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The words “he, his, him,” which may appear in this policy, are used generically for clarity and ease of reading.  

These terms are not meant to imply gender and relate to all employees of the Department. 
 
The purpose of this policy is to provide guidelines for employees when collecting and packaging 
property or evidence taken control of by the Department. 
 
I. POLICY 
 

All personnel handling property are responsible for the proper collection, management, 
packaging, documentation, and storage of the property while in their possession.  Officers 
shall not retain recovered property or evidence for their own use. 

 
II. TRAINING 
 

Every employee who is responsible for collecting evidence will receive training on the 
collection of evidence.  If certain items require specialized training for proper collection, 
only personnel who have received training should collect those items. 
 

III. COLLECTION 
 

Items should only be collected for evidence if one of the following conditions are met. 
 
A. Probable cause exists to believe that an item is contraband.  Contraband is an item 

or items that by their nature are illegal to possess.  e.g. illegal narcotics. 
 
B. Probable cause exists, at the moment of seizure, to believe that the item to be seized 

is stolen. Every effort should first be made to return recovered stolen property to 
owners once photographs are taken unless an item is needed for presentation in 
court, i.e. a firearm used during the commission of a crime.  Recovered stolen 
property should generally be submitted as Safekeeping if submission is necessary. 

 
C. Probable cause exists, at the moment of seizure, to believe that the item is evidence 

of a crime. Evidence related to the investigation of any misdemeanor case or a 
felony property crime case, unless it is to be sent to the State Crime Lab for analysis 
or processed for trace evidence, DNA or fingerprints, shall be photographed rather 
than collected whenever possible. 
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IV. RIGHT OF REFUSAL 
  

If evidence or property has not been properly submitted based on policy or the packaging 
guidelines established herein, then the property will not be accepted by the Property and 
Evidence Unit.  Officers must correct the problem before property will be officia l ly 
accepted.  A task will be sent to the officer via SAFE when a problem is detected.  If a 
response is not received within four (4) days a reminder will be sent.  If a response to the 
reminder is not received within three (3) days, a “Failure to Respond” notice will be sent 
to the officer’s Precinct/Unit Commander. 

 
Property and Evidence Unit personnel are not authorized to tamper with or open evidence 
bags and therefore they cannot fix errors made by officers when submitting property or 
evidence to the Property and Evidence facility.  This will cause an interruption in the chain 
of custody.  When errors are found, the officer responsible for the property or evidence 
must correct any errors before it can be stored. 

 
V. CRIME LAB SUBMISSIONS 
 

Items submitted to the State Crime Laboratory for testing must be packaged and submitted 
in accordance with State Crime Laboratory requirements.  Items must be accompanied by 
a copy of the online crime lab submission form and a copy of the incident report.  The 
crime lab submission form should also be attached to the item in SAFE. 
 

VI. GENERAL PACKAGING PROCEDURES 
  

Training videos documenting general packaging procedures and the use of SAFE are 
available in PowerDMS under Documents, Training Resources, Roll Call Training, 
Evidence Training.  A “Heat Sealer Guide” is available and will be present at each heat 
sealer location.  If a guide is not present, contact the Evidence Unit for assistance. 
 
A.  Unless size or other specific attributes dictate differently, items will be packaged in 

appropriately sized plastic bags and three bag sizes will be provided.  Push as much 
air from the bag as possible before sealing.  The bag should be heat sealed 
approximately 1 inch from the bags edge.  The submitting officer will inspect the 
bag to ensure the seal is intact across the bag opening and sign the heat seal with 
their initials and badge number.  Tamper evident tape is not required on heat sealed 
plastic bags.  A barcode should be attached to the top right corner of the front of 
the bag, just below the heat seal, for each item contained within. 
 
• Extra-large 33 x 48 black plastic bags may also be used for certain extra-

large items.  The bag opening shall be twisted to close the opening and the 
twisted area shall be wrapped using a piece of tamper evident packing tape.  
The submitting officer will initial the tape where it overlaps on itself and 
ends.  Attach the appropriate Property Control Tag using a zip tie.  A 
barcode should be attached to the back of the tag. 
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B. All property in the submission bag will be documented on a Property/Evidence 

Information Slip, which will be placed inside the bag in such a manner that it can 
be read without opening the bag. 

 
C. Property too large to fit into plastic submission bags, or which require submiss ion 

in breathable material, will be packaged in a manila envelope, paper bag or 
cardboard box and made as compact as possible.  Three sizes of manila envelopes 
and paper bags will be provided.  Should a box be needed, contact the Evidence 
Unit for assistance.  The incident number, property/evidence type, officer 
name/badge number, date item is packaged, and brief item description should be 
legibly written on the upper-left corner of the front of the envelope, paper bag or 
box using a black marker.  A black ink pen may be used on envelopes.  Writing 
should not be too large to prevent a barcode(s) from being attached to the upper 
right corner of the package. 

 
1. Envelope flaps will be sealed using tamper evident packing tape.  The 

submitting officer will initial the seal over the junction of the tamper evident 
tape and the envelope with their initials and badge number.  A barcode 
should be attached to the top right corner of the front of the envelope for 
each item.  For small envelopes the barcode(s) will be attached to the back.  
The barcode(s) should not interfere with or be placed over the top of tamper 
evidence packing tape or the written information on the package. 
 

