017 2018 2019 2020 Total 
Intake 5,309 

' Pi.,rlfd 1,237 
Difference 4,072 

"Retained 77" 
:,•i!$ Purged 2J9' 

Cha pter 6 

5,480 5,730 5,592 
i,su J.1,49 2.UO 
3.96 7 4,581 3362 

72% 8°" 60% 
_ _28% 20" •40" 
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EXHIBIT 6-G 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendations/Options: 
As previously discussed there must be protocols in place that con collect and 
evaluate the movement of all evidence including drugs in order to better allocate 
resources for staffing and purging. According to provided data in the last quarter 
of 2020 there were 32,837 Units/Packages o f drugs in storage. If the rate of purging 
from 2016 -2020 doesn't change immediately, Evidence Control Systems, Inc. 
suggests the inventory could easily grow to over 50,000 by 2025. Is there room in the 
Drug Room? 

6.1 .4 Statistical Data - Misdemeanor Evidence Vs. Felony Evidence 

Finding: 
1. The Evidence Control Systems, Inc. questionnaire requested data on a breakdown of the 
evidence by felony. misdemeanor and other. It was learned that this data is not collected 
by crime type for Property and Evidence Unit needs. 

As a recognized statistic amongst most law enforcement agencies across the United States, 
most property room inventories are comprised of 70% - 80% misdemeanor evidence and/or 
found and safekeeping property. while the remaining 25% is typically felony evidence. 

It should be recognized that the exact percentage could not be determined with the 
Wichita Police Department's inventory. The present Inventory of 200,000 Units/ Packages 
could be broken down as follows by using ontidotol information from over 80 audits: 

Current Inventory (200,000 UNITS/PACKAGES) 
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Misdemeanor 75% 200,000 Items 150,000 Items 

Felony 25% 200,000 Items 50,000 Items 

Misdemeanor Evidence 
Reviewing the above numbers may suggest that the Deportment is receiving 29,000 
misdemeanor Units / Packages per year of which the case may hove been adjudicated 
before the current 5-year retention. 

2. Policy related to purging misdemeanor evidence states: 

o Evidence retained in misdemeanor coses will be held for five (5) years per Kansas 
statute of limitations, unless: 

• the defendant/suspect is deceased, 

• hos completed the entire sentence and appeal period, 

• court ordered destruction. or the case hos been disposed of prior to 
prosecution by Lock of Prosecution (LOP). 

• Evidence on coses dismissed without prejudice will be held for five (5) years 
unless there is a court ordered disposition or prosecutor approval for 
disposition, prior to the expiration of the five (5) year period. 

I Meets Recognized Professional Standards I Practlces ......... ........... Modlflcatlon I Options 

Recommendations/Options: 
It is suggested that most misdemeanor cases could have been adjudicated within 
one year of the offense as a rule of thumb. Thus, there may be tens of thousands of 
Units/Packages filling up the warehouse that could be purged way before the 5 
years noted in policy. Presently, it's never reviewed before five years. Evidence 
Control Systems, Inc. would encourage the department to reduce the 5 years to 
possibly 2 years for its first review. The Detectives and/or Detail supervisors are having 
to research the cases status, why not accelerate the review. A simple time change 
could possibly reduce the overall inventory by over 50%. 

6.2.0 Purging Process - Formalized System / Policy 

PURGE REVIEW is a systematic process assuring that each item of property and evidence is 
evaluated for possible purging at least on a yearly basis. Definition. 

Standard: Low enforcement agencies should hove a systematic review process assuring 
that each item of property and evidence is evaluated for possible purging on an annual 
basis. 

Reasoning: There is no procedure more important to keeping the Inventory of a property 
room at a manageable level than an effective on-going purging program. 
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The property room inventory should be kept free of items that are no longer needed in order 
to avoid the need for additional storage space and staffing. 

The timely and appropriate disposition of property is extremely important to the efficient 
management of the property room. Overcrowded evidence rooms generally require more 
staffing to manage simply because the size of their inventory has a tendency to slow down 
routine operations involving evidence storage and retrieval. (IAPE Standards 14. 1: 
Disposition - Review - January 2019) 

6.2.1 Formalized Purging Process - Polley Review 

Finding: Current policy EE. General Guidelines for Release/Disposal of Evidence and 
Property states "State Statute K.S.A. 21-5107 dictates that department members receive 
computer printouts from the Property and Evidence Section for a ll property held as physical 
evidence for five (5) years". 

Once the Detective places a hold on the item, they are again re-reviewed in the future. 
However, the practice of re-reviewing is not memorialized in policy and is only done when 
time allows. 

I Meets Recognized Professional Standards I Practlces .................... Modfflcatlon I Options 

Recommendations/Options: 
Incorporate in policy how the re-review process is conducted and ensure there are 
specific time requirements in the policy, such as annually. 

Another option to consider with older misdemeanor cases and unassigned cases is 
what is referred to as an Administrative Kill Policy. 

Administrative KIii Pollcv 
The Department whose inventory is completely out of control and lacking sufficient staff to 
research all of the cases may consider an "Administrative Kill" policy. The Administra tive Kill 
policy is the riskiest, but sometimes the best avenue to fix the problem in a timely manner. 

The Chief should execute this process where an administrative decision is made to d ispose 
of certain categories of evidence by an executive order. The Chief could direct that all 
misdemeanors over "X" months old without a valid arrest warrant will be 
destroyed/released. The "kill" could also include certain felony property crimes that have 
reached a certain age and will never be investigated. 

Special attention should be given to prevent "Administrative Kill policy" of any evidence in 
crimes against persons and sex related crimes. Any type of "Administrative Kill Policy" needs 
to be approved by the local prosecutor. (See Exhibit 6-S Administrative Kill Memo at end of 
this chapter.) E.C.S. notes that the use of an "Administrative Kill" is an option that results in 
some risk. It should only be used with the concurrence of the Prosecutor and it should be 
only used one time in order for a Department to get the Inventory under control. 

The question to ask when it comes to an Administrative Kill, is there a group of aged 
Misdemeanor coses dating back years that may be a candidate. For example, any 
misdemeanor cases over 5 years old. The concept is for discussion. 
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6.3.0 Purging Process - Authority/ Authorizations 

6.3.1 Purging Process - Authority General Evidence 

Standard: The final authori ty to purge evidence from the property room should be reviewed 
and authorized by the investigating officer. In some jurisdictions, this process may also 
require additional approval from the prosecutor or the court. Department policy should 
establish whether the authorization for the purging of Found Property and Safekeeping 
might be delegated to the property officer. 

Definition: Authorization to purge refers to the process by which evidence from a case is 
reviewed to determine if it has potential evidentiary value. If not, the approval may be 
granted to dispose of the item(s). 

Reasoning: The authorization to purge and dispose of evidence should be reserved for the 
investigating officer, and in some states the prosecutor, and courts. The investigating officer 
may be the only person who has specific knowledge that the evidence may be related to 
another case; therefore, it is imperative that the assigned case investigator be the approval 
process 

In general. the property officer should not be making final decisions on the disposition of 
evidence. The property officer should be considered the guardian of the items and not the 
decision-maker of its final disposition. Such procedures provide for a good internal control 
by separating responsibilities and duties. (JAPE Standard 14.2: Disposition - Authority to 
Purge. January 2019) 

Finding: Items of general evidenc e must be approved by the case Detective as per Policy 
708 EE. Evidence in a Homicide investigation, a Terrorism investigation and weapons used 
in mass destruction must have the "prosecuting jurisdiction" involved in the approval 
process. 

Recommendations/Options: 
No changes ore recommended. 

6.3.2 Purging Process - Authority - Found Property 

Reasoning: Departmental policy should define who is responsible for conduc ting any 
follow-up investigations to locate the owner of found property. The reason for assigning 
responsibility is to ensure that a good faith attempt to locate the rightful owner is made, 
and not overlooked. 

Assigning this responsibility to the property officer is an acceptable practice. The complexity 
of the investigation or the nature of found property may determine if the property officer 
needs to collaborate with a detective. (JAPE Standards 12.4 Found Property- January 2019) 
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Finding: According to the Property and Evidence Unit Supervisor Policy 708 - GG 
Release/Disposal of Found Property provides authority to disposition found property after 30 
days. 

Recommendations/Options: 
No changes ore recommended. 

6.3.3 Purging Process - Authority- Safekeeping (Personal Property) 

Standard: The final authority to purge evidence from the property room should be reviewed 
and authorized by the investigating officer. In some jurisdictions this process may also 
require additional approval from the prosecutor or the court. Department policy should 
establish whether the authorization for the purging of Found Property and Safekeeping 
might be delegated to the property officer. 

Finding: According to the Property and Evidence Unit Supervisor Policy 708 - FF 
Release/Disposal of Personal Property gives the Property and Evidence Unit the authority to 
purge without the approval of a Detective. 

Recommendations/Options: 
No changes ore recommended. 

6.3.4 Documentation - Release / Authorization Form - Case Detective 

Property Release Authorization Form documents the authorization of the investigating 
officer to release evidence for its ultimate disposition: release to owner. divert, auction. or 
destroy. (IAPE Standard 4. 1: Documentation - Property Report - January 2019) 

Finding: In situations when the Detective wants an item released to the owner. he or she 
con notify the Property and Evidence Unit with the below form-Wichita Receipt for Property 
(Exhibit 6-H) or the correspondence can be done in person. This particular form is typically 
handwritten by the Detective. In some cases. the number of items to list could be 
substantial. 
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EXHIBIT 6- H 

--•-._.IA U.c.rAAl-..rlJ - -
~;:~J I t■IIJIIII•• R.ECaPT FOil PII.OPDlY - . 

CASBNO. 
DESCaJPTJON OP l'kOl'BTY Al!LEASED 

VALUES: 

Jl£LEASED TO: 
ADDII.E.SS: 

TYPE OF ID nBSENTED: PHOTOOJI.APH TAJCDI: 
□ oazvnsUCl!NSE 0 SOClAJ. SEC\1JU"TY CUD □ YES 
□ cuorrCARD □ ornER ONO 

lll!lL6.SED BY· TIMJ!JDA 

OFFJCE-. AUllrollIZINO lll.£AS1i. 

PEUON llECEJVJNO ~OPERTY· 
( SKJNA TI1IU! ) 

CDlC\JMSTANCES OF IU!LEASB: 

I Meets Recognized Professional Standards I Practices ............ ........ Modification I Options 

Recommendations/Options: 
It should be noted that some of the more robust computer software programs will 
allow the above described process to be completed by the Detective, authorizing 
the release in the system that in turn notifies the Property and Evidence Unit. The 
entire process should be no more than o few clicks in the record. In other words, 
none of the item descriptions or other information in the present form would ever 
hove to be handwritten. Evidence Control Systems, Inc. recommends that there be 
a dialog with the vendor to ensure this type of feature con be provided. 

6.4.0 Purging Process - Purge Review Notifications 

After establishing the time limits that are most suitable for the Department, a system needs 
to be developed to add a review date to every item of evidence. 

Some type of review form or memorandum should be used by the property Unit to notify 
an investigating officer when a case is due for review. The form should include check boxes 
to differentiate items to be released, disposed of, or retained. The investigating officer 
should be required to sign the form for accountability purposes, and state why it should be 
retained. A supervisor should approve whenever evidence is retained beyond the 
respective statute of limitation. A schedule for re-review, or a second review within a year, 
should be set for property or evidence that is labeled as "retained." 

The purging process can best be accomplished by requiring an annual review by the 
assigned case investigating officer. The most efficient process is for the property room to 
generate a review notice requiring the investing officer to evaluate each case for potential 
purging. When the property Unit does not initiate the review process. Departmental policy 
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should define who is responsible, and when the review should occur. (IAPE Standards 14. 1: 
Disposition - Review - January 20 I 9} 

6.4.1 Purging Request Process - Notification Issues 

Notification process is ref erring to sending purging notices or Review Notices to Detectives 
/ Investigating Officer and ensuring the notices are responded to in a timely manner. 
Evidence Control Systems, Inc. will also use the term Review Notices, referring to any 
communications distributed to Detectives for purging input. 

Finding: At the present time the "Purge Request" process is governed by Policy 708 EE. The 
actual process is significantly better than most departments and does ensure that items of 
evidence are in fact reviewed in a scheduled manner. Note: When a Detective places a 
hold on the item(s) they are supposed to document the reason for continued retention, but 
frequently this does not occur, and the staff doesn' t have time to contact them. Thus. in 
any later review the information is not in the record . (See Exhibit 6-1 for example) 
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The Purge Request form in current use states when returned it is updated by the Detective 
with notation. Due to the fact the new computer system is not yet installed and cannot be 
evaluated, Evidence Control Systems, Inc. will comment on present practice and outline 
topics for discussion in the future. Again, the comments are taking existing practices and 
providing modifications that if the practices are similar in Niche, should be considered for 
adoption in future. 

• Issue 1: Current packets of information are manually d istributed. (approximately 100 
packets per month. 

o Consideration 1: Ideal scenario is to email or electronically transmit the 
information to the Detective. 

• J.ill/..e.2: Presently, the form doesn't show the type of crime (Robbery, Burglary, etc.), nor 
does the form indicate the relationship of the name to the case. Knowing if the name is 
the suspect or victim is a part of the decision-making process. When the Detective 
receives the report he/she may have to look up the case in the computer to determine 
status or more about the case. As a Detective myself. the more information that is visible 
on the "Evidence Purge Request" form, the easier it may be to decide without having 
to look up the case. In many cases, when the Detective sees Robbery and the name 
Jones-Suspect that may be all that is required to recall the case. 

o Consideration 2: Include more information on any Evidence Purge Request form 
for the Detective to use. 

• Issue 3: When the "Evidence Purge Request" form is distributed to the Detective, they 
are logged in a book to track if they have been returned within 15 days. (Policy) 

o Consideration 3: Ideally, Niche should have the capability to monitor those 
notices not returned. 

• Issue 4: When the Detective wishes to retain evidence longer, they are supposed to 
document on the "Evidence Purge Request" form, however there is no prompt or box 
to remind the Detective of this requirement. Note: There is nothing in policy that 
addresses this issue. When this information is not in the record it sometimes requires 
additional email communications between the Detective and Property and Evidence 
Unit. 

o Consideration 4: Make each, "Evidence Purge Request" form (page) specific 
to a case and include prompts on the form when evidence is to be retained 
longer. 

Chapter 6 

Reason for continued retention: 
D Warrant Issued (Warrant#) 

D Case is under appeal 

D Civil Case is pending 

Other 
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Note: In 2 years the case is ready for a review and the Detective has retired 
and the case is reassigned . If the original Detective has checked Warrant 
Issued, the new Detective has a place to start without reading the entire 
report and supplemental to try and figure the reason for continued retention. 

• ~ : It is not unusual for some employees (Detectives) to mark Hold or Retain the 
evidence rather than spend time to look up the case facts due to the time it takes to 
retrieve this information. 

o Consideration 5: The automatic Hold, Hold . Hold can be resolved by the 
Detective being required by Policy to give a reason or justification for further 
retention. 

o A second and almost foolproof method is that when the item(s) are to be 
retained longer, the Detectives supervisor must also approve the continued 
retention. 

• !IB.1ti: In many cases the Property and Evidence Unit personnel are required to send 
a letter to the owner to claim their property. Sometimes the Detective will provide an 
address and when no address is provided the Property and Evidence Unit staff have to 
look it up. 

o Consideration 6: More than likely the name of the property owner (Suspect or 
Victim) is in the record. Discuss with the vendor the likelihood of the address of 
the suspect or victim showing in the Evidence Purge Request form. When 
possible. the Detective can merely check a prompt. 

D Send letter to Victim 
D Send letter to Suspect 

• Name: 
• Address: 
• City. State: 
• Phone: 

!Meets Recognized Professional Standards I Practlces .. ................... Modlflcation I Options 

Recomme ndations/Options: 
The above considerations are for discussion with both Property and Evidence Unit 
personnel and Detectives. Exhibit 6-J is an example of a Review Form with some of 
the features discussed. 

Chopter6 Wichita Police Deportment Audit Report 
Evidence Control Systems. Inc. ©2021 

Page 15 of 73 



EXHIBIT 6-J 
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1. Any notification should hove a dote by which the completed form (electronic 
message) must be returned to the Property and Evidence Unit. E.C.S. recommends 
that the due dote be 10 to 14 days from the dote that it is forwarded to the Officer 
or Detective. 

2. The notification form should contain a portion that requires the assigned Detective 
I Officer provide on explanation I justification to continue to retain the evidence 
such as Warrant Issued, Cose Pending, etc. 

3. The form should require that any decision by the assigned Detectives / Investigating 
Officer to retain the evidence must be approved and co-signed by his/her 
supervisor. 

(Note: A properly programmed property and evidence management system should 
accomplish everything listed.) 
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6.4.2 Purging Request - Tickler file 

TICKLER FILES are a method of reminding the user of where and when an item is placed in 
a temporary location. and can be structured to remind. or tickle. the user when a certain 
period of time has elapsed. (/APE Standard - DEFINITION 2019) 

Finding: When Evidence Purge Request. forms are sent to the Detective they are tracked 
in "log book". which would be considered a Ticker Fi le. According to Property and 
Evidence Unit staff members, there are some instances when the Detective fails to turn in 
the Evidence Purge Request form within the required time limit of 15 days. This then slows 
the process down and forces the Property and Evidence Unit to have to individually contact 
the Detective personally to return the form. 

!Meets Recognized Professional Standards I Practices .. .......... ......... Modification I Options 

Recommendations/Options: 
Evidence Control Systems, Inc. would suggest the first notice (packets ond cover 
letter), be sent from the Property Room Supervisor and a/ways cc the 
Detectives/Officer's, Ueutenont. In the event the Evidence Purge Request form is 
not immediately responded to any Second Notice comes from the Ueutenont in the 
Technical Services Division, with a copy to the Detectives Ueutenant. This con solve 
most problems. 

6.4.3 Purging Request - Notification Issues - Re-Review Processes 

A supervisor should approve whenever evidence is retained beyond the respective statute 
of limitations. A schedule for re-review. or a second review within a year. should be set for 
property or evidence that is labeled as "retained." (IAPE Standards 14.1: Disposition -
Review January 2019) 

Definition of Re-Review is when a Detective has chosen the retain evidence. it would be up 
for another review in the future, for example one year. (/APE Definition) 

Finding: Current QQ]i.Q:'. only addresses the first review of 5 years and any subsequent re
review is not mentioned. The Purge Report Letter (cover memo) states: 

"Remember, all cases that you marked to be held today will be checked every two years. Those 
cases will again show up on your individual purge report in the (wari bin) (sic), until all cases 
assigned to you are completely disposed of'. 

According to the staff. the review time could be anywhere between 2 and 3 years. It is 
based on when they have the available time to process. 

!Meets Recognized Professional Standards I Practlces .... ..... ............ Modlflcation I Options 

Recommendations/Options: 
The review time should be memorialized in Policy 708 EE to ensure everyone is 
handling the some way. 
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6.5.0 Documentation - Notifications and Releases of Property 

Standard: All property or evidence releases should document who authorized the transfer. 
who actually released the item. full description of the item. and complete identifying 
information of the person receiving the item. 

Definition: A "release to owner" refers to the return of property or evidence to its rightful 
owner or designee. 

Reasoning: The investigating officer should inform the property room in writing. g1v1ng 
specific instructions to whom the specific items should be released. Deportment policy 
should designate who is responsible for sending or making such notification to the owner. 

All release notices should have some type of "Drop-Dead-Dote" to initiate action if there is 
no response within a specified period of time. All notifications made should be documented 
in the property record in order to "start the clock" on any length of time provided for a 
response. 

All releases should be signed by the receiving person along with other personal data. such 
as. address. phone. and government issued photo ID. In addition. a photograph of the 
person while receiving the article should be considered when items of high value ore 
released. The signed release should be attached to the paper evidence record. or 
electronically as on attachment to the item record. The purpose of this procedure is to 
counter any future claims and/or allegations regarding the release of the items. 

