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FOREWORD 

When we think of the drug problem~ our minds summon up the conventional 
images of pushers and addicts • Hardly, if ever" do we think of any of the 
other ills associated with drug abuse. 

Aside from the burglaries" larcenies" and other crimes committed because 
of narcotics" there are additional sinuous branches sprouting from the drug 
culture vine. Some of these growths entwine the individual police officer 
and the overall police function. One offshoot" the handling and security of 
narcotics and dangerous drugs after they are collected or seized by the 
I?olice. is the subject of this manual. . 

Once seized by the police" narcotic and dangerous drug evidence requires 
protection in order that it may be preserved in its original state until it is 
brought before a court or destroyed through legal process. 

It is during 'this period that the greatest demands are placed on personnel of 
the law enforcement agency concerned. Not only must narcotic and danger­
ous drug evidence be protected against loss and outside threats of incursion, 
but" unfortunately, sometimes from internal intrusions as well. 

Although relatively uncommon" there have been occasions when narcotic 
and dangerous drug evidence has disappeared from a "secure" area under 
the control and within the confines of a police agency. There have been 
other instances when the evidentiary chain of custody" for one reason or 
another. has been broken and the evidence made worthless as far as being 
used to (!onvict a felon. 

Mostly. narcotic and dangerous drug evidence has been lost through negli­
gence, pooI\records-keeping" lack of knowledge, absence of instructions" 
and insuffici~~nt or weak security practices. A few of these occurrences 
were traceab1:'tl to the absence of that illusive character trait known as 
"integrity. " 
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Recognizing the existence of these shortcomings. the Drug Enforcement 
Administration and the International Association of Chiefs of Police studied 
the situation to find a basis for recommending abative' action. These 
recommendations. in the form of a guide to the security and handling of 
narcotic and dangerous drug evidence. are presented in this manual. 

Numerous field trips were made to various police agencies in an attempt 
to view evidentiary handling and security procedures and extract the best 
methods or innovations from each. Information obtained from these on­
site visits was combined with the results of individual research and the 
thoughts of knowledgeable. experienced persons contacted during the fact­
gathering phase. The results were compiled and set down herein for use 
by those involved with the handling and security of narcotic and dangerous 

drug evidence. 

1k~~~ 
Drug Enforcement Administration 
United States Department of Justice 

~ Quinn Tamm 
Executive Director 
International Association 

of Chiefs of Police 
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PURPOSE AND TERMINOLOGY 

Purpos~. 

The purpose of this manual is to furnish guidance. suggest policy. and out­
line standardized practices for the benefit of personnel and agencies con­
cerned with the handling and security of narcotic and dangerous drug (NDD) 
evidence. -Handling procedures dealing only with narcotic and dangerous 
drug physical evidence will be addressed herein; testimonial evidence will 
not be discussed. 

In this manual. "handling" connotes one or more of the following gener~ 
actions that may be performed in the course of processing evidence_ i. e •• 
during the processing sequence: collection. identification_ preservation. 
receipt. analysis. storage. presentation (if trial results). and eventual 
dispOSition or destruction. "Security" pertains to the measures which are 
taken during the processing sequence while safeguarding the evidence in 
order to maintam intact its integrity. 

This manual is also intended to serve as a basic reference document for 
the training of individuals in narcotic and dangerous drug evidence handling 
procedures. 

Also. in the text. certain recommendations will be forwarded pertaining 
to structural standards and intrusion detection devices for evidence rooms! 
vaults and repositories. 

Definitions. Abbreviations. and Explanation of Term~ 

The definitions. abbreviations. ,and terms used in the text arel listed below: 
they are furnished to facilitate comprehension and reduce vel'biage-not 
for legal or official determinations. 

1 
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Chain of Custody. The witnessed. written record of .all indi~dualS 
who have maintained unbroken control over (custody of) the :vldence sm~e 
its acquisition by a police agency. The chain ~f c?stod! beg:n:s whe~ a?- Item 
of evidence is collected. and is maintained until fmal dlSp~s:-tion Of.lt.lS. 
made. The chain of custody assures continuous accountabIlIty .and if It IS 
not properly maintained on a particular item of e~dence. that ~tem may ~e 
inadmissible in court. Each individual in the cham ~f custody IS respo~slble 
for an item of evidence to include its care. safekeepmg. and preservation 
while it is under his control. 