2. Staples will not be used to seal paper bags.  The bag top should be folded 
twice with an approximate ½” to 1” fold.  Tamper evident packing tape 
should be placed around the circumference of the bag and the tape ends 
should overlap.  The submitting officer will initial the seal over the junction 
of the tape and the bag with their initials and badge number.  A barcode 
should be attached to the top right corner of the front of the bag for each 
item contained within.  The barcode(s) should not interfere with or be placed 
over the top of tamper evidence packing tape or the written information on 
the package. 
 

3. Contact the Evidence Unit for assistance with boxes.  Due to space 
limitations, only an approved box can be used, and it must be filled to use 
all available space.  All seams on boxes should be sealed with tamper 
evident packing tape.  The submitting officer will initial each seal over the 
junction of the tamper evident tape and the box with their initials and badge 
number.  A barcode should be attached to the top right corner of the front 
of the box for each item.  The barcode(s) should not interfere with or be 
placed over the top of tamper evidence packing tape or the written 
information on the package. 

 
D. A Property Control Tag should be completed and fastened to all items that are not 

submitted in packaging using a zip tie.  Property Control Tags should not be taped 
to items.  The tags are color coded to correspond with the different types of property 
(i.e. evidence, found property, safekeeping, etc.).  The incident number, officer 
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name/badge number, date item is packaged, and brief item description should be 
written on the tag.  The back side of the tag should be left unused for a barcode to 
be attached. 

 
VI. PROCEDURES FOR SPECIFIC ITEMS 
 

A Packaging Manual shall be maintained by the Property and Evidence Unit Commander 
and made available to Department personnel.  The manual will contain direction in more 
detail on the packaging, handling and acceptance of property and evidence. 
 
Because of environmental and facility considerations, an Evidence Unit Supervisor may 
choose to designate how certain items of property or evidence not specifically covered in 
this policy or the packaging manual are to be packaged or handled, if accepted. 

 
A. Large/Bulk Property 

 
• Large and/or bulky items will not be packaged if they can be handled in a safe 

manner by personnel. The item will be tagged with the appropriate Property 
Control Tag with the barcode attached to the back of the tag.  Anchor points, 
cables, and padlocks have been provided for items that cannot be secured in a 
temporary storage locker. 

 
• The Property and Evidence Unit will be requested to pick up items that 

cannot be handled by precinct vehicles or are too large to secure in a precinct 
or temporary storage locker.  After hours, the on-call evidence technic ian 
should be requested by a Department supervisor through the 
Communications Center.  No items, regardless of classification, will be left 
unsecured on the Precinct/Unit evidence room floor. 
 

• Locked containers such as safes, suitcases, briefcases, trunks, backpacks, etc., must 
be opened and a complete inventory of the contents listed in SAFE before 
submission to the Evidence Unit. 
 

• Items such as doors, furniture, mattresses, tents, comforters, etc., will not 
be accepted unless a detective or court representative has determined it has 
significant evidentiary value.  When possible, a sample should be taken 
from items when they do hold value with just the sample submitted for 
evidence.  Items suspected of infestation with pests such as lice, fleas, bed 
bugs, etc., will not be accepted. 

 
• Large amounts of counterfeit items should first be photographed.  Items 

should be listed as “Fake” in the description field in SAFE.  Officers should 
contact the proper trademark association authority to have the items looked 
at and verified within 90 days of submission.  Once items have been 
verified, officers will re-package the items for one representative sample of 
each item to be retained.  Remaining items shall be packaged separately 
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until they receive approval from the District Attorney’s office for their 
destruction. 
 

B. Wet Items 
 

Unless otherwise specified, wet items must be dried before being packaged.  Wet 
items may be placed in an unsealed plastic bag in the lowest temporary storage 
locker.  A barcode should be attached to the top right corner of the front of the 
plastic bag for each item and any paperwork should remain outside the bag.  Items 
will be dried at the evidence facility in a drying room.  Once items have dried, 
officers are responsible for packaging items.  Officers will be contacted via the task 
function in SAFE when they need to report to the Property and Evidence Unit to 
complete the packaging process. 
 

C. Found/Abandoned Property 
 

1. Property that is reported as abandoned and has no evidentiary, monetary, or 
serviceable value should not be collected.  Examples of items not normally 
collected, unless they pose a safety hazard, are cardboard boxes, abandoned 
appliances, broken/old televisions, real estate signs, traffic barrels, traffic 
cones, damaged or destroyed property, homeless tents and other associated 
property, etc. 

 
2. Property with a monetary value, or items that appear to be stolen property, 

will be recovered.  The employee must make a substantial effort to 
determine the owner of the property.  If an owner is identified, they must be 
contacted to pick up the property.  If an owner is unable to retrieve the 
property, the item(s) should be submitted as Safekeeping.  If an item is 
suspected of being stolen and the owner is unknown, consideration may be 
given to submission as 90 Day Hold, to allow for time to identify an 
owner/victim. 

 
D. Currency   

 
Currency is the metal or paper medium, domestic or foreign, used for the exchange 
of goods or services (change/coins, dollar, euro, franc, etc.). 
 
1. Currency, no matter the amount, must be packaged in plastic bags separately 

from other property. 
 
2. Currency amounts under $5,000 will be counted by the seizing officer and 

witnessed and verified by a second officer. This count will be recorded on 
the officers issued body camera or other operable video recording device.  
Both the seizing officer and witness will sign, date, and record the currency 
total on the Property/Evidence Currency Slip prior to placement inside the 
submission bag.  The Property/Evidence Currency Slip will take the place 
of a Property/Evidence Information Slip for currency and will be placed 
inside the bag in such a manner that it can be read without opening the bag. 
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3. Currency amounts under $5,000 can be secured in a Precinct or Unit 

evidence locker. 
 