In agencies that hove on automated tracking system, it may be possible to hove the 
signature captured on an electronic signature pad. a government ID card scanned. and a 
digital photo attached to the file for complete documentation. (IAPE Standard 14.3: 
Disposition - Release to Owners - January 2019) 

6.5.1 Documentation - Release to Owner - Polley Assessment 

Finding: This particular section is assessing if policies are in place when releasing property 
back to the owner. This is governed by Po licy 708 EE. FF, and GG. General Guidelines for 
Release/Disposal of Evidence and Property. 

Current policy doesn' t provide step-by-step guidance in how the process works. 
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The section is trying to give directions to two groups of personnel, the Detective and 
Property and Evidence Unit Staff. According to the staff. the form can be hand carried, 
faxed or emailed. 
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I Meets Recognized Professional Standards I Practices .................... Modification I Options 

Recommendations/Options: 
Evidence Control Systems, Inc. suggests in any future changes to the policy that 
each stakeholder's responsibility be defined. For example, the Detective needs to 
know which form is to be used. while the Property and Evidence Unit needs to have 
defined what they are to do with the received form. Additionally, the new 
computer system should provide the Detective tools to electronically select the 
item(s) and automatically notify the Property and Evidence Unit. 

6.5.2 Documentation - Release to Owner - Notification Claim Card / Letter 

Property Release Notification may be a letter or postcard that notifies the owner of property 
that an item is ready for release, and contact information to obtain the item. This may also 
contain time constraints (Drop-Dead-Date) that require action to be taken prior to a 
specified date. (IAPE Standard 4.3: Documentation - Forms -January 2019) 

Finding: Much of the data for the letter is currently cut and pasted from Crystal Reports. 
The present letter (Exhibit 6-L) has only a case number and no descriptors or item numbers 
for release. When the citizen calls wanting to know which property the department has for 
release, someone must stop what they are doing, and research which item(s) are approved 
for release. Most letters are mailed first class. However. some firearms and vehicle 
correspondence are handled with Certified mail. 
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EXHIBIT 6-L 
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If the letter is returned, it is attached to the case paper work and later scanned into 
Loserfiche. 

!Meets Recognized Professional Standards I Practices ........................ Modification I Options 

Recommendations/Options: 
The process of cutting and pasting from one record to another con easily be 
eliminated with the proper property and evidence software system. The following 
Exhibit 6-M illustrates a letter from one of the better Property and Evidence 
Management systems available. When the letter is received most all of the 
questions that may arise ore documented in the release letter. Additionally, there is 
a description of each item and the respective barcode. When the citizen presents 
the letter. all the Property and Evidence Unit has to do is scan the borcodes on the 
letter and the record will show where the items are on the shelf. 

According to staff, this letter hos been provided to Niche and will more than likely 
be replicated in the new system. If additional changes are asked, then the client 
may hove to pay a premium for those changes. 
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EXHIBIT 6-M 

• 
San Diego Poflce O.pertn.nt 

14018.-y 

DANIEL WHTic 
12:1 Nllffll STREET 
SEATll.E. WA 93933 

sen Diego. CA 112101-5729 

Tho~--•--tor-
CUAREHCY • US 

13.)M CASH FOIH>YlmlADDRESS 11001( 

OTHER • NOT LIile> 
IOTCHEN AID w.A2'211 

IOTCHENNO-IN'-"01'EHEDIOX 

~no E~ 
HB<0H C0CI..POC L 1200 

NIKON C00U'IX l UOO OIGITM. CAMERA 

-,,21.201• 

C...• 11411114 

-···--···· - ·· 
, ..... ■-•-· -
--■--■■■■ -l;o,,'Mlfl ....... ~ . ...... MW ... --._..,.,..., Md fflllllltan 

--... --.. -. jllt)Ct-- _, ....... ................ ~ ,,.., ......................... ~--,........,,.. ..... cllla,...,. ,.,.,.,.,, 
flN~liad■ a.,......ano,ou:twweawiNIMCOf'D ,Wft'le1"nctDe ..... • 
PoaN1•.,.._,•;o,,,-.ec,trMw,..._Cll.._to._.,..._eMbe.-.....:a 
...... ~ COfN. DlcaU,'to,1 PfDPW!)' 

6.5.3 Documentation - Release to Owner - Tickler Flies - Card Sent 

Tickler Files ore a method of reminding the user of where and when on item is placed in a 
temporary location, and con be structured to remind, or tickle, the user when a certain 
period of time hos elapsed. (/APE Definffion - January 2019) 

Release Notification may be a letter or postcard that notifies the owner of property that an 
item is ready for release, and contact information to obtain the item. This may also contain 
time constraints (Drop-Dead-Date) that require action to be token prior to a specified dote. 
(/APE Standard 4.3: Documentation - Forms January 2019) 

Finding: A copy of this is filed in a suspense file (Tickler File) retained for 30 days and then 
acted upon. 

Recommendations/Options: 
No changes ore recommended. 
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6.5.4 Documentation - Release - Property Signature Form 

All releases should be signed by the receiving person along with other personal data, such 
as. address, phone. and government issued photo ID. In addition, a photograph of the 
person while receiving the article should be considered when items of high value are 
released. 

The signed release should be attached to the paper evidence record, or electronically as 
an attachment to the item record. The purpose of this procedure is to counter any future 
claims and/or allegations regarding the release of the items. 

In agencies that have an automated tracking system, it may be possible to have the 
signature captured on an electronic signature pad. a government ID card scanned, and a 
digital photo attached to the file for complete documentation. (IAPE Standard 14.3: 
Release to Owner - January 2019) 

Finding: 
l. When property or evidence is returned to the owner, they are required to sign the Wichita 
Police Department Receipt of Property as shown in Exhibit 6-K. Much of the data on the 
form (Case Number, descriptions, released by) can more than likely be automated and not 
handwritten. 

2. When property or evidence is released a Property and Evidence Unit staff member only 
compares the receipt against the photo on the ID and writes down the Driver' s license or 
other present ID information on the form. Presently, the ID is not scanned into the computer 
record. 

I Meets Recognized Professional Standards I Practices .................... Modification I Options 

Recommendations/Options 
1. If the owner is still going to sign o form in the future it may behoove the 
deportment to hove the computer printout of the form with the case number, 
borcode numbers, descriptions, etc., and eliminate having to write muc h of the 
already captured doto. 

2. Scanning the person's ID into the system is always o preferred method of 
documenting the releases. Evidence Control Systems, Inc. would also suggest that 
when the person signs for the item(s) they also print their name. Five years from now 
if there is o question about the release, no one will hove any idea who the person is 
with just o scribbled or illegible name. 
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6.6.0 Destruction of Property - General 

Definition: Destruction is the act of breaking apart. melting. crushing. or making on item of 
property unusable prior to discording. 

Standard: Evidence items that ore not released to owner. diverted for government use . or 
sold at auction should be destroyed. 

Definition: Destruction is the act of breaking apart. melting. crushing. or making on item of 
property unusable prior to discording. 

Reasoning: When property hos been authorized for destruction it should be rendered 
unusable and placed in a secure holding area until it is transported to the disposal site. This 
ac tion prevents the items being removed from the trash for personal gain. Having a witness 
to the destruc tion of items that are of a sensitive nature. such as pornography. for instance. 
is always a good idea. 

Recycling of component materials. batteries. metals. plastics, glass. paper. and electronics 
is the preferred method of disposal. Items consisting of drugs and firearms require 
specialized destruction techniques to guarantee the items cannot be retrieved and used 
illegally. (IAPE Standards 14.6: Disposition - Destruction - January 2019) 

6.6.1 Destruction of Property - Polley 

Finding: The following sections mention destruction but provide no guidance on how the 
actual destruction process is to be completed. 

• EE. General Guidelines for Release/Disposal of Evidence and Property 
• FF. Release/Disposal of Personal Property 
• GG. Release/Disposal of Found Property 
• HH. Release/Disposal of Non-Firearm Physical Evidence 1 

These sections are commingling different actions into one of the above sections (release. 
disposal and destruction). 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendations/Options: 
For easier reading, Evidence Control Systems. Inc. recommends that the task be 
separated into separate sections such as releases and destructions. 

Within the destruction section the following should be memorialized? 
✓ Approval to destroy 
✓ Staging for destruction 
✓ Documenting items for destruction 
✓ Selection of vendors that are under contract 
✓ Methods of destruction for each category 

1 Note: Within the section there is discussion regarding firearms. (Heading is Non-Firearms Evidence) 

Chapter6 Wichita Police Deportment Audit Report 
Evidence Control Systems, Inc. ©2021 

Page 23 of 73 



o Drugs 
o Guns 
o Ammunition 
o Biological items, etc. 
o Explosives I volatile materials including lithium batteries 
o Cell phone and hard drives 
o General evidence and personal property 
o Not limited to listed items 

✓ Any requirements for rendering inoperable before placing in trash 
✓ Security of trash 
✓ Documentation of destruction 
✓ After action reports 
✓ Any witnessing requirements 

6.6.2 Destruction of Property- Process (General Property) 

Finding: According to the staff, when approval is given to destroy a ny general evidence. 
it is pulled from the inventory and set aside for actual destruction (trash pick-up). These 
items may sit in the warehouse in a container before the actual destruction for months. 
However. when the items are pulled from the shelf they are documented as DESTROYED. 
Note: There is no requirement for anything in the destruction conta iner to be made 
inoperable while awaiting destruction. 

Does Not Meet Recognized Professional Standards I Practices .. . ... Modification Necessary 

Recommendations/Options: 
Nothing should ever be documented as destroyed until the action has occurred as 
it is misrepresenting the facts and those items awaiting destruction could then be a 
target of pilfering. Option: The items can be made inoperable prior to placing them 
into the destruction container and could then be documented as destroyed. 

6.6.3 Destruction of Property - Knives 

Finding: Knives with any auction value are not destroyed but sent to auction. Knives of no 
special value are handled just like general evidence and documented as destroyed when 
they are pulled o ff the shelf. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendations/Options: 
Nothing should ever be documented as destroyed until the action has occurred as 
if is misrepresenting the facts and those items awaiting destruction could then be a 
target of pilfering. Option: The items can be made inoperable prior to placing them 
into the destruction container and could then be documented as destroyed. 
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6.7.0 Destruction - Biological Evidence 

Small quantities of regulated waste may fall under a "household waste exemption", 
however, commercial and government waste management is probably not exempt. The 
term "Universal Waste" is regulated and defined as batteries, mercury thermostats, 
fluorescent lights. cathode ray tube devices. and other product containing mercury or 
other heavy metals. It is also illegal to dispose of hazardous waste in the garbage. Examples 
of hazardous waste include: oil and paint. anything coated in which with blood, and 
materials that could potentially spread diseases. The federal universal waste regulations are 
found in Title 40 of the Code of Federal Regulations (CFR) in part 273 and apply to four types 
of universal waste. 

To properly dispose of biohazardous waste, one should be collecting it in a red bag or red 
plastic bin specifically meant to handle biohazardous waste. This collection should continue 
until there is sufficient quantity to justify calling a hazardous waste disposal company. 
Disposing biohozordous waste in a common general waste container exposes the agency 
to expensive fines for such violations. 

Biohozard items should be disposed of in a manner consistent with OSHA rules regarding 
blood-borne pathogens. 

Biohozard regulated medical waste (RMW) is known as biohazardous. biomedical, 
infectious. sharps waste. and clinical medical waste. This waste is defined as waste 
containing infectious materials or potentially infectious substances such as blood. Other 
examples include blood products, animal waste, microbiological waste. and pathological 
waste. (Standard 14.6: Disposition - Destruction) 

REGULATED WASTE 
OSHA standards define wastes that should be regulated and monitored. Regulated waste, 
as defined in Blood borne Pathogen Standard, is liquid or semi-liquid blood or other 
potentially infectious materials. contaminated items that would release blood or other 
potentially infectious materials in a liquid or semi-liquid state if compressed, items that are 
caked with dried blood or other potentially infectious materials and are capable of 
releasing these materials during handling, contaminated sharps, and pathological and 
microbiological wastes containing blood or other potentially infectious material. 
(OSHA - 2012) 

Regulations governing the disposal of regulated waste or waste that requires special 
handling exist at the state level, most often from the state's Department of Health. 
Generally, state lows require that regula ted waste be rendered non-infectious prior to 
disposal. Once the biohazard is decontaminated. it con be disposed of like any other solid 
waste. 

STAGING FOR DESTRUCTION/DECONTAMINATION 
Items to be destroyed or decontaminated must be removed from the active Inventory and 
staged in on area for "bio items" that are scheduled for "destruction" and appropriate 
disposal. There are several methods that can be used to destroy or decontaminate bio
hozordous material. 

Incineration involves the actual burning of the waste. This method both destroys and 
decontaminates the evidence. Although effective. incineration is associated with serious 
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air quality concerns. Evidence handlers should consult local and state laws for guidance. 
(Technical Worl<ing Group on Biological Evidence Preservation 4-9 • 20 J 3) 

6.7.1 Biohazards Destruction - Polley Assessment 

Finding: There is nothing in Policy that addresses the destruction or handling of Bio Evidence. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendations/Options: 
Evidence Control Systems, Inc. recommends that the Department memorialize 
guidance for the Property and Evidence Unit staff on the destruction of Bio 
Evidence. Topics may cover: 

✓ Approval to destroy 
✓ Documenting items for destruction 
✓ Selection of vendors that are under contract 
✓ Wearing PPE (personal protective equipment) 
✓ Where to store biological evidence awaiting destruction 

6.7.2 Blohazards - Scheduling/ Threshold 

Finding: There is no requirement in place that gives the Property and Evidence Unit staff 
any guidance on when Bio Evidence should be removed from the facility. 

Recommendations/Options: 
Evidence Control Systems, Inc. suggested that the department establish some type 
of time frame for the Property and Evidence Unit staff to be required to monitor the 
amount awaiting disposal and be required to contact the environmental service 
company to pick up. 

6.7.3 Biohazard Evidence Destruction - Methods 

Items to be destroyed or decontaminated must be removed from the active inventory and 
staged in an area for "bio items" that are scheduled for "destruction" and appropriate 
disposal. (NIST - Biological Evidence Preservation Hand Book 2013 - Page 14) 

Regulations governing the disposal of regulated waste or waste that requires special 
handling exist at the state level. most often from the slate's Department of health. 
Generally, state laws require that regulated waste be rendered non-infectious prior to 
disposal. Once the biohazard is decontaminated, it can be disposed of like any other solid 
waste. (NIST: Recommendation 111-4 - April 2013) 
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Finding: There are no written protocols in place on the d isposal of biological evidence. 
The staff states that items such as blood, urine, etc., are disposed of with the contracted 
environmental disposal service. Items such as clothing with any biohazardous materials 
are being placed in the general trash. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendations/Options: 
The process of disposing of biohazardous materials in the genol trash may in fact 
violate state environmental lows and should be discontinued. It is recommended 
that all biological ma terials for destruction must be disposed in the some manner 
as the other biological items, such as blood, urine, etc. 

6.8.0 Destruction of Firearms 

Standard: Destroyed firearms should provide transparent documentation that identifies all 
personnel involved in the destruction process and ensures that an independent witness is 
able to validate that each and every firearm was destroyed. 

6.8.1 Destruction of Firearms - Policy Assessment 

Finding: Policy 708 HH. Referred to as Release/Disposal of Non-Firearm Physical Evidence 
has one short paragraph actually related to the actual destruction process. 

C. Fireanns, drugs, and drug paraphernalia ordered destroyed, shall be disposed of under the 
direction of the supervisor of the Property and Evidence Section in the presence of a witness 
from Auditing and Accounts, as assigned by the Controller. 

Policy JJ. Disposal of Firearm Evidence states: 

a. On the fifteenth days of the months of January, April, July and October, the Property and Evidence 
Section Supervisor shall forward a list of all firearms that cannot be returned to legal owners to the 
Investigations Division Commander. 

b. The Investigations Division Commander shall appoint a person knowledgeable about firearms to 
personally inspect and inventory them. The person conducting the firearms inventory shall develop 
lists composed of the following categories as directed by City Code Section 5. 88.010(5): 

Technical Services Manual 

Methods of Destroying Property /Evidence -states3 

► Firearms not returned to the owner are sold or destroyed quarterly; 4 

2 Even though the section is referred to as Non-Firearms, firearms are discussed. 
3 There is no section of reference number for later referencing. Page number only. 
4 There is no section of reference number for later referencing on a bullet. Page number only. 
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1. When the Property and Evidence Unit is notified that a fi rearm(s) submitted under a 
police case number may be disposed of, the firearm(s) is pulled from the inventory and 
placed in a special bins:. A computer entry is completed showing the guns are to be 
disposed of. 

2. Firearms may be seized per State Statute and Policy and Procedure 708.39.6 7 

3. Two (2) lists will be compiled of all firearms for review8• One ( I) list for firearms to be 
sold and one ( I) list for fi rearms to be destroyed. Both lists will be sent to the Law 
Department (through channels) for approvaJ9 and then returned to the Property and 
Evidence Unit. 

4. Firearms approved to be sold will be given to the contracted FFL dealer to be sold via 
an on-line auction site. 

5. Firearms approved to be destroyed wiU be transported to the contracted shredding 
vendor by Property and Evidence personnel and a representative from the City 
Controller's Office and will be placed into a vehicle to be crushed in their presence. 10 

6. The Property and Evidence Supervisor and the Controller's Office representative must 
both sign the list of all cases indicating the firearms have been inventoried and destroyed 

7. Once the fi rearms have been sold or destroyed computer entries are made showing the 
actual destruction or sold date and will indicate the status of destroyed or sold. 

There are additional practices in the gun destruction process such as examining the 
weapons for destruction or auction. documenting guns on the appropria te destruction list. 
data entry. etc. 

Current policy appears to be spread out amongst different documents and sections. 

I Meets Recognized Professional Standards I Practices .... .. ... ............ Modification I Options 

Recommendations/Options: 
The recommended Property Procedures Manual or Technical Services Manual 
needs to outline all of the tasks and duties that staff is responsible for to remove guns 
from the inventory for destruction. Stoff positions con change overnight, and any 
new employees need to hove a step-by-step roadmap for the process. 

Those tasks may include: 

✓ Obtaining authority from Detective (compare against existing policy) 
✓ How any destruction pull list (or reports) ore generated 
✓ The assigned locations for the firearms during the pre-destruction time 
✓ How weapons ore togged (hong tog - Documenting firearms destruction list) 
✓ Witnessing process to destruction 
✓ Information on firearms destruction site (vendor) 
✓ Documenta tion o f firearms destruction process 
✓ After Action Rep ort o f the firearms destruction 

5 Document the bin name as opposed to special. Name such as FFD, Fireann for Disposal. 
6 Not sure statement if re lated to Methods of Destroying. 
7 708.39 not found in provided materials. 
8 What information should be on the list? 
9 Jnclude who is responsible for sending list. 

to No mention about escort officers. 
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6.8.2 Destruction of Firearms - Pre - Destruction Process / Staging 

Standard: Firearms pending destruction should always be stored in a designated area that 
has an enhanced level of security in the property room. 

Firearms pending destruction security refers to the area where firearms are maintained prior 
to the actual destruction. 

Reasoning: Firearms pending destruction have the greatest likelihood of being pilfered from 
storage. Storing these items in a locked room, secured locker, or locked cabinet provides 
an enhanced level of security. 

Additionally, storing firearms for destruction in an area away from active evidence provides 
a method to better track and visually monitor the quantity of firearms pending destruction. 
{IAPE Standards 11.5 Firearms - Storage Pending Destruction - January 2019) 

Finding : 
1. When the Property and Evidence Unit staff receives the "Evidence Purge Request" they 
then provide the report to the assigned Police Officer in the Property and Evidence Unit 
who then pulls the firearms from the long-term storage shelf in the Gun Room. Once this is 
complete, the computer status is changed to the location referred to as "GUNT" (guns to 
be destroyed). 

2. Secondly, once the firearms officer has the weapon in his possession he / she examines 
it to determine if it can be Auctioned or be Destroyed. The officer then places the gun in 
an auction pile and destruction pile. Note: The gun is still documented in the computer as 
"GUNT". 