Controlled Substance. A drug or other matter. or immediate pre­
cursor included in schedule I. II. m. IV. or V of Appendix III. The term 
does n~t include distilled spirits. wine. malt beverages. or tobacco. 

Control Package. .An evidence envelope or package which contains 
a specimen of a known narcotic or dangerous drug by weight an~/or count. 
At irregular intervals. a control package .is su~mitted to a partIcular for~n­
sic chemist for analysis without the chemIst bemg aware that the package s 
contents have already been analyzed. weighed. and/or counted. After the 
chemist lIanalyzes II and returns the control package. the contents are 
examined by supervisory personnel to determine the chemist's accuracy. 

CUstody. The exercise of immediate charge or control over a 

pe-rson(s) or ~(s).: 

Dangerous Drug. A:rry nonnarcotic substance which the Attorney 
General or his designee. after investigation. has found to have~ and by _ 
directive designates as having. a potential for abuse byproducmg a.depres 
sant or stimulant effect on the central nervouS system or by producmg 
hallucinogenic perceptions. 

Date/Time Group. The date and time expressed in six digi~ (the 
first two digits represent the date; the last four digits represe~t the time 
according to a 24-hour clock-see IITwenty-Four Hour Clock. below). 
followed by the month stated or abbreviated in three letters (Jan •• Feb •• 
Mar •• Apr •• May •. Jun •• Jul •• Aug •• Sep •• Oct •• Nov •• Dec.). f?l1°:fed 

by the year expressed in two digits. (Example: ;:15 pm on the thir ._ 
August 1974 would be expressed as 031415 Aug 14. 2:15 am on the thir 
teenth ~f September. 1975 would be expressed as 130215 Sep 75). 

DepOsitory. See ''Repository. II below. 
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Drop-Box. A locked. heavy duty (preferably constructed of steel 
plate) safe-type container with an aperture permitting items of evidence to 
be deposited within. but which will not allow removal of the evidence unless 
an access door is unlocked and opened. Only the evidence custodian and his 
alternate should possess the means of unlocking the drop-box for the pur­
pose of removing evidence. There are numerous variations to this proced­
ure. Drop-boxes may take the form of tiered. commercial bank-type. safe 
deposit boxes. except that after the evidence is deposited in a drop-box. it 
is subject to removal only by the evidence custodian or his alternate. An 
advantage of the safe deposit box method is the flexibility it offers-the 
boxes can be constructed in various dimensions. thereby providing storage 
space for evidence in diverse amounts (example: four marihuana bricks or 
four marihuana cigarettes) and configurations (example: marihuana plants 
grOwing in pots). Another system is analogous to the night deposit pro­
cedure used by commercial banks. In this case. a chute or sloping channel 
paEises the evidence into a secure area to which only the evidence custodian 
or his alternate has access. Here. care must be exercised to avoid crush­
ing or otherwise damaging the evidence while it is being deposited (dropped); 
inclination of the chute's plane can be lessened or cushioning devices can be 
placed on the bottom of the receptacle which receives the evidence. Irre­
spective of the principle employed in the construction of a drop-box. the 
security consideration is paramount-presumably. the construction of the 
box is such that the evidence. once deposited therein. remains undisturbed 
until removed by an authoriz-ed person or persons. 

Drug Abuse. The illegal. wrongful. or improper use of any nar­
cotic substance. marihuana or other dangerous drug. or the illegal or wrong­
ful possession. sale. transfer. del'\very. or manufacture of the same. 

.!r" 

Duress Code. A word or phrase inserted into a normal conversa­
tion which alerts a second person that the individual using the code word or 
phrase is being forced to vouch for an unauthorized person(s). and thereby 
permitting the unauthorized entry of the vouchee{s) into a secure area. 