4. Currency amounts of $5,000 or more or which visually appear to exceed 

$5,000 will not be counted by the seizing officer and a supervisor will be 
summoned to the scene.  The seizing officer and witness officer will place 
all currency in a submission bag(s) in conformance of this policy.  Both the 
seizing and witness officer will sign the seal with their initials and badge 
number.  A supervisor will oversee the process and ensure the transaction 
is video recorded on body camera or other operable video recording device.  
The on-scene supervisor will contact the Evidence Unit or on-call staff who 
will meet the officer(s) at the Evidence Unit where the currency will be 
counted on the Currency Counting Machine and a receipt will be generated.  
Both the seizing officer and witness will sign and record the currency total 
on the Property/Evidence Currency Slip prior to it being placed inside the 
submission bag along with the receipt from the Currency Counting 
Machine.  The Property/Evidence Currency Slip will take the place of a 
Property/Evidence Information Slip for currency and will be placed inside 
the bag in such a manner that it can be read without opening the bag. 

 
5. Coin currency should be placed inside a small Zip-loc bag or small heat-

sealable plastic bag before placement in a larger bag with paper currency. 
 
6. Both the seizing officer and witness will initial the bag seal. 
 
7. A barcode shall be attached to the top right corner of the front of the bag, 

just below the heat seal.  
 
8. Counterfeit currency shall be handled in the same manner as authentic 

currency. 
 

E. Controlled Substances  
 

All seizures of drugs or contraband will be documented and turned into the Property 
and Evidence Unit, regardless of amount or if an arrest is made.  If items seized are 
not to be used as evidence, authorization to destroy the items will be indicated in 
SAFE.  Only Property and Evidence Unit personnel will dispose of controlled 
substances. 

 
1. Drug evidence, paraphernalia and containers will be packaged and recorded 

separately.  Used paraphernalia and containers should be submitted for 
destruction after photos are taken unless testing or analysis is needed. 
 

2. All drugs must be weighed and verified prior to submission.  In the case of 
pills or tablets, count prior to submission.  Large quantities of pills may be 
weighed instead of counted. 
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3. All drugs must be double bagged.  A small heat-sealable plastic bag or Zip-
loc bag may be utilized as the first bag.  Sandwich bags do not constitute 
double bagging because of thin material used in their construction and their 
inability to seal.  Padded envelopes should be used as the first bag for 
paraphernalia such as glass pipes or other fragile items to help prevent 
breakage.  Each bag must be numbered using a black marker, so that it is 
plainly visible, to correspond to the item number in SAFE. 

 
4. Light sensitive items such as LSD will be placed in a manila envelope or paper bag 

prior to being secured in a plastic bag and heat sealed.  Mushrooms, or green, moist 
botanical material (other than marijuana) will be double bagged and submitted in 
paper bags only (no plastic). 

 
5. Marijuana seized in a case involving any felony charge can be sent to the 

State Crime Lab for testing and should be submitted with two copies of an 
online State Crime Laboratory form and a copy of the incident report.  When 
the Cobb County Sheriff Department resumes testing at the Cobb County 
Adult Detention Center (ADC), packaging will be provided for officers at 
ADC.  Marijuana not to be tested will be submitted to the Property and 
Evidence Unit as evidence or for destruction. 

 
6. Hypodermic needles, syringes, and razor blades will not normally be tested 

by the State Crime Lab.  If liquid in a syringe is to be tested, the contents 
will be transferred into a vial and packaged as described in the “Liquids” 
section of this policy.  The syringe will be discarded in a sharps container.  
Note in SAFE that the vial contains a liquid substance (suspected heroin, 
suspected meth, etc.) from a syringe.  Unknown substances will not be 
accepted. 

 
Prescriptions submitted as safekeeping can only be released to owners if the 
items are in their original prescription container. 

 
F. Firearms  

 
Firearms are to be submitted unpackaged with the Property Control Tag attached 
with a plastic tie to the trigger guard.  A barcode should be attached to the back of the 
tag.  Ties will be not be inserted through the barrel or chamber.  The only exception 
to this will be firearms which have been exposed to bio-hazardous material or 
firearms which require analysis for trace evidence. 

 
1. Firearms that need to be processed or have been exposed to biohazards 

should be packaged in the appropriate gun box.  Firearms should be placed 
in the box with the barrel facing the correct end of the box as shown on the 
outside of the box and secured with zip ties on the inside of the box.  One 
unloaded magazine may be submitted in the gun box with the firearm for 
NIBIN purposes, however additional magazines and all ammunition should 
be packaged separately.  The magazine shall be secured inside the box with 
a zip tie.  At a minimum, the case number, collecting officer, serial number  
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and owner name (if known) must be recorded on the box.  Complete other 
information on the box if it is known.  The box shall be sealed using tamper 
evident packing tape.  If biohazards are present, the box shall be marked 
prominently with a biohazard sticker and the biohazard field in SAFE 
should be completed.  The barcode should be attached to the end of the box 
where space is given to write the incident number. 