EXHIBIT 6- N 
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3. From this action he/she types all of the descriptors into an Excel spreadsheet. Note: The 
received exemplar (see Exhibit 6-N) is from a PropertyRoom.com Auction Manifest, not a 
departmental template. 
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The information that is typed in the spreadsheet in the prepopulated comment field 
indicating a (says--!!SKU number"), Make. Model, Serial Number. Type. Caliber. and Case ID 
Number. 

One of the most troubling practices documented on the list is again relating back to the 
assignment of barcodes. The number 1 in the document is the case number, not an item 
number. 

4. The information typed on the spreadsheet is typed from the gun itself not from a 
computer record. Thus. there are no checks and balances. An employee in this staging 
process could eoslty pilfer a gun or guns just by not typing on the spreadsheet and no one 
would ever know it was taken unless there was a full forensic audit looking for a particular 
gun! 

5. Additionally, there are no signature blocks at the end of the Gun Destruction list for the 
witness(s) / (Controller) when validating the Gun Destruction List as they only write their 
name at the top of page 1 (see above Exhibit). There are no page numbers on the report 
and. thus a page could be removed and might not be noticed. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendations/Options 
1. In the new computer system consider making the different computer 
locations/designations more intuitive such as GFD (Gun for Destruction) GFA Guns 
for Auction. 

2. With the implementation of the new computer system, Evidence Control Systems, 
Inc. recommends that when the gun is removed from the active shelf that the officer 
evaluate the gun. and place I scan in to the respec tive bin and computer location 
such as GFD - Gun for Destruction or GFA - Gun for Auction. (important - scan to 
location} 

Since all of the gun data (make, model, etc.) should be residing in the computer. 
scanning into the new location will automatically move to the new location Gun For 
Destruction or Gun for Auction. When it's time to transfer the guns to the auctioneer 
or destruction. the only thing one hos to do is print the newly described location and 
you have the associated list for later validation by the Controller and transfer without 
typing anything, eliminating the re-typing. 

• Once the firearms ore factually, DESTROYED Or AUCTIONED, the location is then 
changed to DESTROYED OR AUCTIONED in the computer. 

• The biggest problem with this process is that the gun destruction list is not being 
generated from the computer but just from the gun awaiting destruction. If 
someone has purposely left a gun off the list, no one will ever know that it is 
missing. 

3. With the implementation of the new computer system, it is recommended that 
the new software program generate the guns for destruction and guns for auction 
lists. Additionally, item numbers, not case numbers need to be used on future 
destruction lists. 
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4. Firearms con never be doc umented from the physical items awaiting destruction. 
It is absolutely imperative that the list is generated from the computer for validation 
and auditing purposes. 

5. It is recommended that with the implementation of the Niche computer system 
that o Gun Destruction Ust be formatted with information that includes page 
numbers, preparing parties, and witnessing parties. 

Hoving prompts where the witnesses con print their name and employee serial 
number is always encouraged as decades old cases ore frequenHy being 
resurrected and the gun destroyed may be on issue ond those witness names could 
later become a pivotal part of the case. See Exhibit for example of a Firearm 
Destruction Ust. 

EXHIBIT 6-0 

.....,._,._ U UIII 

~................ ----
_ ..,,._ 

6.8.3 Destruction of Firearms -Threshold Numbers 

THRESHOLD is a predetermined quantity of items or elapsed time that triggers an action, 
such os a transfer of money, or destruction of firearms or drugs. IAPE Definition 

Policy should define a threshold when firearms that are pending destruction should occur. 
A threshold can be based upon the calendar, for example, twice a year. A threshold may 
a lso be based upon quantity, such as every 50 firearms. Thresholds make all parties in the 
destruction process accountable and ensure that the process occurs before the firearms 
become a target of theft. (/APE Standards I I .5: Firearms - Storage Pending Destruction -
January 20l9) 

Chapter6 Wichita Police Department Audit Report 
Evidence Control Systems, Inc. ©'.2021 

Page 31 of 73 



Finding: The department's threshold for destroying guns is based on Polley 708 JJ a . which 
states "On the fifteenth days11 of the months of January. April. July and October. the 
Property and Evidence Section1 Supervisor shall forward a list of all firearms that cannot 
be returned to legal owners to the Investigations Division Commander". 

Recommendations/Options: 
No changes are recommended. 

6.8.4 Destruction/ Auction of Firearms - Witness/ Validation to Process 

Standard: Destroyed firearms should provide transparent documentation that identifies all 
personnel involved in the destruction process and ensures that an independent witness is 
able to validate that each and every firearm was destroyed. 

Definition: Destruction documentation refers to the memorializing of the destruction process 
to provide a transparent and verifiable chain of custody and final disposal. 

Reasoning: Firearms pending destruction have the greatest likelihood of being pilfered from 
storage or during transportation to a destruction site. as there is generally no longer any 
interest in the item for prosecution or release. As a result, there is a need for thorough 
documentation and verification of every step in the destruction process to leave no room 
for doubt or suspicion as to its final disposition. 

Maintaining a running firearm destruction list that includes the case number. item number. 
tracking number, defendant's name and an accurate description of each item enhances 
the integrity of the process. 

Once the firearms are authorized for destruction and have been listed. they should be 
staged. verified by an independent witness, and placed in a sealed container with the 
validated firearm destruction list attached. Each item on the list should be individually 
initialed. and witnessed. 

The documentation should include: who authorized the firearm for destruction. who staged 
and verified the item on the destruction list. who transported the firearms to the destruction 
site, and who witnessed and verified each individual firearm being destroyed. 

Attaching a copy of the destruction list to the sealed container is a good practice to 
provide a method to later audit the items prior to destruction. The items awaiting 
destruction should never be documented as destroyed until the actual process occurs. 

Once the destruction has been completed and witnessed. the original firearm destruction 
list with witness signatures should be filed, and a copy should be forwarded to the 
appropriate supervisor or manager for an independent record of the destruction. 

In order to best document the destruction process. writing a general case report describing 
the destruction method. who staged the firearms for destruc tion. who witnessed the items 

11 Spelling sho uld be day of each month. 
12 Referred to as "Section", should be Unit. 
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being placed in the destruction container, who transported the items. and who actually 
observed the items being destroyed is recommended. 

This case report should remain on file within the Records Bureau for the normal report 
retention schedule. (IAPE Standards 1 1. 9: Firearms - Destruction Documentation -
January 2019) 

Finding: 
l. The Technical Service Manual (no section number). page 26 - Unnumbered bullet title 
states "The Property and Evidence Supervisor and the Controller' s Office representative 
must both sign the list of all cases indicating the firearms have been inventoried and 
destroyed." 

The information typed on the spreadsheet is typed from the gun itself not from a computer 
record. Thus. there are no checks and balances. An employee in this staging process 
could easily pilfer a gun or guns just by not typing on the spreadsheet and no one would 
ever know it was taken unless there was a full forensic audit looking for a particular gun! 

It must be noted that the final Gun for Destruction List is flawed, in that when the Property 
and Evidence Supervisor and Controller are validating a list of guns for destruction. it is 
prepared manually by the officer, not from the computer. In other words, an employee 
could easily leave a gun off the list and retain no one including the Controller would ever 
know it was missing. The Controller is not receiving a list that was generated through the 
computer, thus the list can be manipulated before validation. 

2. The information typed on the spreadsheet for auction item is typed from the gun itself 
not from a computer record. Thus, there are no checks and balances. An employee in 
this staging process could easily pilfer a gun or guns just by not typing on the spreadsheet 
and no one would ever know it was taken unless there was a full forensic audit looking for 
a particular gun! 

The Controller provides no validation of this process. 

Does Not Meet Recognized Professional Standards I Practices .... .. Modification Necessary 

Recommendations/Options: 
I and 2. Rrearms con never be documented from the physical items awaiting 
destruction or auction. It is absolutely imperative that the list is generated from the 
computer for validation and auditing purposes. Additionally. the Controller should 
also be involved in the Guns for Auction process. 

6.8.5 Documentation - Firearms Destruction 

Finding: When firearms are destroyed the following occurs: 

• Two (2) lists will be compiled of all firearms for review. One ( l ) list for firearms to be sold 
and one ( l ) list for firearms to be destroyed. Both lists will be sent to the Law Department 
(through channels) for approval and then returned to the Property and Evidence Unit. 

• Firearms approved to be sold will be given to the contracted FFL dealer to be sold via 
an on-line auction site. 
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• Firearms approved to be destroyed will be transported to the contracted shredding 
vendor by Property and Evidence Unit personnel and a representative from the City 
Controller's Office and will be placed into a vehicle to be crushed in their presence. 

• The Property and Evidence Supervisor and the Controller's Office representative must 
both sign the list of all cases indicating the firearms have been inventoried and 
destroyed. 

The Property and Evidence Unit Supervisor also advises in addition to the above policy 
requirements they also obtain a Court Order and approval from the Chief of Police, and 
City Manager. 

I Meets Recognized Professional Standards I Practices ..................... Modification I Options 

Recommendation !Options: 
Update policy to include the Court Order and the approval from the Chief and City 
Manager. 

6.8.6 Destruction of Firearms - Process / Method 

Firearms should be destroyed to prevent its illegal use at some time in the future. Different 
agencies may use different methods of rendering firearms unusable. Some agencies may 
choose to bum. chop, melt, or crush firearms as a method of rendering them unusable. The 
burying of firearms in a landfill is only acceptable when the firearm has been previously 
rendered unusable. Agencies that strip parts from firearms for official use should still ensure 
that the portion of the frame containing the serial number cannot be reused, and that a 
court order permits non-seria lized parts to be recycled for public use. (IAPE Standards 11. 10: 
Firearm - Destruction Method - January 2019) 

Finding: Firearms that have been authorized for destruction are token to a local shredding 
company where the process is witnessed by the Property and Evidence Unit staff and the 
City Controller. 

Recommendations /Options: 
No changes are recommended. 

6.8.7 Destruction of Firearms - After Action Report 

Once the destruction has been completed and witnessed. the original firearm destruction 
list with witness signatures should be filed, and a copy should be forwarded to the 
appropriate supervisor or manager for on independent record of the destruction. 

In order to best document the destruction process. writing a general case report describing 
the destruction method. who staged the firearms for destruction. who witnessed the items 
being placed in the destruction container, who transported the items. and who actually 
observed the items being destroyed is recommended. This case report should remain on 
file within the Records Bureau for the normal report retention schedule. (IAPE Standard 11 . 9: 
Firearms - Destruction Documentation, January 2019) 
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Finding: There is no type of formal requirement / policy for any Department personnel to 
document the firearms destruction process with an incident report, after action report or 
memo. 

Does Not Meet Recognized Professional Standards I Practices ... ... Modification Necessary 

Recommendations/Options: 
E.C.S. recommends that Property and Evidence Unit policy mandate that a formal, 
permanent report be written in which there is a description of the entire destruction 
process that includes the individuals involved, the action of each, the witnesses to 
the destruction (who validated the weapons), complete list of the guns and the 
location, date and time of the destruction. 

6.8.8 Release - Firearms - Approval Process 

All releases of firearms should be specifically authorized in writing by the investigating officer 
to the custody of a specific person or agency. (/APE Standard 11.6: Firearms - Disposition / 
Release - January 2019) 

Finding: Firearms are never released without the Detective's approval. 

Recommendations /Options: 
No changes ore recommended. 

6. 9 .0 Destruction of Drugs 

Standard: Destroyed drugs need to provide detailed documentation that defines all 
personnel involved in the destruction process and protocols that ensure that an 
independent witness is able to validate that each and every item was destroyed. 

Destruction documentation refers to the memorializing of the destruction process to provide 
a transparent and verifiable chain of custody and final disposal. 

Reasoning: Drugs pending destruction have the greatest likelihood of being pilfered from 
storage, or during transportation to a destruction site, as there is no longer any interest in 
the item for prosecution. As a result. there is a need for thorough documentation and 
verification of every step in the destruction process to leave no room for doubt or suspicion 
as to its final disposition. (IAPE Standard 9.7: Drug - Destruction Documentation, January 
2019) 
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6. 9 .1 Destruction of Drugs - Polley Assessment 

Finding: Policy 708 HH Release/Disposal of Non-Firearm Physical Evidence governs the 
destruction of drugs. 

c. Firearms, drugs, and drug paraphernalia ordered destroyed, shall be disposed of under the 
direction of the supervisor of the Property and Evidence Section in the presence of a witness 
from Auditing and Accounts, as assigned by the Controller. 

Technical Services Manual 

METHODS OF DESTROYING PROPERTY/EVIDENCE 13 

► Drugs; '~ 

1. When property and evidence is notified that drugs under a case may be disposed of, 
they are pulled from inventory15

• The drugs are placed in the Property and Evidence 
Facility drug room and a list is typed of all drugs to be destroyed. A computer entry is 
completed showing the disposition of the evidence16

• 

2. Once a month, the EOD team along with Property and Evidence personnel and a 
representative from the City Controller's Office open the evidence and check the 
contents and case numbers 17

• Drugs are then placed in large sacks, sealed, and then18 

to the Animal Shelter or the Bomb Range for disposal. 
3. A Property and Evidence supervisor and the Controller' s Office representative must 

both sign the list of all cases indicating the drugs have been inventoried and 
destroyed 19• The EOD team, along with the Property and Evidence supervisor and a 
representative from the Controller's Office take the sacks to the Wichita Animal 
Shelter or the EOD range and remain there until the drugs are destroyed by burning 
via an incinerator. 

I Meets Recognized Professional Standards I Practices .. .... ... ...... ... Modification I Options 

Recommendations/Options: 
See comments in the provided footnotes. 

13 For easier references include a section number as opposed to bullets. 
14 For easier references consider replacing the arrow with a number. 
1 s Arc they notified, or do they run a purge report? 
16 Ensure policy mandates this action is after the destruc tion. 
17 According to the staff, only the Case Numbers are checked not the contents as defined in policy. 
1 8 Add word transported. 
19 Consider adding, after returning from the disposal site. 

Chapter 6 Wichita Police Deportment Audit Report 
Evidence Control Systems, Inc. ©2021 

Page 36 of 73 



6.9.2 Destruction of Drugs - Pre-Destruction Process - Staging 

Standard: Drugs pending destruction should always be stored in a designated area that 
has an enhanced level of security in the property room. 

Definition: Drugs for Destruction security refers to the level of security afforded to the most 
vulnerable items in the evidence room. 

Reasoning: Drugs pending destruction have the greatest likelihood of being pilfered from 
storage. Storing these items in a locked room, sealed container, secured locker, or locked 
file cabinet provides an enhanced level of security. This segregation may occur in the same 
room as active drug cases. (IAPE Standard 9.6: Drugs - Storage Pending Destruction, 
January 2019) 

Finding: 
1. According to the interview with staff members, the Property and Evidence Unit staff 
member assigned to the warehouse uses the "Evidence Purge Request" form to locate the 
drugs for destruction from the long-term storage drug room. The retrieved items are then 
secured in large bags and sealed, until the Controller is contacted to come to the Property 
and Evidence Unit Facility and verifies the case numbers to the evidence packages. The 
time from the staging and verification can be weeks or months. (See Section 6.9.4 -
Validation) for additional information on validation or witnessing. Reiterating, the drugs 
are documented as "DESTROYED" in the computer during this process and not when they 
are actually destroyed. This process violates all acceptable internal controls, best practices 
and actually misrepresents the status of the evidence. 

fQQ, drugs for destruction are the most commonly pilfered item(s)from a property rooms 
and documenting the destruction prematurely can make those items vulnerable for theft. 

2. When the drugs are placed into the Drugs for Destruction bag they are documented on 
a handwritten DRUGS TO BE DESTROYED list with only a Case Number being documented 
on the form as shown to the right. Additionally, each 
package is numbered with the corresponding number 
from the list. uo 

- --=22:=:-1 ~+"::~~'!!---LQ.J.,--

Issue of concerns: 
When the hand-written list is populated, the case 
number(s) for the list are coming directly from the 
package not from the Evidence Purge Request. 

in 
w 

If a person opted to retain a package of RX pills for their own personal use, while 
retrieving the drugs they could easily not document the item(s) on the Drug Destruction 
List. No one would know, as during the later witnessing process (Controller) is only 
validating the case numbers on the list that was again documented from the package 
only. It is surprising the Controller has not token exception to the process. 

3. A close examination of the list to the right will note 7 items have the same number ( 1 SC-
25481). In other words, there is nothing that distinguishes one item from another during the 
validation process. This is again all relating to the assignment of barcodes at the time of 
submission to packages and not items. 
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4. It is noted that the pulling of the drugs from storage for destruction may or may not hove 
two people involved in the pulling process. There is nothing in the current policy that 
addresses this practice of two people. According to the staff. there hos been a shortage 
of staff which hos lessened the opportunities for two people to be involved. 

5. An examination of the 2nd page of the Drugs to 
Be Destroyed List and cover letter noted that the 
second page of the Drug List is absent the dote, 
and the pages ore not numbered. (See Exhibit 6-P) 

220 
2.21 
2ll 
ll3 

225 
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EXHIBIT 6-P 

MONTHQfd:. YfAR:.'.d.Q DRUGS TO IE DES~OVED 

Recommendations/Options: 
1. Both policy and practice must ensure that evidence is never documented as 
destroyed until the action hos occurred. 

2. The use of Cose Numbers documenting the destruction hos to be fundamentally 
changed to ensure that items, not case numbers ore tracked. 
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3. /APE - Standard 4.1: Documentation - Property Report states "Each item of 
property or evidence should have its own unique tracking number as no two items 
in the inventory should have the same number". 

4. Utilizing a two-person rule any time drugs are being staged (pulled} or destroyed 
in encouraged. 

5. Always number and date all pages of the destruction report. 

6.9.3 Destruction of Drugs - Threshold Numbers 

THRESHOLD is a predetermined quantity of items or elapsed time that triggers on action. 
such as a transfer of money, or destruction of firearms or drugs. 

Policy should define a threshold that. when met. will initiate the destruction process. A 
threshold con be based upon the calendar. for example, twice a year. A threshold may 
also be based upon quantity; such as every 20 lbs. Thresholds make all parties in the 
destruction process accountable and ensure that the process occurs before the drugs 
become a target of theft. 

Policy should define a threshold when firearms that ore pending destruction should occur. 
A threshold con be based upon the calendar. for example. twice a year. A threshold may 
also be based upon quantity, such as every 50 firearms. Thresholds make all parties in the 
destruction process accountable and ensure that the process occurs before the firearms 
become a target of theft. (IAPE Standards 9.6: Drugs - Storage Pending Destruction -
January 2019) 

Finding: Page 26 of the Technical Service Section Manual (no section number) Methods 
of Destroying Property/Evidence states: 

1. Once a month, the EOD team along with Property and Evidence personnel and a representative 
from the City Controller's Office open the evidence and check the contentsQ0 and case numbers. 
Drugs are then placed in large sacks, sealed, and then to the Animal Shelter or the Bomb Range 
for disposal. 

Recommendations/Options: 
No changes are recommended. 

20 What are the contents to be checked for? Statement needs to clarify. 
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6. 9 .4 Destruction of Drugs - Witness / Validation to Process 

Definition: Destruction documentation refers to the memorializing of the destruction process 
to provide a transparent and verifiable chain of custody and final disposal. 

Standard: Destroyed drugs need to provide detailed documentation that defines all 
personnel involved in the destruction process and protocols that ensure that an 
independent witness is able to validate that each and every item was destroyed. 

Reasoning: Drugs pending destruction have the greatest likelihood of being pilfered from 
storage, or during transportation to a destruction site, as there is generally no longer any 
interest in the item for prosecution. As a result, there is a need for thorough documentation 
and verification of every step in the destruction process to leave no room for doubt or 
suspicion as to its final disposition. 

In short, the documentation should include: who authorized the drug item for destruction, 
who staged and verified the item on the destruction list, who sealed the item in a 
destruction container, who transported the destruction container lo the destruction 
location, and who witnessed the physical destruction of the drugs. 