Evidence. Anything that tends to assist in ascertaining the truth of 
a matter or furnishes proof of a fact. (NB: Although. in the literal sense. 
narcotic and dangerous drug evidence is actually property-or contraband­
being held in police custody. the very fact that it is in the custody of a law 
enforcement agency suggests that its presence there is due to some type of 
unlawful act; in this sense. narcotic and dangerous drug IIpropertyll is con­
sidered to be evidence. It is in this latter respect that all narcotic and dan­
gerous drug IIproperty" will be referred to throughout the text as "evidence." 
To avoid semantic ambiguity or confusion in the use of definitions and ter­
minology. unless identified to the contrary. the connotative meaning of 
"evidence" will relate only to narcotics and dangeJ;'otls drugs; "property" 
will be used in reference to all other types of evidence held in custody. ) 

3 
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Evidence Envelope. Any of a variety of envelope-type wrappers. 
used as a container for evidence. Evidence envelopes are manufactured m 
various designs and sizes utilizing different kinds of material. 

The most commonly obtainable evidence envelope in use today measur;:;:-s 
about 9" X 12". and is manufactured from heavy kraft or manila paper •. 
The paper evidence envelope has a flap which can be se~led or fastened m 
one or more ways. The flap, in addition to being adhesIve or gu~ed. 
may also be equipped with a clasp or lock. Because they ar: p~actically 
tamper-proof, envelopes equipped with lock-type seals are fmdmg fav~r 
with many police agencies. Actually, these seals are pronged, metallic 
fasteners affixed to the envelope I s flap which, when the flap is folded, can 
be inserted into a metal receptacle affixed to the body of the envelope. 
Once inserted, the metal prongs automatically lock in place and cannot be 
removed without damaging or destroying the entire device. Since the lock­
ing-type envelope seal cannot be removed unless the envelope is cut or 
torn a cursory glance at the flap will generally indicate whether an un­
auth~rized attempt has been made to open the envelope. Normally, this 
envelope has two flaps-one to which the locking device is a!tached and. 
underneath the first. another flap which can be sealed adhesIvely. Also. 
information pertaining to the evidence enclosed within can be typed or 
printed on the obverse and/or reverse of the envelope. 

Another type of evidence container which is rapidly finding acce~~ance 
among police officials is in the form of a clear polyester or pla~tic bag, 
pouch, or envelope. Sealing a container of this sort is accomplIshed by 
applying heat near the open ends of the pouch i?- a manner that wil!- meld, 
one side of the container to the other. An ObVIOUS advantage of thIS sys­
tem is the fact that the evidence can be viewed without removing it from 
its container. Identifying information can be entered on a label attachyd 
to or placed inside the bag. As is the case with the n;.etallic ~ock-~EJ 
envelope, evidence cannot be removed from the plastic contamer WIthout 
tearing or cutting the container itself. 

To the extent that the available designs and material are concerned, the 
best solution to evidence packaging may lie in a combination of the two 
envelopes just described. Although undoubte~ly prohibi~ve f?r ma~y law 
enforcement agencies insofar as cost is consIdered, an mterIOr eVldence 
envelope (inner container) of plastic used in conjunction w~th an exter~or 
heavy duty paper envelope would perhaps represent the ultimate in eVl­
dence packaging. 

(Note: Once sealed, even though the evidence cannot be removed without 
damaging whatever container is employed f,or .packa~ng purposes, po:wdery 
substances present a problem not often assOCIated WIth the preservatIOn of 
other types of property in police custody. Powders and granules can be 
sifted from their containers through minute holes or crevices. A puncture 
made by a pin or needle in a plastic or paper envelope may not be readily 
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discernible; however, a substantial amount of heroin or cocaine could be lost 
or pilfered through such an opening. If for this reason alone, evidence bags 
and envelopes should be subjected to close scrutiny during inspections and 
inventories of the evidence room.) 

Evidence or Evidence Room/Vault Clerk or Custodian. The person 
(civilian or sworn individual) officially appointed or deSignated to assume 
custody of the narcotic and dangerous drug evidence stored in the narcotic 
and dangerous drug evidence room/vault located within the property room or 
other evidence repository. He is responsible for the accountability, pre­
servation, safe-guarding, and disposition of all evidence released to him. 
(See definition of "Property or Property Room Clerk. or Custodian. "below.) 