 
2. Firearms will be unloaded before submission.  A firearm that cannot be 

unloaded should be submitted for destruction.  If the firearm is evidence, it 
should first be photographed and processed as needed for trace evidence or 
serial number retrieval before submission for destruction.  The Property and 
Evidence Unit must be contacted if a weapon cannot be cleared.  A note 
must also be attached to the firearm identifying the hazard. 

 
3. The seizing officer is responsible for ensuring that NCIC checks are made 

on all weapons prior to submission to the Property and Evidence Unit.  
Found weapons will be entered onto NCIC by the collecting officer. 

 
4. All information necessary to complete an eTrace Submission Form will be 

entered into SAFE at the time of submission.  It is not necessary to print this 
form. 

 
5. Firearms seized relative to a family violence incident, drug sales or 

possession arrest, or involuntary committal for drug abuse or mental health 
treatment must be noted in SAFE to help prevent accidental release to 
disqualified individuals. 

 
6. Stolen/recovered firearms that are eligible to be returned to owners should 

first be submitted to the Evidence Unit for NIBIN testing as Safekeeping.  
Once testing is completed the firearm may be released to owners. 

 
7. If the weapon was used to commit a felony it must be seized. 

 
G. Edged Items 

 
1. Folding knives may be secured in the closed position with a zip tie and 

placed in an appropriately sized plastic bag for submission. 
 

2. All straight knives, and other knives that require processing or have been 
exposed to biohazards, must be submitted in a knife box.  Knives should be 
placed in the box with the sharp end facing the correct end of the box as 
shown on the outside of the box and secured with zip ties on the inside of 
the box.  Folding knives should first be secured in the closed position with 
a zip tie prior to placement in a knife box.  Complete information on the 
knife box if it is known.  The box shall be sealed using tamper evident 
packing tape.  If biohazards are present, the box shall be marked 
prominently with a biohazard sticker and the biohazard field in SAFE must 



3.11 Property/Evidence Collection and Packaging 
Page 9 of 22 
 

 

be completed.  The barcode should be attached to the end of the box where 
space is given to write the incident number. 
 

3. Large knives such as machetes that do not fit in a knife box and do not have 
a sheath should be packaged so the cutting edge and points are covered with 
thick cardboard to protect handlers from injury.  Only tamper evident 
packing tape should be used to secure the cardboard to the knife.  If the 
knife is to be processed, do not attach tape directly to the handle or blade as 
this will likely destroy any potential trace evidence.  Most edged items, after 
having the cutting area covered, and which do not require further testing or 
preservation of trace evidence, do not need any further packaging and can 
be submitted with a Property Control Tag attached.  The barcode should be 
attached to the back of the tag. 

 
H. Jewelry 

 
1. Unless jewelry is authenticated by an expert, it should be listed by its 

generic appearance only, such as “one yellow metal necklace.” 
 
2. Jewelry will be itemized (e.g. – Item1: one yellow ring, Item 2: one pair 

yellow earrings with blue stones, etc.).  Smaller items such as earrings and 
rings will be placed in an individual small Zip-loc plastic bag before being 
placed in an appropriately sized plastic bag.  Each Zip-loc bag must have 
the corresponding item number from SAFE printed on it using a marker so 
it is plainly visible. 

 
3. Jewelry will be packaged separately from all other property. 

 
I. Biohazard 

 
1. Items that have been exposed to bodily fluids such as blood, urine, semen, 

etc., are classified as biohazards. 
 

a. If dry, these items should be double bagged in a paper bag or 
envelope. 
 

b. If wet, the items will need to be dried following instructions in the 
“Wet Items” section of this policy. 

 
2. Bio-hazardous items must be packaged securely.  If the item is too large for 

packaging, the contaminated area must be covered.  Contaminated items 
that cannot be packaged securely or have the contaminated area covered 
shall be decontaminated prior to submission to the Property and Evidence 
Unit once any necessary trace evidence is collected. 
 

3. Biohazard labels will be affixed and clearly visible to the packaging and the 
biohazard field in SAFE must be completed. 
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4. Blood and/or Urine kits will be utilized for the collection of blood and/or 

urine in the case of an arrest or investigation for driving under the influence 
(DUI). 

 
a. Blood and Urine kits should be completed following instruct ions 

supplied with the kit. 
 
b. The officers name and badge number, case number and return 

address will be written on the front of the kit and postage applied. 
 
c. Place the kit in the metered mailbox inside the U.S. Postal Service 

building.  Do not use the drive-up mailbox outside the building due 
to potential temperature fluctuations. 

 
J. DNA Evidence 

 
1. All body fluids and tissues must be assumed to be infectious regardless of 

the source.  All personnel should exercise universal precautions when 
dealing with body fluids.  Care must also be taken not to contaminate the 
sample.  This includes wearing gloves and a mask and refrain from sneezing 
or coughing on the sample. 

 
2. If an officer believes DNA evidence is present, a detective will be notified.  

Normally, the detective will respond to collect the DNA evidence.  
However, the detective may authorize field personnel to collect DNA 
evidence if the suspected crime is a property crime with no known suspects. 
 

3. If field personnel are requested to collect the evidence it must be done using 
a sterile swab or sterile gauze pad and placed in a swab box, protective 
breathable plastic swab cover, or clean piece of paper using a 
pharmaceutical fold.  Swabs, gauze, boxes, protective tips, and distilled 
water containers will be inspected prior to use and if any of the following 
exist, a detective will need to respond to collect the evidence: 

  
a. Packaging for an item is not properly sealed or appears to have been 

tampered with. 
 
b. Items are defective or you do not have all the items necessary to 

complete the collection process. 
 