Maintaining a running drug destruction list that includes the case number, item number. 
tracking number, defendant's name and an accurate description of each item enhances 
the integrity of the process. Once the drugs authorized for destruction have been listed, 
they should be staged and validated by an independent witness from outside the property 
Unit, and placed in a container with the validated list attached. Each item should be 
accounted for, witnessed. and individually initialed. 

Once this container has been filled, it should be sealed and initialed by the independent 
witness and a property officer. Attaching a copy of the destruction list to the sealed 
container and retaining it for future reference is a good practice to provide a method to 
later audit the items prior to destruction. The items awaiting destruction should never be 
documented as destroyed until the actual destruction has taken place. 

Once the destruction has been completed and witnessed, the original destruction list with 
witness signatures should be filed. and a copy should be forwarded to the appropriate 
supervisor or manager for an independent record of the destruction. 

In order to best document the destruction process, writing a general case report describing 
the destruction method, who staged the drugs for destruction, who witnessed the items 
being placed in the destruction container, identifying at least two persons who transported 
the items together (Rule of Two) , who actually observed the items being burned is 
recommended. This case report should remain on file within the Records Bureau for the 
normal report retention schedule. (IAPE Standards 9. 7: Drugs - Destruction Documentation 
- January 2019) 
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Finding: 
1. Page 26 of the Technical Service Section Manual (no section number) Methods of 
Destroying Property/Evidence states: 

2. Once a month, the EOD team along with Property and Evidence personnel and a 
representative from the City Controller's Office open the evidence and check the contents21 

and case numbers. Drugs are then placed in large sacks11
• sealed, and then to the Animal 

Shelter or the Bomb Range for disposal. 

3. A Property and Evidence supervisor and the Controller' s Office representative must both 
sign the list of all cases indicating the drugs have been inventoried23 and destroyed. The 
EOD team, along with the Property and Evidence supervisor and a representative from the 
Controller's Office take the sacks to the Wichita Animal Shelter or the EOD range and 
remain there until the drugs are destroyed by burning via an incinerator. 

According to the staff, the Controller does not open the container to check the contents 
per policy. They only check the Case Number against the handwritten log. Further inquiry 
noted the opening of the packages by the EOD team is not for validation but to sort content 
for the final method of destruction. 

2. The validation of drugs is woefully flawed in that the Controller is only comparing a 
handwritten number on the package against the handwritten list that was prepared by an 
employee. If an employee were to not put an item on the list and keep for their own use, 
the process would never identify. The validation process w ill not prevent or deter any type 
of pilferage. 

3. Additionally, during this staging process the EOD team opens each package and sorts 
out the contents in groups on what can and can't be incinerated. This is necessary as the 
submitting officer frequently commingles general evidence including paraphernalia in the 
same package. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendations/Options: 
I . Policy needs to define what the reason is for opening the evidence packages as 
it is not clear in the current policy. If the department wonts the contents to be 
examined by the witnesses that must be better defined in the policy. Generally 
speaking most deportments do not open all of the packages for comparison 
purposes. With the opening of the packaging, policy needs to be adhered to or be 
modified to what is being practiced. 

Something to consider during the process is a random sampling as on audit. This 
could be a qualitative or quantitative sampling. 

2. The Drug Destruction list must be generated from the computer and include 
evidence descriptions, quantity, weight, item numbers and case numbers so that 
the Controller con validate the list to the evidence. Currently, the Controller only 

21 Clarify the meaning of check the contents. 
22 According to the staff the items are already in the sack by this time. 
23 The term inventory needs to be defined in policy. 
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validates o case number handwritten on the Drug Destruction list to the evidence 
package. This process provides no cross checks that validate the contents to a list 
generated from the computer. 

3. If paraphernalia and other general evidence was not commingled in the same 
container, this sorting process could be eliminated in the future. 

6. 9 .5 Destruction of Drugs - Method of Destruction 

Reasoning: The destruction should take place at a designated site capable of burning the 
items according to environmental safety rules as well as abiding by all state and federal 
lows. Drugs should not be destroyed by dumping in waterways, flushing down toilets, or 
burying in a landfill. 

Every agency's policy statement needs to specifically outline procedures for the handling. 
storage, transportation, and auditing of drugs for destruction. Policy/Procedures should also 
include requiring independent witnesses to audit the destruction. and specifying the 
number of armed sworn escorts to the destruction site. (IAPE Standards 9.8: Drugs -
Destruction Method - January 20 19) 

Finding: Drugs ore destroyed at I under the witnessing of the 
Controller, Property and Evidence Unit Supervisor. and EOD Team. 

Recommendations/Options: 
No changes are recommended. 

6. 9 .6 Destruction of Drugs - After Action Report 

In order to best document the destruction process, writing a general case report describing 
the destruction method. who staged the drugs for destruction, who witnessed the items 
being placed in the destruction container, identifying at least two persons who transported 
the items together (Rule of Two), who actually observed the items being burned is 
recommended. This case report should remain on file within the Records Bureau for the 
normal report retention schedule. (IAPE Standard 9.7: Drugs - Destruction Documentation -
January 2019) 

Finding: There ore no requirements / polices for anyone to formally memorialize the 
destruction process in an After-Action Report. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendations/Options: 
Evidence Control Systems Inc. recommends that once the destruction is finalized 
that the entire process be followed up with on After-Action Report documenting 
who staged the drugs, who validated, who transported, who documented as 
destroyed and who was present at the destruction site. 
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6.10 Removal of Money 

Standard: Money pending transfer to the agency's finance department or a financial 
institution should always be stored in a designated area that has an enhanced level of 
security in the property room. 

Definition: Money for transfer refers to segregating items that have been authorized for 
transfer from the property room. 

Reasoning: Money pending transfer has the greatest likelihood of being pilfered from 
storage. Storing money in a locked room, safe, sealed container, secured locker, or locked 
file cabinet provides an enhanced level of security. (IAPE Standards 10.5: Money - Storage 
Pending Transfer, January 2019) 

All releases of money should be specifically authorized in writing by the investigating officer. 
The receiving party should present valid government issued picture identification to match 
against the authorized name listed by the investigating officer. 

A second person should be present when opening the money package to witness the 
transaction, or the release should be done under a recording surveillance camera to 
document the count and release of the money. The receiving party should also sign the 
property release to acknowledge the receipt of the specified amount. The final record 
should be accompanied with the signature, date and time of the release. (/APE Standard 
10.6: Money- Disposition - Release - January 2019) 

6.10.1 Removal of Money - Policy Assessment / Transfer to Fund 

Finding: 
1. Currency handling can be found in the Technical Services Manual, no section number, 
page 25 that is related to the removal of money from the facility. The content is extremely 
cumbersome and non-specific. In addition, there is guidance for both the submitting 
officer and Property and Evidence Unit staff that are completely commingled in the same 
paragraph. Even though this section is about REMOVAL, Evidence Control Systems, Inc. 
dissected the entire policy since 90% of everything about how money is handled is in this 
policy. 

The purpose of these procedures should be to instruc t the employee on how to do the 
task. 

PROPERTY AND EVIDENCE UNIT 
CURRENCY 

o Currency will be placed by itself into an evidence envelope by the submitting Officer. The Officer 
will seal the envelope and then, along with another Officer as a witness, sign the seal. 24When 
received, the envelope will be properly marked as to its location and a computer entry will be 
made.25 Currency valued under $1000.00 shall be submitted to any sub-station locker or Property 

24 Content is for the Submitting Officer. 
25 Content is for the Property and Evidence Unit. 
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and Evidence Facil ity locker, unless it needs to be processed by the Latent Prints Uni t or a CSL 
Currency valued at $ I 000.00 and over shall be submitted to the Property and Evidence Facility 
and placed into the drop safe, located in the Officer turn-in room on the east wall. 26The seal on 
the packages will not be broken to recount the currency. Currency will be logged into the 
computer and assigned a safe bin location;27 entries will be made any time currency is removed 
from the Property and Evidence Facility. 28 If currency is removed from the Facility and the seal 
broken, the packaging will be resealed and signed by the Officer upon returning it to the Property 
and Evidence FaciJjty. 29 

o When final case disposition has been detennined, computer entries will be changed to reflect the 
disposition of the currency; 30 

o Currency held at the Property and Evidence Facility to be released to the Police Benefit Fund or 
returned to the owner will be pulled from the shelves after checking the disposition of the purge 
reports. JI The Staff member pulling the currency will bring the purge report, along with the 
currency, to the Property and Evidence Facility Supervisor. The Facility Supervisor will initial 
the purge report to indicate that the currency has been placed in the Property and Evidence 
Facility money vault. 32 The money vault will be accessible to the Facility Supervi sor, the 
Property Clerk, and two (2) Service Officers; 3 

o Currency being held at the Property and Evidence Facility that has the disposition to be held shall 
be dealt with in the same manner as any other money coming from the purge report.34 The Staff 
Member that pulls the money wi ll have the Facility Supervisor check off and initial any money 
that is being placed in a held status;a~ 

o Currency identified to be released to the Police Benefit Fund that is in the Property and Evidence 
money vault or pulled from the evidence shelves wi ll be monitored36 by the Property and 
Evidence Facility Supervisor. After Currency has been checked off the purge report and pulled 
from the money vault or evidence shelves, it will be turned over to the Police Benefit Fund 
representative. 37 The package will be opened and the amount of currency in the package will be 
written on a three-copy receipt that has been provided by the Police Benefit Fund treasurer. J8 A 
total of all receipts will be given to the treasurer, along with the yellow copy out of the receipt 
book.a9 If there is any discrepancy in the amount after the representative has counted the currency, 
he/she will advise the Property and Evidence Facility Supervisor.40 An Officers Report wi ll be 

26 Content is for the Submitting Officer. 
27 Content is for the Property and Evidence Unit. 
28 Content is for the Property and Evidence Unit. 
29 Content is for both the Submitting Office and Property and Evidence Unit (not clear). 
3° Content is for the Property and Evidence Unit. 
31 Content is for the Property and Evidence Unit. 
32 Content is for the Property and Evidence Unit. 
33 Number of Service Officers incorrect. Note: Supervisor states she & Property Clerk are only ones with 

Access. 
H What does this mean? 
35 What does "Check off refer too"? 
36 What does "monitor" mean for a new Supervisor coming into unit? 
37 No mention in the policy of counting / documenting the money prior to transferring to the Fund 

Representative. 
38 Previous sentence has turned the currency to the Fund Representative. In next sentence says the currency 

wi ll be counted? Not clear on who is responsible. 
39 Who is responsible for this task and where are the other copies retained? 
40 According to the staff they open and validate the money before transfer. Option, ff the money is opened in 

the presence of the Fund Representative it may provide an independent person to the count and adds more 
transparency to the process. 
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drafted to document any discrepancies.41 A copy of that report will be keep42 at the Property and 
Evidence Facility and one (I) will be forwarded to the Property Crimes Bureau Commander.43 

The representative from the Police Benefit Fund will provide the Property and Evidence Facility 
Supervisor a copy of the bank deposit.44 4 5 Currency kept at the Property and Evidence Facility 
is to be audited annually;46 47 

o Money released to the Police Benefit Fund must have the departmental release form signed by an 
Officer, Detective, or Supervisor who is not an official in the Police Benefit Fund; 

2. Just as with guns and drugs. all money that is transferred to the Fund Representative is 
not being generated from the computer. but money from the purge report that is pulled 
from the shelf and eventually token to the Fund Representative. thus could easily be 
p ilfered. 

Policy states "Currency kept at the Property and Evidence Facility is to be audited 
annually". However. the policy doesn't define who is responsible for the audit or the scope 
of the audit. 

According to the Supervisor no annual audit is conducted . Additionally. she states "if it was 
to be done-it would be done by myself and Melissa". Note: Auditing your own wor1:: may 
not constitute a true audit, but an inspection. 

Does Not Meet Recognized Professional Standards I Practices ... ... Modification Necessary 

Recommendations/Options: 
I . The recommended Technical Services Manual needs to provide a better step by 
step guidance in how each task is performed. If a new employee steps into the role 
of the Supervisor, can they read the directive as wriffen and know each task 
required to remove the money from the Property and Evidence Unit? Some of the 
topics to be considered: 

✓ When to transfer currency 
✓ Information required on any transfer documents 
✓ Opening and validating processes before transfer including who the witness is 
✓ Necessary paperwork to transfer to Fund Representative. (Example of deposit 

slip) 
✓ How the computer is documented. 

See footnotes on previous page for issues in policy. 

4 1 
Who is responsible for having the report written? According to staff in all reality they may contact the 

officer and conduct the inquiry within the Property Room. 
42 Replace keep with kept. 
43 

Not clear who is responsible for sending the report to the Property Crimes Bureau Commander 
44 What happens to the deposit? 
45 Bank deposit - the word slip may be missing. 
46 Statement would suggest that all monies in the Property and Evidence Unit arc to be audited. Is this 

correct? 
47 Who is responsible for this task? 

Chapter6 Wichita Police Department Audit Report 
Evidence Control Systems. Inc . ©2021 

Page 46 of 73 



2. Any transfer of money must come from a generated transfer list from the 
computer, not just from a package that is sitting on the shelf. Transferring the money 
to another department from a computer-generated currency transfer list only 
provides another level of transparency to the process. 

3. Policy must better define who is responsible and the scope of the audit. The 
Supervisor con do inspections on a regular basis, but an outside review would much 
better serve the needs of the unit and best practices. 

6.10.2 Removal of Money - Threshold 

The deportment's policy should define a threshold that will trigger the transfer. A threshold 
may be based upon the calendar. for example. weekly or monthly. A threshold may also 
be based upon quantity, such as every $2.000. Thresholds make all parties in the transfer 
process accountable and ensure that the process occurs before the money becomes a 
target of theft. (IAPE Standard 10.5: Money- Storage Pending Transfer. January 2019) 

Finding: 
1. It is not defined in the department 's current policy when a transfer of money from the 
vault is conducted for already adjudicated coses as is done with drugs and firearms. 

2. 1 . Additionally, there 
may be a similar amount or money 1n general storage. Currently mere is no way to know 
due to the type of data entry in the computer and the inabilities of the evidence 
management software. 

Does Not Meet Recognized Professional Standards I Practices .. .... Modification Necessary 

Recommendations/Options: 
I. Policy needs to address when money is to be removed in adjudicated coses and set 
o threshold. A threshold could be based upon o calendar dote or dollar amount. 

2. - . 
. . Depositing money in the bank immediately ofter being submitted 

has become the norm for many deportments which eliminates the likelihood of 
becoming a target of theft as seen in recent news in Kansas. 

Note: During the last 3 years over 3.5. million dollars has been stolen from property 
rooms across the United States and Canada. 
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6.11.0 Diversion of Property and Evidence 

Definition: Diversion is the process by which a public agency may transfer ownership of 
unclaimed property in its possession for public use. Law enforcement agencies may 
generally divert property for public use when the rightful owner is either unidentified, or has 
failed to claim the item within a designated time frame. 

Reasoning: Most states provide statutory approval to transfer unclaimed property for city, 
county, or state use. If there is no authorizing state statute applicable, the development of 
a municipal or county ordinance may legally permit the process and insulate the agency 
from any civil litigation. (IAPE Standards 14.5: Disposition - Diversion - January 2019) 

6.11.1 Diversion of Property and Evidence - Authority 

Finding: Sec. 2.20.030. - Notice of Intent to sell; requirements as to sale, etc. ore codified in 
the City of Wichita's Municipal Code. Within the section it states in lieu of sale, bicycles may 
be disposed of by the police department at its discretion pursuant to section 11.48.180. The 
code is clear about bicycles but appears to be silent on other classification of property. 
(Note: Diversion couldn't be found in any other sections of the code.) 

Recommendations/Options: 
Evidence Control Systems, Inc. suggests that the deportment's legal deportment 
validate that the diversion process is covered by current city code. 

6.11 .2 Diversion of Property and Evidence - Policy 

Standard: Law enforcement agencies should develop written policy and procedures that 
enable the diversion of unclaimed property for public use. 

Agencies should have a written policy and procedures to guide Department personnel on 
the requirement to divert the requested property. The procedures should include a request 
for the retention of o specific item and the justification should originate with the person in 
charge of the area where the item is to be used. The approval process should include 
approval by the requesting person's direct chain of command, including the Chief 
Executive Officer or designee. 

Once the Departmental approval process has been completed, consider including a third
party approval from outside the agency for items of designated value. This could be the 
city or county's Purchasing Director, City Manager, County Executive, Mayor, or any other 
disassociated official. The Property Unit should maintain a permanent record of all property 
diversions. 

Use of any property so retained must be for official purposes only; the practice of allowing 
employees to retain property for personal or non-governmental purposes should be 
prohibited. (IAPE Standards 14.5: Disposition - Diversion - January 2019) 
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Finding: The Technical Service Manual states: 

• Disposition of Property with Monetary Value; 48 

I . When noti fled by the Section in charge of a case as to the disposition of property/ 
evidence, the Property and Evidence Unit will ensure that the property/evidence is 
purged by returning it to the owner, destroying the item, or retaining it for Department 
use 49. 

a) If the disposition paperwork is marked "return to owner", a letter is sent to the 
owner50 notifying them the property has been released and may now be returned. If the 
owner of the property/evidence does not respond within thirty (30) days, it is 
destroyed, auctioned, or retained for Departmental use. 

b) If the disposition paperwork is marked "destroy", the property/evidence is purged 
and destroyed. lfthe Property Clerk determines the property/evidence would sell at the 
property auction, it is then held for auction. 

c) If the property/evidence is to be used by the Police Department, or City Department, 
the entity to receive the property must first submit a repot1 to the Investigations 
Deputy Chief. 1 The report, with the Deputy Chiefs approval, is then filed by the 
Property Clerk.5 When that property is no longer needed by the City, it is to be 
returned to the Property and Evidence Unit and the report is to be pulled. 53 The 
item(s) will then be sold at auction. 

Does Not Meet Recognized Professional Standards I Practices .... .. Modification Necessary 

Recommendations/Options: 
Evidence Control Systems, Inc. recommends that the suggested Property Manual or 
updated Technical Services Manual define the step-by-step processes for diverting 
property to department or city use. The following topics should be considered in a 
Diversion policy. 

Request for Diversion 
• Any time an item is requested for diversion the requesting Offic er or Unit 

needs to make a formal request for the item in writing to their immediate 
supervisor along with a iustification for the item. 

Department Approval 
• After the report is reviewed and an approval is deemed acceptable, the 

request needs to be filtered through the Chain of Command then to the 
designee of the Chief for a final Departmental approval. 

48 No Section Number for reference. 
49 Consider adding auction. 
so Sent by the Property and Evidence Unit. 
si Current process may be commencing in the Property Room. 
si Policy doesn 't address how the item is transferred to requestor or how the records are documented in the 

Property Room. 
s3 Diverted items may not always be returned as mentioned in the policy. 
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Outside Approval 
• A good practice is to add an additional level of approval from a party 

outside of the police agency. The practice of having the Purchasing 
Director, Finance Director, or City Manager removes any suggestion of 
improprieties within the agency. When there is an approval and the 
approval is authorized by statute the specific code should be included with 
the approvals. 

Signature 
• When the item is signed over to the requesting Unit or Department, the 

person taking possession needs to sign the original Property sheet showing 
the transfer and possession. 

Miscellaneous 

Chapter 6 

• It is always recommended that copies of the diversion approval be attached 
to the original Property sheets, included in a "Diversion File" in the Property 
Room (by year) and the approving Department head in the agency retain 
a copy. 

• The above-described process provides a complete trail of all of the steps 
taken for the Department to take possession of the diverted item. The 
following form is an example of the original request memo and the final 
approval of the transfer. See following Exhibit 6-0. 

Approval Documentation 
• Departmental policies need to address and memorialize the process. 
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The following Exhibit is provided merely for informotionol purposes ond for 
consideration by the Wichita Police Deportment, o sample Diversion Request Memo 
format. 

To. 

From. 