4. Swabs must be packaged in a swab box or protective tip before placement in a 
manila envelope.  Gauze pads shall be placed on a clean piece of paper with a 
pharmaceutical fold before placement in a manila envelope. 

 
5. Crime scene investigators or detectives will generally be utilized for 

bloodstains appearing on fixed objects or on an object too bulky to transport 
to the State Crime Lab.  The investigator will cut off that portion of the 
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object bearing the stain, if possible.  Bloodstains on objects which cannot  
 
be cut, for example, concrete floors or metal safes, may be scraped using a 
clean and unused blade and the scrapings placed onto a clean piece of paper.  
The paper will then be folded using a pharmaceutical fold and placed into a 
manila envelope.  If scraping is not possible, distilled or deionized water 
may be used to wet a swab or gauze pad to aid in collection. 
 

6. For blood stains appearing on porous objects such as wood or earth, the 
bloodstain as well as a portion of the material should be placed in a paper 
bag, manila envelope or cardboard box. 
 

7. Tape lifting blood stains should only be conducted by trained personnel. 
 

8. All DNA evidence must be dried before submission and any items that may 
cross contaminate each other shall be packaged separately. 

 
9. State Crime Laboratory requirements shall be followed for all submiss ions 

to include trace evidence, forensic biology, chemistry, firearms, toolmarks, 
comparison, etc. 

  
10. Feces cannot be tested for DNA and will not be accepted.  Items covered 

with fecal matter will also not be accepted.  These items should be 
photographed. 

 
11. DNA evidence will be packaged per bio-hazard procedures and submitted 

to the Property and Evidence Unit.  Only a detective will make the 
determination as to whether the evidence will be submitted to the crime lab. 

 
K. Sexual Assault Kits 

 
Sexual assault kits will be collected and entered into evidence.  They should be 
classified as “send to crime lab” and accompanied by two copies of the completed 
on-line crime lab submission form and a copy of the incident report.  In the case of 
an unknown/anonymous victim, SAFE will reflect the following information: 

 
1. The hospital employee submitting the kit will be listed as the finder. 

 
2. The hospital will be listed for the collection location. 

 
3. The code number from the kit will be listed in the item description. 

 
L. Alcohol 

 
1. The Evidence Unit does not accept alcohol; however, in situations where it 

has evidential value in a felony case a representative sample may be 
accepted.  Kegs will not be accepted and should be returned to the liquor 
store that rented the keg after photographs are taken.  If a container is open 
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and the contents are evidentiary, take a representative sample and place it 
in a vial.  Samples should be placed into a vial as described in the “Liquids” 
section of this policy. 
 
• Containers should be photographed and not submitted unless later 

processing is necessary for trace evidence or the item was used as a 
weapon to commit a felony.  If submitting the container, the current 
level of its contents should be marked and initialed on the bottle by 
the seizing officer and the container should be packaged in a paper 
bag once emptied. 

 
2. Ice chests, coolers etc., will not be accepted unless seized as evidence in a 

felony investigation or found property. 
 

M. Fingerprints 
 

1. Fingerprint lifts shall be placed on latent lift cards.  The back of the latent 
lift cards needs to be filled out completely prior to being placed into a 
manilla envelope for submission.  If preprinted cards are not available, the 
same information must be recorded on the medium used.  When mult ip le 
lifts are obtained of the same latent impression, each lift card must be 
numbered.  The information is to include: 
 
a. Date the latent print was recovered 
b. Case number 
c. Crime/Offense 
d. Prints lifted from - A brief description of where a latent print was 

obtained (e.g., exterior driver’s door above handle) 
e. Prints lifted by - Initials and badge number of the person lifting the 

print 
f. Victim name 
g. Address of incident 
h. A basic sketch that shows the location on the item where prints were 

lifted from 
 

2. All recovered prints for a case shall be packaged separately from other 
property in a single 6” x 9” manila envelope.  If, due to many recovered 
prints additional envelopes are necessary, the envelopes should be labeled 
as 1, 2 etc. of however many envelopes are used.  These envelopes should 
then be placed into a larger 9” x 12” manila envelope.  The envelopes should 
be sealed and submitted using guidelines set in “General Packaging 
Procedures”.  
 

3. Fingerprint cards will be inspected by an AFIS operator to determine their 
value.  Only fingerprint cards deemed of value for comparison will be 
retained as evidence.  All other fingerprint cards shall be resubmitted for 
destruction by the AFIS operator conducting the inspection.  The change in 
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status of fingerprint cards shall be documented in a supplemental to the 
original report by the AFIS operator conducting the examination. 

 
N. Photographs 

 
Photographs taken during the course of business or business related activity, will 
be considered Department property and handled in accordance with policy, whether 
captured via Department owned or personally owned cameras. 
 
1. Photographs generated by officers as part of their investigation into a civil 

matter are considered records and should be attached to the appropriate 
report in the records management system (RMS).  This can be accomplished 
by one of the following methods: 

 
a. Upload them directly to RMS (not MFR) and attach them to the 

report. 
 
b. Create a case number folder on the designated network folder and 

upload the photographs to that folder.  Central Records will then 
attach the photographs to the report. 

 
2. Photographs generated by officers as part of their investigation into a 

criminal matter are considered evidence and should be uploaded into SAFE 
under the appropriate case number. 

 
3. Photographs of evidence from property crimes and crimes against society 

(burglary, theft, hit and run, DUI, etc.) may be used in criminal prosecutions 
in lieu of the actual items.  These photographs should be uploaded into 
SAFE as digital evidence.  The investigating officer should photograph: 

 
a. Recovered stolen property which has a known owner, and which can 

be returned to the owner without processing through the Property 
and Evidence Unit. 

 
b. Items which have no evidentiary value, such as rocks, sticks, civil 

court documents, etc. 
 

c. Items that are part of a crime scene, but do not require any further 
processing, testing, or analysis (trace evidence, fingerprints or crime 
lab) such as alcohol containers, needles, syringes, razor blades, 
paraphernalia, drug containers, damaged or destroyed property 
(safes, vending machine, etc.), tools (bolt cutters, pry bars, 
screwdrivers, etc.), vehicle parts (catalytic converters, mirrors, 
bumpers, etc.), bricks, baseball bats, pipes, plastic bags, etc. 

 
d. When taking photographs, use multiple angles and include tags or 

serial numbers.  Document items in your report including a thorough 
description. 
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4. CD’s, USB drives, etc., should not be used to submit digital photographs 

into evidence and they will not be accepted. 
 

5. Physical copies of photographs obtained from another person, or that are 
considered contraband (e.g. – still shots of surveillance video, screen shots, 
printed photos, child pornography, etc.), should be considered evidence and 
packaged accordingly.  Copies of seized photographs can be maintained in 
the case file. 

 
6. Film containing photos should be submitted to the Cobb County Sheriff’s 

Department Photo Lab for development.  A note should be made in the 
incident/supplemental report that the film was dropped off for processing.  
Photographs should be picked up once developed and submitted into 
evidence. 

 
7. Polaroid and film photographs must be protected from moisture, extreme 

temperatures, and direct sunlight.  They should not be packaged in plastic 
and the smallest available manila envelope should be used. 

 
 

O. Audio and Video Recordings 
 

Audio/video recordings taken during the course of business or business related 
activity will be considered Department property and handled in accordance with 
policy, whether captured via Department owned or personally owned devices. 

 
1. Audio/video recordings must be guarded from coming near strong magnetic 

fields, such as speakers. They also must be protected from moisture, 
extreme temperatures, and direct sunlight. 

 
2. All audio/video recordings seized as evidence will be uploaded to SAFE as 

digital evidence. 
 
a. Identify specific times frames of interest and go no further than 30 

minutes before and after the incident. 
 
b. Identify how many cameras are on the system and document their 

position by photograph or documentation and notate which ones are 
relevant to the investigation. 

 
c. Identify how long the data will be stored on the system before being 

written over. 
 

3. Due to the potential for collecting large audio and video files, only portions 
of a recording directly linked to the investigation with a maximum window 
of 30 minutes before and after the incident should be collected. 
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P. Written Statements 

 
1. Witness Statement Forms generated at the request of an officer are not 

considered evidence.  They will be labeled with the case number and page 
numbers and submitted to the Records Unit or placed in the case file. 

 
2. Suicide notes and demand notes used in the commission of a crime are 

considered evidence and will be processed accordingly. 
 

Q. Vehicle Tags 
 

1. Vehicle tags will be packaged in an appropriately sized plastic bag.  The 
registered owner’s name, address and phone number will be documented in 
SAFE. 

 
2. Tags may be released directly to a Cobb County Tag Office.  However, an 

entry in SAFE must still be completed and the Tag Office employee 
receiving the tag must sign for release of the item as part of the chain of 
custody. 

 
R. Vehicle Parts 

 
1. Vehicle parts should only be collected if they are needed for felony 

investigations involving a crime against a person or they need to be 
processed for fingerprints, DNA, or trace evidence.  In all other instances’ 
photographs should be taken.  Parts that are bulky can be submitted as 
unpackaged individual items, if a Property Control Tag is attached.  Paint 
chips/samples may also be obtained in lieu of the actual item. 
 

2. The State Crime Lab can match paint samples.  Samples of transferred paint 
should be taken from each damaged area/panel using a clean, unused blade 
for each area.  Each sample should be placed on a clean piece of paper.  The 
paper will then be folded using a pharmaceutical fold and placed into a 
manila envelope.  Each sample must be packaged separately. 

 
a. Known samples should be collected from the original undamaged 

paint within one inch of each damaged area and each sample should 
be packaged separately.   

 
b. Samples should contain enough paint to cover the surface of a nickel 

and must contain all layers of paint. 
 
c. Never use adhesive tape to collect paint samples.   
 
d. Each sample must be labeled.  In addition to the officer’s name, date 

and time of collection, the label must include the specific source 
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sample, including the vehicle identification number (VIN), if 
applicable (e.g. “Right front fender, 1996 Chevrolet Blazer, VIN 
ABC123456789”). 

 
3. Small parts can be packaged in plastic bags or paper bags.  Sharp objects 

that can puncture plastic or paper bags should be packaged in an 
appropriately sized box.  Contact the Property and Evidence Unit for 
guidance when submitting boxes. 

 
S. Gasoline Powered Equipment 

 
Gasoline powered equipment should be treated as large bulky property and should 
be returned to owners whenever possible.  If these items must be collected, or the 
owner cannot take possession or are unknown, they must be emptied of any 
gasoline, oil and/or other liquids.  If an item has an electric start capability the 
battery must also be removed.  If the item cannot be transported to or secured at the 
Precinct/Unit evidence room, an evidence technician must be contacted to arrange 
for appropriate storage. 