Subjca 

EXHIBIT 6-Q 
Property Diversion Memo 

Dlw•■l•o•r, •-

T'bt itnm lated below an, c,,,dcnc,e &n lhc pouculon oflhc Pol,cc Dcpanmc:m. Tbr c:-..:"' 
dosed IIDd a,1b0.-lzcd Cot ~ by 

h IS rc,que51cd lhal unda pro, i>iona of !he Cal)' M .....,.pal Code. ~ and , !he 
prupeny be d,,mcd IO CLI)' ~ 

.=:.. 'F = - 1-1-1 ~ 
~ ! t : 

--
Whm dna-~ IO Dq,wunem or Cit) UK. IM above 11am ,.,II be~ 10 dtc 

(rc,qua1 mtm0 auadx,d) 

OAppro,cd 

0 Dllillppnl' cd 

Adminiwauoo <.:apwn 

f'ropat)' Rux"cd By 

OAppro,cd 

0 D1M1pp<ovtd 

l'urchawnt! Dtrtttur 

Once Evidence is transferred to Deportment or for City use, the computer should 
show o location of Deportment Use or Diverted, not on Officer who took it. 

6.11 .3 Diversion of Property and Evidence - Process 

Finding: According to the staff, the current practice is for the employee needing on item(s) 
to write on "Officer Report" and submit it thru the Chain of Command. Once approved 
the report is returned to the Property and Evidence Unit at which time the Supervisor 
contacts the requesting employee. The requesting employee then responds to the Property 
and Evidence Unit and signs for the item(s). The signed report is then filed according to the 
staff in the Unit. 
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Recommendations/Options: 
Ensure process is memorialized in policy. 

6.11.4 Diversion of Property and Evidence Policy - Firearms 

Definition: Diversion is the process by which a public agency may transfer ownership of 
unclaimed property in its possession for public use. Law enforcement agencies may 
generally divert property for public use when the rightful owner is either unidentified. or has 
failed to claim the item within a designated time frame. 

Definition: The exchange of firearms that have been diverted for public agency use to a 
licensed firearm dealer for cash or in-kind goods. 

Standard: The sale or trade of firearms by an agency should be memorialized in policy. or 
codified by local ordinance or state law. The sole of a firearm to an employee should be 
carefully documented and transparent. (!APE Standards 11.8: Firearms - Disposition & Sale 
or Trade - January 2019) 

Standard: Law enforcement agencies should develop written policy and procedures that 
enable the diversion of unclaimed property for public use. (IAPE Standards 14.5: Disposition 
- Diversion, January 2019) 

finding: 
1. According to the Property and Evidence Unit Supervisor, occasionally she gets a request 
from the Range Lieutenant for a firearm to be included in the range inventory for training. 
The process is the some as any other items to be diverted. 

2. There is no requirement for the process of diverting a firearm to be approved by any 
entity outside the Police Department. 

3. According to the staff, previous Supervisors didn't obtain the "Officer Report". but may 
have just checked the gun out. 

Recommendations/Option: 
1. Ensure process is memorialized in policy. 

2. A good practice is to add on additional /eve/ of approval from a party outside of 
the police agency, similar to the firearm and drug disposal process. The practice of 
having the Purchasing Director. Finance Director, or City Executive Officer is 
common. This removes any suggestion of improprieties within the agency. 

3. Evidence Control Systems. Inc. suggests that any firearms that were just checked 
out in the past, be followed up on and see if they can be accounted for. What the 
deportment doesn't want is for one of those guns to show up in a police 
incident/crime. Then the deportment will have to defend why it was out of the 
custody of the deportment. 

When firearms are diverted to the Deportment for Official Use. it is always 
recommended that they be Inventoried annually. 
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6.12.0 Auctions 

Definition: An auction is public sale where items are sold to the highest bidder. 

Reasoning: Most local codes require the selling of unclaimed and surplus property at public 
auction. Department policy should designate who is responsible for evaluating what 
property is to be auctioned, and what property should be destroyed. 

Standard: Law enforcement agencies should develop policies for auction sales of property 
that is consistent with state and local laws. (IAPE Standards 14.4: Disposition - Auctions -
January 2019) 

6.12.1 Auctions - Statutory Authority 

finding: Sec. 2.20.030. - Notice of intent to sell: requirements as lo sale, etc. are codified in 
the City of Wichita's Municipal Code. 

Recommendations/Options: 
No changes ore recommended. 

6.12.2 Auctions - Policy Assessment 

Standard: Law enforcement agencies should develop policies for auction sales of property 
that is consistent with state and local laws. (IAPE Standards 14.4: Disposition - Auctions -
January 2019) 

Finding: The Tec hnical Service Manual states: 

• Disposition of Property with Monetary Value; 64 

I . When notifi ed by the Section in charge of a case as to the disposition of property/ 
evidence, the Property and Evidence Unit will ensure that the property/evidence is 
purged by returning it to the owner, destroying the item, or retaining it for 
Department use55

. 

a) If the disposition paperwork is marked "return to owner", a letter is sent to the 
owner56 notifying them the property has been released and may now be returned. 
If the owner of the property/evidence does not respond within thirty (30) days, it is 
destroyed, auctioned, or retained for Departmental use. 

54 o Section Number for reference. 
55 Consider adding auction. 
56 Sent by the Property and Evidence Unit. 
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b) If the disposition paperwork is marked "destroy", the property/evidence is 
purged and destroyed. If the Property Clerk determines the property/evidence 
would sell at the property auction, it is then held for auction. 

c) If the property/evidence is to be used by the Police Department, or City 
Department, the entity to receive the property must first submit a report to the 
Investigations Deputy Chief.57 The report, with the Deputy Chiefs approval, is 
then filed by the Property Clerk.58 When that property is no longer needed by the 
City, it is to be returned to the Property and Evidence Unit and the report is to be 
pulled. The item(s) will then be sold at auction. 

Both the Technical Service Manual and Policy 708 only provides the department the 
authority to auction. There is nothing in either document on how the process works. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendations/Options: 
Evidence Control Systems, Inc. suggests that policy needs to provide written 
guidelines for the following topics: 

• Criteria for selecting items for auction 

• Required auction list and how generated 

• Process for purging data on computers, phones, etc. (PropertyRoom.Com 
will provide service 

• When to contact the auction company to pick up 

• Name and contac t information of the company 

• Designation of location in the Property and Evidence Unit to stage the items 

• Necessary documentation requirements 

6.12.3 Auctions - Practice 

Finding: 
l. The first step in the auction process is the staff members pulls items from the shelf utilizing 
the Purge Report. The items are all placed into shopping carts and returned to the 
processing area. It must be noted that when the items have been pulled the computer 
records has already been updated and documented as "DESTROYED". 

2. The step in the process is for the items to be opened and evaluated whether or not the 
item can be auctioned. If the item is determined to have "auction value" it is placed on a 
non-secure shelf in the processing area. At the same time the items are documented on 
the PropertyRoom.com Manifest by hand and labeled with a PropertyRoom.com barcode 
label. 

57 Current process may be commencing in the Property and Evidence Unit and not following policy. 
58 Policy doesn' t address how the item is transferred to requestor or how the records are documented in the 

Property and Evidence Unit 
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3. According to the staff, there is no set time for the items to be auctioned but they attempt 
to conduct this process every six weeks. 

4. The Supervisor states that when items have been approved for removal. the staff 
evaluates the item to determine if the item is to be destroyed or auctioned. Supervisor 
advises, "anything that can bring money, as long as it's not trash, and it can't be used 
clothing or shoes. Anything that can bring money/anything that you could sell at a garage 
sale". Thus, there is no structure to the process in determining value. 

Does Not Meet Recognized Professional Standards I Practices ...... Modification Necessary 

Recommendations !Options: 
1. The computer records are not factual as the items that go to auction ore not in 
fact destroyed. In is imperative that when items ore pulled from the shelf they ore 
never documented as destroyed or auctioned until the action actually tokes place. 
It could be said that the action in the computer is not factual. 

2. Items awaiting auction are susceptible to theft and should be better secured. 
Again, the record is showing the item was DESTROYED, which increases the 
opportunities for a theft. Ensure that oil items awaiting auction ore documented as 
"Pending Auction" and secured in on area with enhanced security. Secondly, the 
PropertyRoom.Com list must be generated from the computer (Pending Auction / 
and eliminate the handwritten list every month. 

Note: Property software should easily populate the vendors required list from within 
the program. Lastly, once the items ore transferred to the vendor, the computer 
should hove the ability to move all of the items in one botch or a global move from 
a Pending Auction location to a final location of AUCTIONED in the computer. When 
this is completed, the staff hove the ability to easily go to the computer in the future 
and search Auctioned and hove a list of everything auctioned during the time 
parameters requested. 

3. Policy needs to define when the process occurs such as, by a calendar dote or 
specified amount. 

4. Policy needs to address how the value is determined and what can be auctioned 
and what shouldn 't be auctioned. 
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6.13.0 Purging and Automation 

The sof1ware should provide standard and custom reports that allow the routine review of 
all items on a scheduled basis. Computerized evidence software must maintain the chain 
of custody to ensure system integrity. At a minimum. it is suggested that a selected system 
provide the following : 

• The capability for complete and accurate chain of custody records. 
• Cash management and accountability relative to property and evidence. 
• The ability to print barcodes for all items and storage locations. 
• Providing purge review data 
• Ability to generate basic reports. such as: 
• Firearms - Pending Destruction with complete descriptors. such as make. model. 

serial numbers. caliber, etc. 
• Drugs - Pending Destruction with complete descriptions of substance. weight. 

packaging type, etc. 
• Money - Pending Transfer with total calculated dollar amounts and by case. 
• Auction Items - Pending Transfer with complete description. make. model. serial 

number. etc. 
• Items Received (be1ween specified times). 
• Items Released/Disposed (between specified times) . 
• Tickler Files: 

o Items out to court. 
o Items out to Crime Lab 
o Items to other agency 
o Items out for investigation 

(/APE Standards 4.2: Documentation - Computerization - January 2019) 

6.13.1- Automation 

Finding: At the time of the E.C.S. visit, the existing computer system was in the process of 
being replaced with a new system. The Audit Team was not able to evaluate. The following 
information is provided as an overview of what the new system should do. 

Note: The staff was not clear on all of the capabilities of the new system which the unit 
needs to be fully involved in the implementation of the system. 

(Exhibit 6-R) on the following pages represents a primer for the Property and Evidence Unit 
on wha t the computer should do in the management of the various computer processes. 

It should be noted that this is a generic primer and. therefore. may contain some terms and 
titles that are not currently used by the Wichita Police Department and/or the Property and 
Evidence Unit. 

Chapter6 Wic hita Police Deportment Audit Report 
Evidence Control Systems. Inc. ©'2021 

Page 56 of 73 



EXHIBIT 6-R 

Evidence Management Software Features for Discussion 

The following outlines some of the features and fields that need to be considered be included 
in a well-designed or designed in an in-house system. lncluded are fields that provide tools 
to manage the inventory , not just track it! 

Case - Information - refers to all of the data that has been collected about the case, such as 
dates, case number, involved parties and crime types, etc. 

Case - Tracking Numbers - refers to a unique tracking numbers that links the item with 
the computer database. The tracking number can be any of the following: 

• Case Number with a linked item identifier 

• Control Number 

• Barcode Number 

• Item Number 

Ca e - Dates and Times -refers to associated times of submittal and movement. 

• Booking of Evidence* 

• Receipt of Evidence* 

*This info is generally time stamped when the entry is made. 

Employee Names and Serial Numbers in the Chain of Custody 

• Submitting Officer • Releasing Officer 

• Receiving Officer • Investigating Officer 

Case - Names - refers to names of persons who the evidence belongs to or taken from and 
their relationship with the case. A properly designed system allows the name to be entered 
with an option of Typing in a letter into a Relationship Box next to the name. The choices 
may include choices such as: 

• Owner 
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• Finder 
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• Suspect • Victim 

Ideally the Relationship Box can default to the person that property is most frequently 
released to such as a Victim. 

Names - Data Entry - when entering the name of an employee consider using a process 
known as "Auto-Fill". "Auto-fill '' is the method that provides a preloaded library (list of 
employees by name or serial number). When the person doing the data entry types in the 
letter "S" all of the employees whose name begins with "S" populate the drop-down list. As 
additional letters are added "SM" all of the "SM" (Smith , J ., Smith , R.) populate the drop
down menu. When the required name is visible the person doing the data entry simply clicks 
on the name that populates the field automatically. 

Address/Phone / Email - refer to the address and telephone number of a person that the 
property / evidence may be returned to, (notification letters can be generated from the 
computer and track the date of preparation and mailing). The data can possibly be exported 
from the RMS system. 

Type of Property - refer to a class of property or evidence that provides a tool for storing 
and managing property. That class may include: 

~ !Found Prope@ 

~ ~afekeepiniJ 

~ IEvidencq 

~ !Property for Destructio~ 

The system can be developed that when the submitting Officer or Property Officer enters 
the Type of Property the field is automatically populated when F, S, or E is typed, or the 
auto capability can be used. 

In most cases the Type may be evidence and the screen would default to •~·. If an item 
is Found Property or Safekeeping the Type of Crime may be skipped or they can be merged 
into one Field. 

Code Name of Crime - refers to the statutory name of the incident. Having the code / name 
of the crime provides a tool to both label evidence and link some type of review dates to the 
purging process. 
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The following list of Penal Code Sections comes from California and is for illustration only. 

!211 pq Robbery Weton~ 

@59PQ Burglary Wcton~ 

&87PQ Grand Theft Weton~ 

1148 Pd False Info ~ 

@42PQ Battery ~ 

~94PQ Vandalism ~ 

@ooovq Registration ~nfrag 

Crime codes are another field that can easily be automated with an auto fill function . The 
system can easily be designed in a manner that when the submitting officer or Property 
Officer enters the Crime Code - Field, the Crime Description - Field and Type of Crime -
Field is automatically populated as follows: 

Crime Code Crime Description Type 

594PC Vandalism Misdemeanor 

All of the various crimes that the Department encounters can be preloaded in a library of 
crime codes. When the officer types the 94 entry the database inserts the term 

andalis and · sdemeano . This data is tied to a pre-scheduled review date . For example, 
if the Department has agreed that misdemeanors are generally adjudicated after six months 
the next field can be populated with the shorter review date as shown below. 

Date In 

01/01/2021 

Chopler 6 

Crime Code Description Type 

594PC Vandalism Misd 
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The above information (Crime Code) is related to the ca e information and is generally 
entered on the first page of the database. Item Information refers to the various categories 
and types of property and evidence collected such as guns, money and narcotics. 

Item Categories Information - Fields should be provided in order to search the various 
records for specific information such as locating firearms, narcotics, etc. Some of the item 
categories that are generally included in a well-designed system are listed: 

• Alcohol 
• Ammunition 
• Audio / Video Tapes 
• Auto Accessories 
• Biological Evidence 
• Blood Samples 
• Bicycles 
• Camera Equipment 
• Cell Phones 
• Computer Hardware 
• Computer Software 
• Currency 
• Documents 
• Digital Media 
• Drugs 
• Electronics 

• Electronic Games 
• Furniture 
• Food I Perishables 
• Long Items 
• Vape Pens 
• PDA's 
• Paraphernalia 
• Stereo Equipment 
• Television / Video 
• Tools Hand 
• Tool Electric 
• Urine Samples 
• Weapons - Handguns 
• Weapons - Long guns 
• Weapons 
• Other 

The e are only a few of the categories that a Department may want to select. A wel I-designed 
system will allow the user to easily add or modify this field any time a new item starts 
corning into the Property Room, such as PDA's and flash cards. A significant advantage of 
including a category is providing the ability to Inventory different groups of the inventory, 
such as all long items, or sexual assault kits. Having this type of available data helps plan 
for future storage needs. 

The following table illustrates how the collection of category data can assist in monitoring 
the Inventory and possibly planning space for a new facility. (Note: The data in the 
following table IS NOT FROM YOUR DEPARTMENT, it is only an example.) 
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Monthly Activity Report - 2021 

category 
Beginning 

Received Purged 
Ending Change 

Inventory Inventory Inventory 
Alcohol 33 5 -2 36 -3 
Ammo 23 4 -2 25 -2 
Audio Tapes 124 6 -6 124 0 
Bicycles 45 8 -3 50 -5 
Blood Samples 23 8 -32 -1 24 
Cell Phones 21 5 -4 22 -1 
Clothing 58 3 -1 60 -2 
Computers 12 2 0 14 -2 
Currency (case) 32 7 -4 35 -3 
Documents 34 2 -7 29 5 
Drugs 343 15 -9 349 -6 
Gardening Equip 12 1 -2 11 1 
Firearms - Hand 67 2 -2 67 0 
Firearms - Long 21 3 -6 18 3 
Furniture 4 7 -9 2 2 
Jewelry 45 5 -5 45 0 
License Plates 21 2 -6 17 4 
Long Items 123 3 -4 122 1 
Needles 23 5 -5 23 0 
Sexual Assault Kit 43 4 -2 45 -2 

Tools- Hand 29 2 -1 30 -1 

Tools - Electric 33 0 -4 37 -4 

Month End 1169 99 -116 1160 9 

A number of syslems have been developed across the country that don' t collect category 
information in such a format that when transfer lists, destruction lists, and auction lists are 
prepared that the data is in a user-friendly format. lt must be recognized that different 
descriptors are required for different types of evidence. For example, guns have serial 
numbers, while drugs have weight and money has values. 

Item Information - Firearms 

The following uniform fields need to be considered for firearms so as to mirror any national 
or state databases when the firearms are queried 

• Category 

• Make 
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• Model 

• Type 

• Serial Number 

Fireanns List 
Case Control Item Category Make Model Cahl>er Type Serial 
Number Number Number Number 
17-2334 435676 I Handgun S&W Model 66 357 Pistol 54432 1445 

16-5678 423456 I Handgun Glock Mode l 40 40 Revolver 6556784 

I 5-4333 4 13776 I Handgun Colt 4 5 Revolver 87J8933 

15-4333 4 13212 3 Handgun Sig 45 Auto 83332W33 

If the firearm data is entered in a logically fonnatted method future firearm lists (For 
Destruction) can be easily printed and easily read. 

Item Information - Firearms for Destruction 

The following table has taken the same information and included - "destruction control 
number" (column I). As firearms are moved to a "firearms for destruction" location an 
additional control number is placed on the firearm that refers to the firearm's destruction 
number on the accompanying destruction list. 

Firearms Destractlon List 
Destruct Case Control Item Category Make Model Caliber Type Serial 
Number Number Number Number Number 
I 17-2334 435676 I Handgun S&W Model 66 357 Pistol 544321445 

2 18-5678 423456 I Handgun Glock Model40 40 Revolver 6556784 

3 16-4333 41 3776 2 Handgun Colt 45 Revolver 87J8933 

4 16-4333 4 13212 4 Handgun Sig 45 Auto 83332W33 

Item Information - Drugs 

The following fields should always be considered for any narcotics entries in order to 
facilitate future drug destruction and transfer lists. 

• Type of Drugs 

Types should include the various type of drugs encountered in the Property Room. This field 
should be comprised of a pull down or auto-fill fields that allow the type of drug to be 
selected: 

• Cocaine 
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• Rock Cocaine 

• Pills 

• Marijuana 

• Meth 

• PCP 

• Ecstasy 

Descriptors - The inclusion of weight and packaging types should always be when required 
by the Crime Lab or Prosecutor. The type of information is shown. 

• Net Weight 

• Gross Weight 

• Package Description 

Dn11r List 
C.ase Conirol Item Substance Net Weight Gross Weight Description 
Number Number Number 
17-2337 435664 17-2337 Cocaine .25gram 30 gram Baggie 

16-5679 423489 16-5679 Marijuana .33gram 35 gram Baggic 

15-4354 41 3701 15-4354 Meth . I Ogram 12 gram Baggie 

If the narcotic data is entered in a logically fonnatted method, future narcotic destruction 
lists can be easily printed and easily interpreted during any validation process. 