 
T. Signs 

 
1. Most road signs are the property of the Department of Transportation and 

should be turned over to the appropriate authority (City, County, State) after 
photographs are taken, rather than the Property and Evidence Unit.  If 
submission is necessary, road signs should generally be submitted as 
Safekeeping and the appropriate Department of Transportation listed as the 
owner. 
 

2. Real estate signs, unless stolen and recovered, should not be turned into the 
Property and Evidence Unit. 

 
U. Dangerous Materials 

 
Dangerous materials are defined as any item or agent (biological, chemica l, 
radiological, and/or physical) that has the ability to cause harm to humans, anima ls, 
or the environment.  This could be as a result of the material itself or an interaction 
with other materials.  This includes chemicals such as carcinogens, irritants, 
corrosives, toxic agents, sensitizers, agents that damage the lungs, skin, eyes, or 
mucous membranes; chemicals that can combust, explode, are flammab le, 
oxidizers, pyrophorics, unstable-reactive or water-reactive. Lastly, they include 
chemicals that produce or release dusts, gases, fumes, vapors, mists or smoke 
during normal handling, use, or storage. 
 
1. A sample of certain hazardous substances may be accepted only in 

conjunction with a felony criminal investigation and in consultation with a 
Property and Evidence Unit supervisor, the Georgia Poison Center, Cobb 
County Fire Department and State Crime Laboratory.  Samples that cannot 
be collected, tested and stored safely long term will not be accepted.  
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Samples of accepted substances must be taken using sterile gauze and 
placed in a metal can.  Tamper evident packing tape will be placed over the 
top of the can after the lid is attached.  The submitting officer will initial the 
seal over the junction of the tamper evident tape and the can with their 
initials and badge number.  The six pieces of required information will be 
written on the side of the can.  The barcode will be attached to the side of 
the can opposite the written information. 
 

2. “Unknown” substances will not be accepted by the Property and Evidence 
Unit.  Contact the Cobb County Fire Department’s Hazmat Unit or MCS to 
have the substance identified.  If an item is suspected to be cocaine, meth, 
etc., it should be labeled as “Suspected Cocaine”, “Suspected Meth”, etc. 

 
3. Batteries (AA, C, D, Vehicle, etc.) should be removed from items before 

submission.  Exceptions include cellphones, laptops, tablets, and items 
where removal is impossible. 

 
4. Compressed cannisters and CO2 cartridges will not be accepted unless 

empty.  This includes, but is not limited to, butane lighter fluid, propane 
canisters, welding cannisters, BB gun CO2 cartridges, helium tanks, etc. 

 
5. Lighters, filled gas cans, matches, and other flammable materials will not 

be accepted. 
 
Any dangerous materials submitted without prior approval from the Property and 
Evidence Unit will not be accepted. 

 
V. Explosives and Fireworks 

 
The Property and Evidence Unit does not accept explosives.  Contact the Bomb 
Squad for destruction.   
 
Fireworks may only be submitted for destruction and they will be turned over to 
the Bomb Squad for disposal.  Used fireworks should be photographed in lieu of 
collection and will not be accepted. 

    
W. Computer Equipment and Electronic Storage Devices 

 
All electronic devices should be treated with care.  Place devices in an air-
conditioned area and out of direct sunlight if practicable during transport.  Keep the 
items away from radio terminals located in patrol vehicles.  Devices should be 
transported to the Precinct/Unit evidence room unless exigent circumstances 
require transport directly to the Technology Based Crime Unit for analysis. Contact 
the TBCU supervisor prior to transport to the TBCU office. 
 
Be sure to document all handling of devices within a supplemental report. 

 
1. Desktop Computers 
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a. If the device is off, do not turn the device on.  In the event, the 

computer is on do not shut it down, photograph the screen and do 
not click on items on the screen or enter information using a 
keyboard. 

 
b. If encryption is suspected contact the TBCU for further direction.   
 
c. When no encryption, is suspected, unplug the device from the 

computer and not the wall.  
 
d. Collect the Computer and power cables with the device.  The 

collection of peripherals such as monitor, keyboard, mouse, etc., are 
not necessary unless significant to the investigation. 

 
e. Tamper evident packing tape should be placed across the back of a 

computer to prevent tampering and the appropriate property tag 
should be attached using a zip tie.  Do not tape a tag to the computer.  
The barcode should be attached to the back of the tag. 

 
2. Server / NAS Storage System 
 

A server is a storage system to connect multiple users/account to a central 
system.  The system can operate as a connection to a certain service or 
contain multiple hard drives.  These systems are primarily always running 
and generating logs of users and account activity.  A NAS is a storage 
system that contains multiple hard drives to store data.  It can be used by a 
single user or multiple users and can vary on the configuration. 

 
• Contact the TBCU for further direction. 

 
3. Laptops 

 
a. If the device is off, do not turn the device on.  In the event, the 

computer is on do not shut it down, photograph the screen and do 
not click on items on the screen or enter information through a 
keyboard or touch screen. 

 
b. If encryption is suspected contact the TBCU for further direction.    
 
c. When no encryption is suspected, unplug from the back of the laptop 

and remove the battery from the laptop. 
 
d. When the device must remain on, it should be placed in a validated 

Faraday bag and contact the TBCU unit for further direction. 
 
e. Collect the laptop and power cables with the device. 
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f. Laptops should be packaged in paper bags as described in “General 

Packaging Procedures”.  Package power cables separately. 
 