Dnuz Destruction List 
Destruct Case Conirol Item Substance Net Weight Gross Weight Description 
Number Number Number Number 
I 17-2337 435664 17-2337 Cocaine .25gram 30 gram Baggie 

2 16-5679 423489 16-5679 Marijuana .33gram 35 gram Baggie 

3 15-4354 41 3701 15-4354 Meth . I Ogram 12 gram Baggie 

Note: The Destruction Number refers to the item when it is placed in the destruction 
box/bin/area. The Destruction Number is a consecutive control number used during the 
destruction process and for auditing. Comparing the Destruction number against the 
destruction number of the package may simplify the process. Comparing consecutive 
numbers like I , 2, 3, may be easier than 17-2337, 16-5679, and 15-4354. 
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Item lnfonnation - Money 

Money needs to be counted, documented by denomination and calculated to provide 
accurate records and totals. A well-designed program allows either the submitting officer 
at time of booking, or Property Officer at time of receipt to enter the various denominations 
into the computer while it totals the amount within the package. 

When the package enters the Property Room and is secured in the vault, the computer is 
updated showing the new location totals. Within the new location the computer should 
calculate the currency from the move and add it into the vaults total. This process will give 
management a running total of all monies in the vault. 

Money Screen 

Cuc Number Control Number Item Number 

Denomination Quantity Total Denomination Quantity Total 

Sl.00 s SS.00 .OJ s .OS 

SS.00 s S25.00 .OS s .2S 

$10.00 3 S30.00 . 10 s .so 
$20.00 s S100.00 .25 4 St.00 

SS0.00 2 S100.00 .so 2 St.00 

$ 100.00 2 S200.00 1.00 0 0 

Total Bills $460.00 Total Coins S2.80 

Grand Total S-462.80 

The Grand Total later calculates into the total in the vault. At some time in the history of the 
currency it may be signed off for release to the Finance Department. At that time, the money 
is moved to a location in the computer known as READY FOR FINANCE. When it is 
determined that the currency is to be transferred a search of the computer is made looking 
for all currency in the READY FOR FINANCE field. The search would then generate a 
Cash Transmittal List as illustrated. 

Transfer Number 

I 

2 

3 

4 

s 

Total 
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Cash Transmittal List 
Case Number Tracking Item Number 

19- 1243 

19-4569 

19-4590 

17-0112 

I 7-2987 

I 1002 

I 1987 

12099 

13987 

14565 
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Amount 

$200.00 

SJ0.00 

$21.22 

S 11.29 
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Item Information - General Evidence 
The following fields need to be considered for destruction or transfer lists. This fie ld should 
be comprised of a pull down or pop-up menu that allows the type of evidence to be selected. 
Drop down or pop-up menus ensure data consistency. 

• Category 

• Brands / Make 

• Model 

• Serial Number 

• Description 

Cub Tnnsmlttal Ust 
Case# Cunrol # Category Brand Model Serial # Description 

19-2345 384443 Camera Canon AEI 283774 35 mm cam 

19-9878 379933 Clothing Sears Shirt S Plaid Shirt 

19-9800 379989 Television Sony R33 35 3343398 Color TV 

18-9921 370012 Watch Unk Unk None Brown Purse 

Investigator Review / Purging Reports 

A properly designed evidence tracking and management system should allow every item in 
the database to be reviewed for purging on a predetermined date or a date related to the 
Statute of Limitations or anniversary. 

The ideal system allows an item to be entered into the computer on a certain date and in a 

prescribed time a notice to review the item is sent to the responsible officer and they can 
respond if the item is sti ll needed for prosecution. 

The most successful purging systems generally generate notices to the investigating officer 

on a monthly basis. After the notices are received, the investigating officer must respond 
within a pre-established time. 

Note: The computer should be programmed to track the notices that have been 
disseminated to the investigating officer & alert manager/supervisor if the item is not 
responded to. 
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The prior Exhibit 6-J on page 16 illustrates a purge review or property disposition form that 

the computer should be able to produce. When the investigating officer receives a form 

(computer-generated) he or she can determine who the suspect was, a type of crime, and a 
description of the evidence. 

Once the form is evaluated the investigating officer can choose to retain all, release all, or 

make individual decisions about each different item. It is not unusual for an investigating 

officer to release an item to the victim, have several items destroyed and possibly retain 

something. This form allows all of those choices to be done on the same form and be 

returned to the property room. 

Property Officer Tickler Files 

Any time property/evidence is transferred out of the Property Room the destination needs 
to be monitored in a tickler file (location). The following locations need to be included 
within a well-designed property database for daily or weekly searches to ensure items are 
being returned in a timely manner: 

• Out to Court 

• Out to Crime Lab 

• Out to Prosecutor 

• Out to Investigator 

• Out to Other Agency 

Monthly Statistical Reports 

A well-managed Property Room needs to be able to generate monthly and yearly reports 
that allow managers and administrators the ability to monitor workload and category trends 
for long term storage concerns. The following reports need to be considered when 
developing a computer system that tracks and manages the inventory. 

Case Data 
• Number of cases in the Property 

• Number of items within the Inventory 

Items (General Evidence) 
• Number of items entering the Property Room ( date range) 

• Number of items exiting the Property Room (date range) 

• Difference from beginning of year and end of year 
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• Percent of decrease or increase 

• Total Number of items in the inventory 

Firearms 

• Number of firearms entering the Property Room (date range) 

• Number of firearms exiting the Property Room (date range) 

• Difference from beginning of year and end of year 

• Percent of decrease or increase 

Drugs 
• Number of drugs packages entering the Property Room (date range) 

• Amount of drugs packages exiting the Property Room (date range) 

• Difference from beginning of year and end of year 

• Percent of decrease or increase 

Money 
• Amount of currency entering the Property Room (date range) 

• Amount of currency exiting the Property Room (date range) 

• Difference from beginning of year and end of year 

• Percent of decrease or increase 

Example Reports 

A well-designed program can easily provide statistical data that can evaluate the various 
categories, such as firearms, drugs, cash, bicycles or any other selected category over any 
period of time. ote - Property Unit data needs to be evaluated and compared over multiple 
years to provide adequate data for comparisons. The following table would show 
administrators that there are some significant purging issues occurring, which probably 
translates to staffing levels. 
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(Note: The data in the below table IS NOT FROM YOUR DEPARTMENT, it is only an 
example.) 

Inventory Total 2010- 2019 
Items 2010 2011 2012 2013 2014 201!! 2016 2017 2018 2019 Total 
Recieiwd 12,321 13,456 13.716 14,324 16.719 16,999 11,765 19,009 20.001 21,235 166,685 
- . IL'nll 6.."JaU ~Il llOI 5.x:n ~ 5.JU A-9}0 4.676 .u9I U.£JJ 

5.743 ILM7 72 .... 1.416 IG.957 11.3113 13.6.13 JUl!N 15 .ll'.I 16..637 110.1174 

Start Im, 12,321 13,456 13 786 14,324 16 789 16,999 18 765 19.009 20,001 21 235 
l::nd lnv. 18,064 20.123 21.040 22.740 27.746 28,342 32,398 33,108 35.326 37,872 

Chan11e S,743 6 667 7 254 8,416 10 957 11 ,343 13 633 14 099 IS 325 16 637 110,074 

Dru~ Total 2010- 2019 
Items 2010 2011 2012 2013 2014 201!! 2016 2017 2018 2019 Total 
Received 1.22] I 346 I 386 I 434 1,679 I 899 I 765 1,909 2 001 2 125 16 765 
Remo\'ed 678 689 632 598 583 556 532 410 476 498 5 652 
Difference 543 657 754 836 I 096 I 343 I 233 I 499 I 525 1 627 11,113 

Start lm 1.22] 1,346 l 386 l 434 1 679 1 899 I 765 1,909 2 001 2 125 
l::nd Inv 1,764 2,003 2,140 2.270 2,775 3.242 2,998 3,408 3,526 3,752 
Chanue 543 657 754 836 1 096 l 343 I 233 1,499 1 525 1,627 II 113 

Firearms Total 2010- 2019 
Items 2010 2011 2012 2013 2014 2015 2016 2017 201 8 2019 Total 
lleceiwd 321 4~ '7M au 11M QUI 71'l_'\ ~ D7 vzt 7,675 . 221 216 D1 :ml 2CM 310 320 2m ~ 2U 2 798 
Ditfenme 100 220 499 553 571 591 445 629 632 637 4877 

Start Inv 321 456 786 854 865 901 765 909 897 921 
1:-.nd In\'. 421 676 I 285 I 407 1,436 1,492 I 210 1 538 I 529 I 558 
Chanee 100 220 499 553 571 591 445 629 632 637 4,877 

Bar Coding 

Property and Evidence management is much more than tracking the locations of physical 
items. It includes detailed chain-of-custody information, disposition management, and data 
for purposes of reporting on the contents of your evidence rooms. 

Quite often a law enforcement agency decides that a barcode system is what is needed in 
the Property Room to make their system more efficient. However, the term "barcode" isn' t 
the important factor in a Property Room evidence system. The relational database is what 
manages the information while the barcode is simply a method of entering the data. Without 
the proper database (Property Management System) the barcode is oflittle use. 

The two most important reasons a Department should consider the barcodc scanning device 
is accuracy in data entry and the ability to conduct inventories. 
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Accuracy 

When the Property Officer conducts the data entry a variety of libraries can be built and 
printed out for the u e during submittal. Some of the libraries that can be considered are: 

• Employee Names 

• Employee Serial Numbers 

• Crime Codes (Robbery, Burglary, Theft, etc.) 

• Storage Locations (Gun Room, Bin A-1 , Box 32, Bike Rack, etc. 

• Temporary Locations (Court, Lab, Prosecutor, etc.) 

• Interim Locations (Guns Ready for Destruction, Narcotics Ready Destruction, 
Ready for Auction, etc.) 

• Final Locations (RTO - Returned to Owners, Destroyed, Auctioned) 

• Control Number 

• Status (Evidence, Found, Safekeeping, etc.) 

• Item - Category (Firearms, Narcotics, Currency, Electronics, etc.) 

Most all of the topics listed above can easily be completed with check off boxes or auto fil l. 

Each one of the listed items can easily have a barcode that represents the name and location. 
When the data entry person is entering the item, the entry can be accomplished by using the 
keyboard or the scanner. When the scanner is used, the cursor is placed in the corresponding 
field and the barcode scanner is then drawn across the pre-printed library of employee 
names. 

When using the barcode scanner and an item or control number, the control number can be 
scanned as well as the container/bin/shelf. After the item and location is scanned the 
computer marries the two together. If the item and location have been properly scanned 
there is a 100 percent chance the item can be located. 

Barcode Design 

Newer generations of barcode systems allow the user to 
establish what information is required on the label that best 
meets the needs of the property room. Generally speaking 
having the case number, tracking number, description (make, 
model , serial) type of incident (robbery, burglary , found 
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property) , date submitted, felony or misdemeanors are the type of information that may be 
needed. Technology now allows us to design and print our own barcodes with the 
information needed to manage the inventory. 

Inventories / Barcode Assignments 

Any time a barcode computer system is implemented, it is essential that both management 
and the vendor understand that the individual item needs to be bar-coded as opposed to 
multiple item in one container (envelope). 

Inventories cannot be adequately conducted if only the container with multiple items on 
only one barcode is affixed. If one of ten items in the package goes to court the usefulness 
of the barcode technology is lost as the package with the barcode may still be in the Property 
Room. If an Inventory was to be conducted the package may be missing items but the 
barcode reflects the package intact and in the inventory. Secondly, when packages only are 
bar-coded any empirical data is lost for statistical purposes when the package contains 
multiple items. 

During a recent audit by this Evidence Control Systems, Inc., a Department had seized 
twenty-one new bicycles in their shipping boxes. The computer record showed one barcode 
was issued and the record was documented as " twenty-one bicycles". The bicycles were 
originally moved from a temporary storage area to a long-term storage area and later 
released to the owner. There was a total of 63 actions when these bikes were stored, moved, 
and released. The computer only depicted one item moved twice. This type of data collection 
only hinders any type of accurate data collection, accountability and skews any study for 
additional personnel. 

Inventories 

One of the most beneficial elements of a bar coding system is the ability to conduct regular 
inventories. The ideal system should be programmed to provide Exception Reports or 
Discrepancy Reports. For example, the scanner is taken to a particular box, bin, drawer, 
room and all of the items are scanned. After the data in that area is retrieved from the 
scanner, it is downloaded to the computer database (can be done wirelessly in newer 
programs). After the data is downloaded the exception reports are printed. The system 
should generate two reports: 

• Everything in the bin/box/drawers that is not there and should be there 

• Everything in the bin/box/drawer that is there and shouldn't be there 

Training and Support 

It is not uncommon for the property officer to be trained by the vendor of the software, in 
person or on-line when a new system is purchased. Most property rooms across the county 
are staffed with one or fewer (part time) employees and we frequently rotate personnel 
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throughout the function. This is where the training component becomes so important. If 
there is a change of personnel and the newly assigned property officer is fortunate enough 
to work with the property officer leaving they may get a li ttle one-on-one training with the 
exiting property officer. In this scenario, it is suspected that all of the knowledge of the first 
property officer and the training from the vendor is only partially transferred. Thus, the new 
property officer only has a fragment of infonnation that the first property officer had. 
Eighteen months later there is another transfer and the next generation receives even less 
training. Within five years it is not unusual for only I 0% - 15% of the features being used. 
Secondly, any time the property officer has a question there is generally no one in the 
Department that bas knowledge of the capabilities of the system. 

The second option is when the new property officer takes over after the previous property 
officer quits, was transferred, retires, etc. and the new property officer gets no training. It 
is absolutely mandatory that an investment be made in continuing software support that 
ensures the most current software is always available and that training is provided to all new 
employees. Many of the more robust stand-alone systems provide continuous on-line 
training for on-going training and support. 

Chapter 6 Wichita Police Department Audit Report 
Evidence Control Systems. Inc. ©202 1 

Page 71 of 73 



Note: The below Administrative Kill Memo from Callfomla Is to Illustrate a method of 
ed evidence. 

EXHIBIT 6-S 
(Administrative Kill) 

OFFICE OF THE CHIEF OF POLICE 
Any City POLICE DEPARTMENT 

CHIEF'S MEMORANDUM 

TO: Property and Evidence Unit 
SUBJECT: Disposal of property and evidence 
DATE:8 Jul 08, 2021 

In order to deal with the critical overstock of property and evidence in the Property and 
Evidence Unit, and after consulting with the XX:XXX County District Attorney's Office, 
all evidence and property associated with any case that it is not the subject of a court order 
or a request to retain/preserve evidence, and fits one of the two below criteria may be 
disposed of per the provisions of Departmental policy: 

I. Any case that is not charged or being actively investigated and meets one of the 
below criteria: 

a. Misdemeanor/infraction case one year old or older whose statute of 
limitations is one year as defined by California Penal Code section 802, 
except for firearm related cases. 

b. Felony property crime two years or older whose statute of limitations is 
three years as defined by California Penal Code Section 80 I. 

c. Felony property crime two years or older whose statute of limitations is 
four years as defined by California Penal Code Section 801. 

d. Health and Safety Code case two years or older whose statute of limitation 
is three years as defined by California Penal Code Section 800. 

e. Health and Safety Code case two years or older whose statute of limitation 
is six years as defined by California Penal Code Section 800. 

OR 

2. Any case that has been adjudicated that is not a sex crime, firearm related case, 
kidnapping (207-209 PC), first degree burglary (459 PC), robbery (211 PC), 
assault with a deadly weapon (245 PC), shooting at a dwelling or vehicle (246 PC), 
or attempted murder or murder ( 664/ 187 PC or I 87 PC) and meets one of the 
below criteria: 

Chapter 6 

a. Misdemeanor/infraction case whose statute of limitation is one year as 
defined by California Penal Code section 802. 
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b. Felony case whose statute of limitations is three years as defined by 
California Penal Code Section 801. 

c. Felony case whose statute of limitations is four years as defined by 
California Penal Code Section 801. 

d. Health and Safety Code whose statute of limitation is six years as defined 
by California Penal Code Section 800. 

The Property and Evidence Unit Supervisor shall ensure that all items to be destroyed meet 
the above criteria prior to destruction. The Property and Evidence Unit Supervisor shall not 
interpret this order to mean that all items that fit these criteria must be destroyed and shall 
use their discretion when determining what items should be destroyed. 

Reviewed by ___________ By order of ___ _ _ ____ _ 
Assistant District Attorney ___ _ ________________ _ 
Chief of Police ------- - -----------------
County District Attorney's Office 
Police Department _ ______________________ _ 
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WICHITA 

POLICE DEPARTMENT 

PROPERTY AND EVIDENCE 
UNIT 

CASE AUDIT 

Conducted by 

EVIDENCE CONTROL SYSTEMS, INC. 



The following twenty-seven Audit Items critique randomly selected cases, items and processes, 
comparing them against recognized property and evidence room standards and best practices. 

This portion of the Wichita Police Department's Property and Evidence Unit Audit report is to provide 
the administrators and managers of the Department with a methodology and guide to conducting 
an in-depth examination of the handling of individual pieces of property and evidence from intake 
to disposition. Some of the items covered in this section of the report pertain to articles that may 
have been released, destroyed, auctioned and/or diverted to Departmental use. Other items are 
for cases that are still active and/or pending prosecution. 

Audit Items are not just looking for items to see if they are in the inventory, but if they have been 
properly handled from the minute the Property and Evidence Unit took possession of the item(s) 
until they were removed from the system. 

It must be noted that of the twenty-seven audit items, there appeared to be a very high level of 
errors and little quality control. 
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case Number Date Booked ECS Audit Item # 

Various Various 1 

Incident Title......,, .... Felony/Misdemeanor/Other Type (Firearms, drup, money) 

Various Various Drugs 

Bar Code Item Descrtptlon Location Accounted 
Number Found For 

Property 

IOI 

Various N/A 

finding/Issues 1-1 
A review of the October 2020 Drug Destruction List observed the follow issues: 

1. Cover sheet (memo) is signed by the Property and Evidence Unit staff member, Controller 
and - - - I employee. Only one of the signatures has a city ID number. The 
signature on the memos are difficult to read for any questions in the future. Five years from 
now it is conceivable that no one would recognize the signature. 

2. No page numbers on Drug Destruction list. 
3. On the first page of the Drug Destruction List is the Supervisor's initial and city ID number, 

while the second person has used a signature and no city ID number. 
4. On the second page of the Drug Destruction List the Supervisor didn't initial the list while 

the Controller signed and dated the document. Additionally, the date prompt on the 
page was not completed or consistent with the previous page. 

5. There are no descriptions on page 2 and 3 (actual list) someone could easily substitute 
items. 

6. The Drug Destruction List only provides Case Numbers and a pre-generated destruction 
number that is preprinted on the form (See Exbibit). All of the case information on the form 
was handwritten and listed by a staff member from the pulled package, not generated 
by computer. Thus, the documenting employee could easily not include an item on the 
Drug Destruction list, retain it for personal use and no one would know it is missing. (See 
Chapter 6, Section 6.9.5 for additional) . It is surprising to the Audit Team that the Controller 
doesn't object to the list not being generated from the computer and only case numbers 
are being compared. 

Recommendations/Options 1-1 
1. Consider requiring a place for the signatories to print name and provide a city ID 

Number. 
2. Preferred accounting practices would suggest each page is numbered to reduce the 

likelihood of tampering. (Page 1 of 3, Page 2 of 3, Page 3 or 3). 
3. If the pages hod proper headers and footers, page numbers and signature prompts, 

the Cover Memo may suffice. 
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4. If the pages had proper headers and footers. page numbers and signature prompts, 
the Cover Memo would suffice. For official government document the information 
needs to be consistent. 

5. When validating the list during the destruction process there must be a better 
description on the list. (Weight, descriptions, packaging, etc.) 

6. Any Destruction Ust needs to be generated from the computer not just from a 
package. 

Note: There appears to be little time spent on detail or accuracy. 