4. Smartphone / Tablet 

 
A. Device On 

 
a. If the passcode is unknown leave the device on. 

 
b. Upon the decision to seize the device no one outside of law 

enforcement should handle the device. 
 

c. If the passcode is unknown, leave the device on and place 
the device in airplane mode if possible.  Otherwise, place the 
device in a validated Faraday bag or contact the TBCU for 
further direction. 

 
d. Collect the power cables and adapter with the device.  If the 

device must be left powered on, consider charging the 
battery to prevent the device from turning off before it can 
be analyzed by TBCU personnel. 

 
e. Remove the SIM card if applicable and if none of the above 

options can be met contact the TBCU for direction. 
 
f. If the passcode is known the device may be powered off. 
 
g. Package the device in a medium or large manila envelope as 

described in “General Packaging Procedures”.  Power cables 
and adapters should be packaged separately. 

 
B. Device Off 

 
a. Leave the device off. 
 
b. Package the device in a medium or large manila envelope as 

described in “General Packaging Procedures”.  Power cables 
and adapters should be packaged separately. 

 
C. Water Damaged 

 
a. If the device is witnessed being thrown into the water by the 

officer, quickly remove it and notify the TBCU. 
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b. If the device has been in the water for an undetermined 
amount of time, collect the device with the water and notify 
the TBCU. 

 
D. Device Dropped 

 
a. If the device is off, leave it off and package the device 

following the steps above and document the damage in 
SAFE and in the incident report. 

 
b. If the device is on, follow the steps above and document the 

damage in SAFE and in the incident report. 
 

1. Vehicle Infotainment Systems 
 
A vehicle can have an infotainment system installed at the factory or 
aftermarket by the owner of the vehicle.  The system can track the vehicle 
by Global Position System (GPS), connect a Bluetooth device, make phone 
calls or send messages and utilize applications installed.  
 
a. Determine if the system in the vehicle will hold evidence related to 

the investigation by researching the device or contacting the TBCU. 
 
b. Secure the vehicle to prevent manipulation or data being overwritten 

to the system. 
 
c. If available, secure any mobile devices connected to the 

infotainment system via USB/Bluetooth. 
  
d. Contact the TBCU for further direction. 

 
2. Internet of Things 

 
These devices vary by size and type but are devices that connect to the 
internet and download applications and perform a set of tasks allowed by 
the manufacturer (i.e. Smart TV, Smart Fridge, DVR). 

 
a. Determine if the item holds evidence related to the investigation by 

researching the device or contacting the TBCU. 
 
b. For a Digital Video Recording System (DVR), contact the TBCU 

for further direction. 
 
c. For large items like a Smart Fridge, contact the TBCU for further 

direction. 
 

3. Peripheral Devices (USB Drive, Diskette, CD, etc.) 
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These are external storage devices used to store digital files.  This includes, 
but is not limited to, USB drives, SD Cards, 3.5 Disk, Zip Disk, and 
CD/DVD/Blu-Ray Discs. 
 
a. If the peripheral device(s) contains digital evidence, upload files 

contained on the device to SAFE as digital evidence.  Ensure the 
digital files uploaded correctly into SAFE.  The device will be 
returned to the owner as soon as data is uploaded to SAFE and 
should not be submitted for evidence.  If the device is safekeeping 
or found property, the procedures listed below shall apply. 
 

b. Peripheral devices should be packaged in a manila envelope as 
described in “General Packaging Procedures”. 

 
4. Damaged Hard Drive 

 
A. Water Damaged Hard Drive 

 
Collect the device with the water and notify the TBCU. 

 
B. Dropped Hard Drive 

 
Document the damage in the incident report and in SAFE and 
package in a paper bag as described in “General Packaging 
Procedures”. 
 

C. Fire Damaged Hard Drive 
 
a. Contact the TBCU for direction if there is only fire damage. 
 
b. Refer to “Water Damaged Hard Drive” if located in water 

after the fire has been extinguished.  
 

X. Perishable Items 
 
 Foodstuffs are not accepted.  However, in situations where items have evidentia l 

value, such as a poisoning or edible drug, a sample may be accepted.  Samples from 
instances of a poisoning fall under the “Dangerous Materials” section of this policy.  
Edible drug samples may be placed in a vial, metal can or double bagged in heat 
sealed plastic bags.  Because samples can quickly degrade and grow mold, they 
should be brought directly to the Property and Evidence Unit to be refrigerated or 
frozen.  Samples should not be left in a Precinct/Unit temporary storage locker. 

  
 Y. Liquids 
 

If a liquid has evidential value, a representative sample may be collected and placed 
into a vial for submission.  Items such as shampoo, conditioner, lotion, perfume, 
cologne, water, soda, etc., will not be accepted. 
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1. Vial caps must be sealed using tamper evident packing tape.  The officer’s 

initials must be written on the junction of the tape and the vial. 
 
2. Vials must be double bagged.  A small heat-sealable plastic bag or Zip-loc 

bag may be utilized as the first bag. 
 
3. Prepackaged vials can be submitted in their original container (i.e. steroids). 

 
Z. Shell Casings 
 

Evidence shell casings must be packaged separately for NIBIN testing purposes.  
Casings should be individually packaged in small manila envelopes before 
placement in a plastic bag.  Care should be taken so as not to scratch or damage 
casings as it may affect their evidentiary value. 
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