EXHIBIT A 

0 I 1 • 0 f 

IIICHITI 
Polle• Department 

INIERQFFJCE MEMORANDUM 
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H\0\1 Do.••• Wollcul~ Property and C•odcnc• Scctoon Super••-

The Wicll1U1 Polk< Dq,onmtnl and ctt!Jt~ Conlnllltt d<liY<ml lo th< Wichita Anunal Shck<r II )30) "' 
H1lblclc on lhls due a IOUII or __ po,.w,d• or conttaband drup 1o b< c1 .. uo)'od 

The cont•nl• or 1his ddivuy consis!Cd of 

Meri,111111 
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MNhamph<ll11nina/Amphelamine1 

Hc,oin 

Mulhrooml 

Ocher N.-cococs (CGdine, Demerol, EiC ) 

Olhff Dnip (PrHcripeionlMiK Dn,p) 

uni.no .. n Dnia ryp, 

f l - ~o. t5' 
1 - ii. 'IS' 
~-t)l ,U 
4 - ;)./ , 7 
5 - H, .ss-
0 - 55 '-I 
7 - .lO . ~ 
'b - ~)., 't 
q. :r, , 

An • , pl,yslQII) placed all poc"-ao iDto II>< incincntor. Th< 
Propff1y and Ev16cnce Supervi,or, CII)' Controller and 1 he Wicluta Pohce 
l>tpenm<nt' 1 EOO orrocas wuc pttKIII 10 writ), 1""I all pacbacs....,.. dall'O)ed. 

Wlthilo Police Depanmon1 Sur,ervi~) U. Wt:t!./,1;;, 

Ckyof Wlc:hilaConttol~,~r 

www.wkhit1pohce.com 
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MONTH~ YEAR:~ DRUGS TO IE DESTROYED 
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MONTH: __ YEAR:_ DRUGS TO BE DESTROYED 

229 
230 
231 
232 
233 
234 
235 
236 
237 
238 
239 
240 
241 
242 
243 
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Case Number Date Booked ECS Audit Item # 

Various Various 2 

Incident Title ......,, 111o11t Felony/Misdemeanor/Other Type (Firearms, drup, money) 

Various Various Various 

Bar Code Item Description Location Accounted 
Number Found For 

Property 

IOI 

Various 

Finding/Issues 2-1 
This Audit Item was generated from a computer search of Money, "checked out" (suggesting it 
was removed and not returned) . The Audit Team attempted to determine if its status could be 
ascertained as many of the entries are checked out to an individual with no apparent follow-up 
to where the money is today. The listed items are selected due to the large dollar amounts or the 
description was not clear. 

The original inquiry of the below items did not provide information related to the final disposition. 
Further research by the Property and Evidence Unit Supervisor revealed that line (d) was turned 
over to the DEA by the Detective on 7/24/2017. After the Supervisor's inquiry to the detective the 
documentation rela ted to the release was provided to the Property and Evidence Unit. As a result 
of the audit inquiry it was determined that historically there has not been any requirement to follow 
up on items checked out by Officers or Detectives. 

a. Case # 00C 122620 $996.00 To Court on 08-08-02 (Via C 1031) 
Issue: Did the item get court? According to staff there is no documentation in the 
records that the c ase was actually receive by the court. 

b. Case # 05C061063 $690.00 To District Court on 07-11-06 (no name) 
Issue: According to staff there is no documentation in the records that the case was 
actually receive by the court. 
Case#I0C021301 $300.58 ToCourton07-0l -11 (ViaC 1424) 
Issue: According to staff there is no documentation in the records that the case was 
actually receive by the court.? 

c . Case # 13C032522 $$480.00 To Detective C2334 on 08-18-2020 Further inquiry 
shows money was given to DOJ 7/ 24/1 7. 

The issue that arises on 3 of the 4 cases is. could the officer have signed out the money and 
retained it for personal use.? 
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Recommendations/Options 2- J 
Any time evidence is transferred to another entity there needs to be a better paper trail 
with signatures, something that protects both the signing out employee (officer) and 
department against any allegation of theft or impropriety. 

E.C.S. recommends that a policy be developed which ensures that any evidence signed 
out of the Property and Evidence Unit be followed up on by the Property and Evidence 
Unit in a prescribed time frame. Note: As a preferred business practice the follow up is 
encouraged the following day especially with Guns, Money and Drugs . 
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case Number Date Booked ECS Audit Item # 

Various Various 3 

Incident Tltle Felony/Misdemeanor/Other Type (Rre1rms, drup, money) 

Various Various Various 

Bar Code Item Description Location Accounted 
Number Found For 

Property Various 
IDI 

NIA NIA Currency NIA NIA 

Finding/Issues 3-1 
Audit Item 3 is a compilation of 54 cases. unknown number of items that was generated from the 
computer that are defined as UTL (unable to locate) or missing file. In other words, these dozens 
of items cannot be accounted tori Of notable interest is how many of the items on the list are 
related to homicide and/or sexual assault cases. Page 38 at end of report Exbibit B provides the 
list for review. 

Finding/Issues 3-2 
There is no process or policy in place on what the Property and Evidence Unit is required to do 
when an item of evidence is found to be missing. There are several references in the Audit Report 
that if different staff members were to determine if something is missing from the inventory, they 
could all handle it differently. 

Finding/Issues 3-3 
Another by-product of barcodes representing cases not representing items is reviewing the UTL 
list, as it is not clear if all the items are missing or a unit within the package. 

Recommendations/Options 3-1 
Due to the fact that evidence from Homicide Cases and Sexual Assault coses ore 
unaccounted for, it imperative that items such as these be reported immediately. The 
developed policy needs to address what steps need to be token. It should be noted 
there was nothing provided showing there hos been any effort to locate these items. It is 
imperative that these missing items be followed up on. 

Recommendations/Options 3-2 
It is essential that a written policy be developed to provide direction to Property and 
Evidence Unit staff to follow when items ore found to be missing from the inventory. 

Recommendations/Options 3-3 
As previously discussed it is important that barcodes reflect items and not packages with 
multiple items. 
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case Number Date Booked ECS Audit Item # 

11C26589 2011 4 

Incident Title .......,.,.. Felony/Misdemeanor/Other Type (Firearms, drup, money, 
general) 

Possession of Alcohol Misdemeanor Alcohol 

Bar Code Item Description Location Accounted 
Number 

Property 
Found For 

ID# 

11296906 Sample bottle with alcohol sample A737 Yes 

11296961 Bud light bottle 

Finding/Issues 4-1 
This item was identified during the initial walk through of the Property and Evidence Unit Facility. 
What captured the interest of the auditors was the fact that it was an alcohol sample from 2011. 

Further review of this misdemeanor evidence that is now 10 years old revealed that the case had 
been reviewed in 2015 and 2017 and held by the Detective. The records didn't reflect any 
indication as to why the Detective needed to continue to retain this evidence. It is hard to 
comprehend why such a low-grade criminal offense has continued to be retained in the inventory 
for over a decade. 

This example has been used to illustrate the importance of having a robust purging policy that 
requires at least an annual review of the case by the Detective. In addition, if evidence is retained 
the reason for the continued retention must be documented in the record. 

It should be noted that it is a common practice in many cases that Detectives continue to retain 
the evidence as it is easier than researching the case information. 

Recommendations/Options 4-1 
E. C.S. recommends that the current five-year review such as this be restructured to an 
annual review and any continued retention shall be approved by the Detective's 
immediate supervisor. 
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case Number Date Booked ECS Audit Item # 

Various Various 5 

Incident Title ..-.. .... Felony/Misdemeanor/Other (Firearms, drup, money) 

Various Various Money 

Bar Code Item Description Location Accow1ted 
Number Found For 

Property 

101 

Various Various U.S. Currency (see narrative) SB29 Yes 

Findings/ Issues 5-1 
This was a random inventory of a specific bin location in the money vault. Within the examined 
bin there were approximately 75 packages of currency. While inventorying the packages to the 
property search report, it took the staff twelve minutes to reconcile the list against the actual items. 
Additionally, many of the packages were filed out of sequence and were corrected during the 
audit. 

After the initial inventory the auditors demonstrated to the Property and Evidence Unit staff how 
an inventory would be conducted with the use of a barcode scanner. As a result of the 
demonstration the inventory was conducted in less than two minutes. 

The search also revealed that one case 18C42625 a package containing $148.85 was stored in 
storage location SB29 however. the computer record did not indicate a storage location. An 
inventory with a scanner and proper software would have identified this earlier. 

Findings/Issues 5-2 
It was also noted by the auditors that there was no consistency of money descriptions on the 
packages. Additionally, the denominations of the bills and totals are on the plastic money pouch 
that is sealed within the manila envelope and not visible to the Property and Evidence Unit staff. 
At some point in the past it was determined that the department wanted money counted by 
denominations which resulted in these money pouches being purchased. However, they are of 
no value currently as they are placed into the manila envelope. Much of the information is 
replicated on the manila envelope. 

Recommendations/Options 5- 1 
With the installation of the Niche software E.C.S. is hopeful that the new software provides 
the Property and Evidence Unit with on inventory system that will provide exception reports 
during the scanning process. An exception report will list everything that is missing after 
scanning the bin and everything that is misfiled. 
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Recommendotions!Options 5-2 
E.C.S. recommends that the Department utilize a 6" x 9" manila envelope (preferably a 
unique color) with prompts calling for denominations and totals as illustrated to the right. 

Note: Also, provide an area on the package to define 
where the barcode is to be placed. 

--
._ -·-· ·--· ... , ..... . .... . . ....... ..... 
-· ,-:o,tAA......,. • 

................... ------ .. .. .__. , ...... - - .. 
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case Number Date Booked ECS Audit Item # 

18-33912 2018 6 

Incident Title....,.-. Felony/Mlsdemunor/Other Type (Firearms, drup, money) 

Currency 

Bir Code Item Description l.oc:ltlon Accounted 
Number 

Property 
Found For 

IOI 

NIA U.S. Currency $7,085.00 SB29 Yes 

Findings/Issues 6-1 
This particular item was selected for further review from the specific bin due to the large sum of 
currency. The research of the case determined that it is a Federal asset forfeiture case. It is 
possible that this package of money can remain in storage up to five years without a review. 

Recommendations/Options 6- 1 
E.C.S. recommends reviewing large seizures of currency more frequently in order to 
remove the chance of the currency becoming o forget of theft. 

See Chapter 6, Section 6. 10.2 regarding the immediate deposit of money into the bank. 
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case Number Date Booked ECS Audit Item # 

Various Various 7 

Incident Tltle ......,,.,. Felony/Misdemeanor/Other Type (Firearms, drup, money) 

Various Various Currency 

Bar Code Item Description Location Accounted 
Number Found For 

Property 

IOI 

3008515 U.S. Currency SB27 NIA 

3010138 SB28 

Findings/Issues 7 -1 
This audit item is similar to Audit Item 5 where an additional 70 packages of currency were 
inventoried manually against the property search report. As a result of the inventory, three of the 
packages had discrepancies: 

17C77256 was located in storage location S827. This package was not currency but was 
two broken drill bits. Further research determined that this package was misfiled and 
should have been stored in the general inventory. 

17C7 4973 indicated on the manila envelope that the package contained $125.00 under 
the package contents. Additionally, the Officer documented the denominations of the 
bills with a total of $120.00. This was an obvious error on behalf of the Officer that was not 
identified when the packaged was received in the Property and Evidence Unit. 

17C78917 was missing from storage location S828 and further research discovered that the 
currency had in fact been proper1y released to the owner by the Detective and not 
documented in the computer. 

Findings/Issues 7-2 
A review of the release paper work for Audit Item noted a potential issue that should be discussed. 
The handwriting of the suggested owner is less than beneficial for validation as the name is most 
difficult to read. When the staff was asked what type of positive id was presented. it was noted 
that the ID was validated by a mug shot as noted. 

Question: Could someone in the unit take money that was adjudicated such as in this case, 
scribble a signature. document the mug shot was used for ID? If the answer is yes, the mug may 
not be the best ID as currently used. The discussion may apply for larger amount of money. 
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Recommendations/Options 7- 1 
E.C.S. recommends that if annual inventories and/or inspections were being conducted 
these discrepancies may hove been discovered much sooner. 

Recommendations/Options 7-2 
E.C.S. suggests that when larger amounts of money are released, that some type of ID be 
obtained and scanned for the final record. 
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Case Number Date Booked ECS Audit Item # 

NIA NIA 8 

Incident Title ....,_.,... Felony/Misdemeanor/Other Type (Rrearms, drup, money? 

NIA NIA Money 

Bar Code Item Description l.oc:atlon Accounted 
Number Found For 

Property 

IOI 

IA Money Vault NIA NIA 

Findings/Issues 8-1 
During the review of the currency in the previous audit item, it was noted by the auditors that 
currency from homicides was being commingled with general currency evidence in the vault. By 
storing homicide evidence with general currency evidence, it could easily be prematurely purged 
from the vault. The word "HOMI" was written on the envelope, however, it was faded and could 
be overlooked. 

Recommendations/Options 8-1 
E.C.S. recommends that homicide currency be stored in a unique bin designated for 
homicide currency. As an additional precaution always consider placing some type of 
more prominently colored label on the package identifying it as homicide evidence. 
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case Number Date Booked ECS Audit Item # 

NIA NIA 9 

Incident Tltle ......., .... Felony/Misdemeanor/Other Type (Rre1rms, drup, money) 

NIA NIA NIA 

Bir Code Item Description Location Accounted 
Number Found For 

Property 

IOI 

NIA NIA Currency Packaging Money 

Vault 

Findings/Issues 9-1 
It was noted during the audit of the money vault that Officers use d ifferent sized envelopes and 
various sized paper bogs for the storage of money. It was a greed by the Property and Evidence 
Unit staff that the vast majority o f the currency con be stored in one common sized (6 x 9) manila 
envelope. 

Recommendations/Options 9- 1 
E.C.S. recommends as previous discussed that it is extremely important that the 
department establish packaging protocols for the packaging of currency. Having a set 
standard allows the currency to be stored, retrieved, inventoried efficiently and recapture 
more space when utilizing one common sized (6 x 9) 
manila envelope as shown. 

Note: The practice of using bins/troys as shown is 
practiced in parts of the warehouse. However, in 
those areas not afforded this type of storage, the 
system is dysfunctional. If bags must be used, store in 
box bins as shown. 
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case Number Date Booked ECS Audit Item # 

18C75545 11/19/18 10 

Incident Title_._ ... Felony/Misdemeanor/Other Type (Rrearms, drup, money, 

1eneral) 

1621 Drugs 

Bar Code Item Descrtption Location Accounted 
Number Found For 

PropertylO 

• 
113146615 Glass jar containing (2) clear tied A301 Yes 

bags of Marijuana and numerous 

empty sandwich bags. 

113165588 
Black Nike backpack containing a 8426 

toothbrush, toothpaste, deodorant, 

spangles button and Band-Aids. 

IPhone with back case and a pack 

of Newport cigarettes. 

113147457 
Numerous empty baggies. 

D84 

Findings/Issues 10· 1 
During the audit of the above items on storage location D84, the Property and Evidence Unit staff 
had to search through numerous packages on this location in order to retrieve the evidence 
packages. This search of the evidence packages took several minutes to locate. The retrieval 
could have been done in substantially less time with proper storage techniques as discussed in 
Chapter 4. 

Findings/Issues 10-2 
For the evidence stored on storage loc ation A301 , the Property and Evidenc e Unit staff had to 
walk to the end of the upstairs warehouse. The longitud inal layout of the warehouse is slowing all 
retrievals exponentially. 
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Findings/Issues 10-3 
Wh~e searching for this item on storage location D84 the 
staff member was required to physically examine fil 
paper bogs looking for the case number. Due to the 
poor lighting in the aisle, another employee hod to assist 
with o portable light so that the search could be 
conducted. Most of the examined bogs were small in 
nature and could hove been stored in envelopes and 
more efficiently filed. Small paper bogs are not 
conducive for filing. It was noted during the search and 
the actual retrieval of nearly three minutes, where if 
proper storage protocols were in place it should 've token 
a few seconds. 

Findings/issues 10-4 
In this particular search it was noted there was o tremendous amount of vertical space between 
shelves as shown in the photograph to the right that could be modified to double the capacity. 
During the initial tour of the facility it was noted that there is on inordinate number of drugs being 
stored outside of the drug vault due too space issue in the Drug Vault as seen in the some photo. 

Recommendations/Options 10- 1 
E.C.S. recommends utilizing drawers/bins and 
packages more efficiently, which can, in some 
cases recapture a significant amount of space. 
Define several specific sizes of packaging 
material {envelopes} and configure the 
boxes/bins/trays and shelving around the 
packaging and file in Case or Tracking Number 
order as shown. 

Recommendations/ Options 10-2 
Shelf locations on the second floor like storage 
location A301 should be relocated closer to the 
elevator so the staff may retrieve items that will likely be stored short term more easily 
without having to walk to the end of the warehouse. Packages likely to be stored long 
term like Homicide cases can be stored in the back of the warehouse as retrieval of these 
packages regularly is less likely. 

Recommendations/Options 10-3 
In most cases drugs can be stored in one or two sizes of envelopes that can more easily 
be filed. 

Recommendations/Options 10-4 
Some of the bays of shelving within the drug vault are not being utilized efficiently and 
adding an additional shelf could increase the capacity to accommodate the storage of 
more drugs. It is also recommended that the utilization of more box bins I drawers be 
utilized in the drug room to facilitate easier retrieval. See Chapter 4, Section 4.3.0 for more 
information on drug storage. 
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case Number Date Booked ECS Audit Item # 

18C77985 11/30/18 11 

Incident Title......, .... Felony/Misdemeanor/Other Type (Firearms, drup, money, 

1eneral) 

1604 Drugs 

Bar Code Item Description Location Accowtted 
Number 

Property 
Found For 

IDI 

3148724 1 Glass Pipe / crystal residue and 1 D410 Yes 
plastic baggie wit white crystal 
substance 

314872 
Green water pipe and black case A303 

with digital scale and bags 

Findings/Issues 11-1 
The items located in storage location A303 were located. However, the labels on the trays 
located in this storage area are faded making the labels difficult to easily read . . -

'---

RecommendaHons/Optlons 11-1 

---- -
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case Number Date Booked 

18C80086 12/10/18 

Incident Title ......,, 1111111 Felony/Misdemeanor/Other 

1203 Felony 

Bar Code Item Description 
Number 

PropertylD 

# 

113152755 (l) Hi-Point 9 mm Handgun 

113152812 Pill Bottle with round pills and 

black digital scale 

113152184 Bag of Marijuana 

(2) Test Fires Casings for NIBIN 
from the Hi-Point Handgun 

(2) Discharged S&B 9 mm casings 
from the Hi-Point Handgun 

(2) Swab boxes each containing (2) 

swabs collection from the Hi-Point 
Handgun 

(1) Brown Backpack, (3) Luger 

9mm FC Cartridges, (1) Blue 
grinder, (J) Gray digital scale, (1) 

Glass meth pipe, (I) round 
container, (5) cell phones 

Findings/Issues 12-1 
All the items in the above case were accounted for. 

Recommendations/Options J 2- J 
None 

ECS Audit Item # 

12 

Type (Firearms, drup, money) 

Firearms 

Location Accounted 
Found For 

HIS Yes 

B430 

D411 

Case 

Case 

CORM 

A310 

A312 
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case Number Date Booked 

Various Various 

Incident Title ......, ,_ Felony/Misdemeanor/Other 

Various Various 

Bir Code Item Descrtptlon 

Number 
Property 

IOI 

Various 

Findings/Issues 13-1 
During the audit ,.,- ■ 53 plastic containers 
were observed with numerous packages of drug 
evidence in each, located on the floor as shown to the 
right. An additional 13 containers with numerous 
packages of drug evidence in each was stored on the 
floor below long item storage. · ~ 

Findings/Issues 13-2 
This storage deficiency is closely related to the lack of 
purging in this particular area during the last five years. 

ECS Audit Item # 

13 

Type (Firearms, drup, money) 

Drugs 

Location Accounted 
Found For 

Second 

Floor 

From 2016 to 2020 the inventory of drugs increased by almost 3,400 units/ packages. At the same 
time only one in three packages were being purged. 

Recommendations/Options 13-1 
E.C.S. recommends that all drugs and narcotics, whether evidence or contraband, must 
be stored in an area with enhanced security to meet all recognized standards. 

Recommendations/Options 13-1 
It is imperative that sufficient personnel be assigned to the purging process to alleviate the 
storage of drugs outside of the drug room. 

Note: Drugs awaiting destruction ore the most prominent items stolen out of property 
rooms and storing them on the second floor is only inviting a possible theft in the future. 
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case Number Date Booked 

19C19466 4/1/19 

Incident Title ....,, .., Felony/Misdemeanor/Other 

DUI/Possession of 

Firearm 

Bar Code Item Description 
Number 

Property 
IOI 

3188194 Cobra Enterprises, Model FS380, 
Caliber .380, Serial Number 

F5050109 

6 rounds of ammo and 1 magazine 

Findings/Issues 14-1 
All items were located and accounted for. 

Recommendations/Options 14-1 
None 

ECS Audit Item # 

14 

Type (Firearms, drup, money, 

pneral) 

Firearm 

Location Accounted 
Found For 

Hl9 Yes 
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case Number Date Booked ECS Audit Item # 

19CJ5327 3/13/19 15 

Incident Title.-....,.. Felony/Misdemeanor/Other Type (Firearms, drup, money, 

sene,al) 

1203 (sic) Unknown Firearm 

Bar Code Item Desaiptlon Location Accounted 
Number Found For 

Property ID 

• 
113182335 Silver Bryce Model 48, Jennings Hl9 Yes 

Model 48, .380 Semi auto 

handgun, Serial Number 841453 

Andlnqs/lssues 15-1 
Firearms in this Audit Item were randomly selected from the paper files in the office and 
accounted for. 

Recommendations/Options 15-1 
None 
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case Number Date Booked ECS Audit Item # 

19C52676 8/16/19 16 

Incident Title.-...,.... Felony/Misdemeanor/Other Type (Firearms, drup, money) 

1203 Felony Firearm 

Bar Code Item Desaiptlon Location Aa:owlted 
Number 

Property ID# 
Found For 

113234246 Taurus 40 Caliber Handgun, H19 Yes 
Serial # SKS26533 

113234247 Inter-arms 22 Rifle, Serial # G19 
G445501 

H19 

113232445 Sarr-Arms 9 mm Handgun, Serial 

# T110216E03751 

findings/Issues 16-1 
Firearms in this Audit Item were randomly selected from the paper files in the office. The overall 
handwriting by the submitting employees was almost unreadable in some case as shown below. 
Much of the information in red on the form is where the Property and Evidence Unit staff hos to 
correct the information and add information that is left off. 

·- --·-···· \ I l ..J~ ,~ 322-402 WICHITA POI.ICE DEPARTMENT -

l DEPARTMENTAi. RECEIPT 
PHYSICAi. EVIDENCE D FOUND PRC>f'ERT'f 

EClASSIFICATION o) 

~ ...,_ ___ ADDflEN 

INCIDENT LOCATION 

(-IUS..•#1 -•• Tag....,.....rion) 

\ _ r~..,) ttc (.M.. t •i•1 

TJi,.ci.4..s <w- 1# .sui£s-i> 

ff74o s,~/1"'\ 
,yV 

~lop~?> 

Recommendations/Options 16-1 

SCP 

Hopefully, when the data entry is done by the submitting officer the intake process will be 
streamlined and more consistent. 

Wichita Police Department Appendix 1 - 24 Evidence Control Systems, Inc. 2021 



case Number Date Booked ECS Audit Item # 

15C029430 

15C023174 Various 17 

15C016350 

Incident Title ......,, 111111 Felony/Misdemeanor/Other Type (Firearms, drup, money) 

Various Firearms 

Bar Code Item Description l.ocltlon Accounted 
Number Found For 

Property 

IOI 

Firearms Pending GUNT Yes 

Findings/Issues 17-1 
This Audit Item is going from items on the shelf to the record. Each firearm was found on the 
pending destruction shelf (GUNT) and each firearm in the above listed cases were found on the 
firearm auction list that had previously been handwritten then typed onto a PropertyRoom.com 
worksheet. These firearms are currently pending auction. 

Findings/Issues 17-2 
Each of the guns on the list had to be hand typed into a spread sheet as the current evidence 
module may not be capable of generating the list or the staff has never asked the question if it 
can be done. 

Recommendations/Options 17-1 
E.C.S. recommends when the new Evidence Management system is in place that there 
be o specific computer location and specific shelf location for Rrearms Pending 
Destruction and specific computer location for Firearms Pending Auction. This will allow 
for Firearms Pending Destruction and Firearms Pending Auction lists to be generated by 
the Evidence Management system. 

Recommendations/Options 17-2 
Typing firearms into o spreadsheet is at o minimum toking 10 to 20 times longer than if the 
computer was generating the list. The ideal scenario is for guns pending destruction 
and/or guns pending auction be moved too location called for destruction or for auction. 
When the gun is physically moved on to the location, they ore then scanned to that 
location. When the auction or destruction is in the process of toking place a search in the 
computer for Guns for Auction or Guns for Destruction is requested. By doing this you have 
on accurate gun list to compare against the inventory o f guns awaiting their final 
disposition. Once the gun hos been factually destroyed or auctioned they should be 
changed to gun destroyed or gun auctioned. 

Wichita Police Department Appendix 1 - 25 Evidence Control Systems. Inc. 2021 



case Number Date Booked 

Various NIA 

Incident Title......,.,.,.. Felony/Misdemeanor/Other 

NIA NIA 

Bar Code Item Description 
Number 

Property 

ID# 

NIA NIA Homicide Evidence Storage Area 

Findings/Issues 18-1 
Homicide Evidence is currently stored, 
evidence is being stored in locked cages and other 
Homicide evidence is not. 

Several evidence packages were observed not sealed due 
to deterioration of the packaging as shown. The evidence 
packages that are in a deteriorated state are exposing the 
evidence to cross contamination and evidence 
degradation. 

Findings/Issues 18-2 
Firearms from Homicide cases are being stored 1 

- - -- . The audit revealed 
that some firearms from Homicide cases are a lso not being 
packaged to prevent cross contamination and degradation 
of evidence as shown. 

Findings/Issues 18-3 
The temperature of the area where Homicide cases are stored 
can reach up to 120 degrees in the summertime per the 
Property and Evidence Unit staff members. 

While auditing the 1rea you can see a 
significant amount of dust/debris on the evidence packages, 
shelving locations and floors. Evidence packages that have 
deteriorated are exposing the evidence to this dust/debris. 

ECS Audit Item # 

18 

Type (Firearms, drup, money) 

NIA 

Location Accowlted 
Found For 

2nd Floor NIA 

Some Homicide 

Filters from the air-handling unit had fallen out of the unit and were notably covered in dust/debris. 
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Findings/Issues 18-4 
The physical location of all of the homicide evidence is 
taking up an inordinate amount of valuable real estate 

- JP 

Recommendations/Options 18- 1 
E.C.S. recommends that all homicide evidence 
and evidence that is suspect of containing DNA 
or trace DNA evidence should be preserved and 
packaged in a manner that protects the 
evidence from cross-contamination, degradation, damage or loss of the evidence. All 
openings on evidence packages where evidence may readily escape should be sealed 
with evidence tape. 

Homicide evidence is frequenHy retained long term and in some cases forever by statute. 
Given the lengthy storage requirement, homicide evidence should be grouped together 
and relegated to those areas that ore the least accessible in the Property and Evidence 
Unit. Otherwise, the Property and Evidence Unit staff will walk past the homicide evidence 
to get to other items that need to be accessed more often. 

RecommendoHons/Options 18-2 
E.C.S. recommends that firearms from homicide cases be sealed in an evidence container 
and stored in designated storage area for firearms that has enhanced security and not 
with the homicide evidence. The exterior of the evidence con tainer should have color
coded labels to indicate that the firearm had been used in a homicide and if the firearm 
has been contaminated with biohazard material. 

Firearms should be preserved and packaged in a manner that protects the evidence from 
cross contamination, degradation, damage or loss of the evidence. Firearms evidence 
may contain DNA, trace DNA or latent fingerprint evidence that must be preserved 
through proper evidence packaging. When pac kaging firearms in gun boxes, that 
potentially have DNA or trace DNA evidence it is imperative to seal all openings where 
evidence may readily escape. 

Recommendations/Options 18-3 
E.C.S. recommends that homicide evidence or evidence that may contain DNA or trace 
DNA evidence is stored under the temperature Recommendations I Options provided in 
the National Institute of Justice (N/J) and the National Institute of Standards and 
Technology (NIST) in the Biological Evidence Preservation Handbook, best prac tices for 
evidence handlers. 

Temperature Controlled: temperature is maintained thermostatically between 
15.5 °c and 24°C (60°F to 75°F) with less than 60% humidity. 

Room Temperature: temperature is equal to the ambient temperature of its 
surroundings; storage area may lack temperature and humidity control methods. 
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E.C.S. recommends that the Deportment contract with on Industrial Hygienist to evaluate 
the evidence facility 's air quality to ensure that employees aren't working in on unsafe 
work environment. It wos found during the audit that filters ore falling off air handlers and 
visually contained dirt/debris on the evidence packages and shelving throughout the 
storage facility. Evidence storage spaces should be kept in o clean, neat, orderly 
condition. 

Recommendations/Options 18-4 
Evidence Control Systems, Inc. would encourage Wichita Police Deportment evaluate the 
possibility of placing oil homicide evidence · 
Additionally, it is not clear why certain homicide evidence ,s ,n ,ts own separate cages. It 
appears these decisions were mode by individuals in the post that were concerned about 
o particular case. All homicide evidence should be in one oreo and the need to secure 
behind separate cage is not necessary. 

Note: Any evidence that is deteriorating con always be secured (repackaged] in 
a forger packaging while retaining the original packaging if there wos ever a 
challenge in court, 
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case Number Date Booked 

10C27677 2010 

Incident Title ......,. .... Felony/Misdemeanor/Other 

DUI Misdemeanor 

Bar Code Item Description 
Number 

Property 

IOI 

Beer Bottles 

Findings/issues 19-1 
The beer bottles in the above case were found on the 
shelf location during the audit. The evidence bag 
containing the beer bottles was deteriorated and mold 
could be seen on the evidence bag. The Detective had 
placed this case on hold on 3/201 4 and 1/2017. This case 
was charged in District Court. 

11-year-old DUI case - Would prosecutor prosecute a 
misdemeanor case this old? Is the beer needed to prove 
the elements of the offense? 

Recommendations/Options r 9- J 

ECS Audit Item # 

19 

Type (Firearms. drup, money, 
pneral) 

General 

Location Accowlted 
Found For 

Photo Yes 

E.C.S. recommends that all evidence be preserved and packaged in a manner that 
protects the evidence from cross contamination, degradation, damage or loss of the 
evidence. 

Case reviews should occur at least annually on cases like this. 
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case Number Date Booked 

11C45358 2011 

Incident Tltle ....,.,... Felony/Misdemeanor/Other 

Aggravated Battery Felony 

Bar Code Item Description 
Number 

Property 

ID# 

Guitar 

Findings/Issues 20-1 
This guitar was found on storage location F9. The 
evidence was held for further retention on 6/2015 and 
6/2018 by the Detective. This hos no known suspect and 
contains a DNA profile according to the property records. 
Case is related to on aggravated sexual assault. 

Recommendations/Options 20-1 
None 
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ECS Audit Item # 

20 

Type (Ftrurms, drup, money, 
pneral) 

General 

Location Accounted 
Found For 

F9 Yes 
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case Number Date Booked ECS Audit Item # 

11C515809 2011 21 

Incident Title .......,, 1111111 Felony/Misdemeanor/Other Type (Firearms, drup, money, 
aene,al) 

Unk General 

Bar Code Item Description Location Accounted 
Number Found For 

Property 
IOI 

Speaker F8 Yes 

Findings/Issues 21-1 
The speaker in the Audit Items was found on storage loca tion F8 in the upstairs warehouse. 
According to the evidence system the speaker was destroyed in August 2015 and then marked 
off the purge report as pulled from the location. 

Recommendations/Options 21 - 1 
E. C.S. recommends that if regular inventories and/or inspections were being conducted 
these discrepancies may have been found, this may have been discovered much sooner. 

Wichita Polic e Department Appendix 1 - 31 Evidence Control Systems, Inc. 2021 



case Number Date Booked ECS Audit Item # 

08C69056 2008 22 

Incident Title.....,_.., Felony/Misdemeanor/Other Type (Rrearms, drup, money) 

Forcible Rape of a Felony General 
Juvenile 

Bir Code Item Description Location AcccKmted 
Number 

Property 
Found For 

ID# 

NIA NIA Cases of Beer F3 Yes 

Findings/Issues 22-1 
The beer in the photo to the right was located stocked on the floor in storage location F3 in the 
upstairs warehouse. The victim at tha t time of the incident, according to the record is unsure 
about prosecution. This evidence is being held due to the Kansas statute on sexual assault. 

Flndlngs/lssues 22-2 
Additionally, by looking at the items/ togs, there is no way 
to determine if the item is Found Property or from o 
Homicide. 

Recommendations/Options 22-1 
As noted in the finding the victim was unsure in 
2008 about following through with any 
prosecution. The question has to be asked in this 
case - could the beer be photographed and 
disposed of? In some of these cases more follow up could help purge evidence that may 
not be needed for testing or prosecution. If the Victim was still not desirous of prosecution 
might this item be eligible for purging? 

Recommendations/Options 22-2 
Include the type of crime or incident (Found Property, Homicide, Sexual Assault, etc.) on 
ony labels {borcodes) in the future for easier research, retrieval, reviews, etc. 
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case Number Date Booked ECS Audit Item # 

08C71355 2008 23 

Incident Tltle ......,, ,_ Felony/Misdemeanor/Other Type (Firearms, drup, money, 
pneral) 

Miscellaneous NIA 
Report/Sudden 

Death 

Bar Code Item Description Location Accounted 
Number Found For 

Property 

IOI 

NIA NIA Piece of carpet F3 Yes 

Findings/Issues 23-1 
The roll of carpet in this Audit Item was observed sitting against the wall in the upstairs warehouse. 
storage location F3 and appeared to be quite old. 
(2008) . 

Based on markings on package the Lieutenant of 
homicide placed a "HOLD" on the case in January 2012 
and March of 2016 (4 years later) and it hasn't been 
reviewed in 5 years. 

Note: This is a 23-year-old Sudden Death case. 

While reviewing this case it was determined that when a HOD is placed on an item(s). the staff 
documents both the computer records and the actual item with a Hold Date as noted above. 
This process may occur as many as 2.500 times per month or 30,000 times per year! 

When queried about why this time-consuming process is being done, it was explained that when 
the Unit was in a paper system only, this was the normal practice. Additionally, the previous 
supervisor looked at the process as an audit to see if the item(s) were still in the inventory. 
Unfortunately, the labor-intensive process has never been questioned for its usefulness if any. 

Recommendations/Options 23-1 
This entire process of marking the packages needs to be evaluated to understand what 
the benefits may be. Using the time that this task takes and do more purging would be 
suggested. 
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case Number Date Booked 

05C56117 2005 

Incident Title ......., 1111111 Felony/Misdemeanor/Other 

Possession of a Felony 

Firearm by a Felon 

Bir Code Item Descr1ption 

Number 
Property 

ID I 

IA BB-Gun 

Findings/Issues 24-1 
The BB-Gun was observed on the shelf with o ther aged BB 
Guns (2005). A review of the paperwork noted the status of 
the BB-Gun in the evidence system was showing destroyed 
on July 2019. 

The purge report was pulled, and the BB-Gun was not 
marked off the report as pulled. Additionally, the number of 
errors found during this process is extremely high and most a ll 
appear to be human mistakes and little quality control. 

Recommendations/Options 24-1 

ECS Audit Item # 

24 

Type (Firearms, drup, money, 

General 

Location Accounted 
Found For 

E.C.S. recommends that if regular annual inventories and/or inspections were being 
conducted these discrepancies may hove been found, this may have been discovered 
much sooner. Additionally, with the new computer system, if the items ore borcoded and 
scanners are used to transfer from location to locations, many of these problems may be 
reduced. 
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case Number Date Booked ECS Audit Item # 

NIA NIA 25 

Incident Title ,-.,,, -. Felony/Misdemeanor/Other Type (Firearms, drup, money, 

1eneral) 

NIA NIA NIA 

Bar Code Item Description location Accounted 
Number Found For 

Property 

IOI 

NIA 2nd Floor NIA 

Findings/Issues 25-1 
On the second floor of the warehouse on a shelf, item(s) that have been authorized by a 
Detective to be returned to the owner ore stored. The items can be a cup. broken glass, rock or 
a watch. 

The Property and Evidence Unit staff prepares a letter to the owner notifying the owner that they 
hove on item(s) that con be claimed . 

The notification letter does not provide the owner with a description of the item(s). Thus, in many 
coses according to staff. a citizen may travel across town to the Property and Evidence Unit 
Facility to retrieve a worthless item that is not needed by the citizen. 

Recommendations/Options 25- 1 
E.C.S. recommends the letter contain descriptions of the item(s) for the benefit of the 
owner. When the letter is the received, the owner may decide not to drive to the 
deportment to claim. 

It is essential that the new computer system allows the letters to be generated that hove 
o description of the items so that the owner knows why they're being notified. 
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case Number Date Booked ECS Audit Item # 

N/A NIA 26 

Incident Tltle .-... 11111t Felony/Misdemeanor/Other Type (Rrearms, drup, money, 
pnenl) 

N/A NIA Drugs 

Bar Code Item Description location Aa:owlted 
Number Found For 

Property 
IDI 

N/A NIA K-9 Drugs for Training Drug UNKNOWN 
Room 

Floor 

Findings/Issues 26-1 
Evidence Control Systems, Inc., found that a box of an unknown type and quantity of drugs n . .. -a 

' for the K-9 unit. 

The drugs in this container are not in evidence management system for tracking purposes. K-9 
Officers come to the Property and Evidence Unit and retrieve the drugs for training when needed 
and do not provide any documentation or is the drug evidence weighed a nd/or audited. 

Recommendations/Options 26- 1 
E.C.S. recommends that the K-9 drug evidence be accounted for in the evidence Property 
and Evidence Unit. When drug evidence is needed for training purposes, it should be 
documented to include weights/quantity after retrieval along with who has possession of 
the signed-out drugs. 
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case Number Date Booked ECS Audit Item # 

NIA NIA 27 

Incident Title..-..-. Felony/Misdemeanor/Other Type (Firearms, drup, money, 
pneral) 

NIA NIA NIA 

Bar Code Item Description location AcccMlted 
Number 

Property 
Found For 

IOI 

NIA NIA Refrigerator/Freezer storage NIA NIA 

Findings/Issues 27 -1 
Biological Evidence is being stored in the refrigerator/freezer storage. The temperature ranges 
varied between units and are not within the recommended temperature ranges for the storage 
of biological evidence. Refrigeration units aren' t monitored by any type of alarm system. 

Recommendations/Options 27- 1 
E.C.S. recommends that biological evidence be stored under the Temperature 
Recommendations provided in the National Institute of Justice (NU) and the National 
Institute of Standards and Technology (NIST) in the Biological Evidence Preservation 
Handbook, best practices for evidence handlers. 

Given the importance of temperature control when storing biological evidence, the 
refrigerator/freezer units should be equipped with on alarm system to indicate if the 
temperature is out of range and/or on equipment mo/function. The refrigerator/freezer 
should be monitored 24 hours per day and on automatic notification is sent out to 
designated personnel who will respond to reconcile the temperature alarm. 

Frozen: temperature is maintained thermostatically ot or below - l0°C (14°FJ. 

Refrigerated: temperature is maintained thermostatically between 2°C and 8°C 
(36°F and 46°F) with less than 25% humidity. 
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