Alternate Evidence or Evidence Room/Vault Clerk or Custodian. 
The person (civilian or sworn individual) officially appointed or deSignated to 
assist the narcotic and dangerous drug evidence custodian or assume custody 
of the narcotic and dangerous drug evidence stored in the narcotic and danger­
ous drug evidence room located within the property room or other evidence 
repository during the absence of the evidence custodian. See definition of 
"Alternate Property or Property Room Clerk or Custodian," below. 

Evidence Repository (Depository). A secure area, room (other than 
a narcotic and dangerous drug evidence room within a property room or lab­
oratory), vault, safe, or other similar container used for the permanent or 
temporary storage of narcotic and dangerous drug evidence. 

Evidence Room/Vault. A secure area set aside within a property 
room used for the permanent or temporary storage of narcotic and danger­
ous drug evidence. 

Hallucinogen. Any substance which after internal bodily intro­
duction acts upon the nervous system to produce hallucinations (perceiving 
objects with no reality). 

ID. Abbreviation for: Identification. 

IDD. Abbreviation for: Intrusion Detection Device, see below. 

Intrusion Detection Device. A mechanism which initiates an alarm 
signal as a result of sensing the stimulus or coordination to which it is 
designed to react. Some types of IDD systems are audio, sonic. ultrasonic, 
microwave, electro-mechanical, electro-magnetic (interior), e~ectro­
magnetic (exterior), and photoelectric. Closed circuit television is also 
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considered to be an IDD, although its use as such depends upon visual mon­
itoring and it does not automatically emit an alarm when an intruder is 
detected. 

Inventory. (1) A descriptive listing of evidence entered on the 
inventory and chain of custody form by the seizing or arresting officer. In 
the processing sequence, the inventory operation comprises the steps of 
field testing, marking, photographing, weighing, and counting, if practi­
cable (see Figure 1, Appendix VI). (2) A survey, by amount and type, of 
the evidence on hand in the evidence rOOInr. (See "Inventories," Chapter n. ) 

Laboratory Evidence or Evidence Room/Vault Clerk or Custodian. 
The person (civilian or sworn individual) officially appointed or designated 
to assume custody of narcotic and dangerous drug evidence released to the 
laboratory. He is responsible for the accountability, preservation, safe­
guarding, and disposition of all evidence released to him. If the duty of 
laboratory evidence custodian is given as an additional function to an em­
'ployee assigned to the laboratory, the employee so' designated should not be 
on the laboratory's professional staff (for example, a forensic chemist); 
rather, the designee should have an administrative orientation. 

- Alternate Laboratory Evidence or Evidence Room/Vault Clerk 
or Custodian. The person (civilian or sworn individual) officially appointed 
or deSignated to assist the narcotic and dangerous drug laboratory evidence 
custodian br assume custody of narcotic and dangerous drug evidence re­
leased to the laboratory during the absence of the laboratory evidence cus­
todian. If the duty of the alternate laboratory evidence custodian is given 
as an additional function to an employee already assigned to the laboratory, • 
the employee so deSignated should not be on the laboratory's professional 
staff (for example, a forensic chemist); rather, the designee should ha10l"e an 
administrative orientation. 

Laboratory Evidence Room/Vault. A secure area set aside within 
a laboratory used for the temporary storage of narcotic and dangerous drug 
evidence which has been released to the laboratory for analysis. 

Marihuana. The intoxicating products of the hemp plant (cannabis 
sativa) or any of the products derived from it, for example: hashish. The 
active ingredients in marihuana, most notably tetrahydrocannabinol (THC), 
are strong hallucinogens with sedative properties. 

N / A. Abbreviation for: Not Applicable. 
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Narcotic. Any opiate (whether naturally occurring or synthetic) 
or cocaine. Examples: Opium, .heroin, morphine, codeine, paregoric, 
dilauded. meperidine, and methadone. 

NDD. Abbreviation for: Narcotic(s) and Dangerous Drug(s). For 
the purpose of this manual, marihuana is included in any reference to nar­
cotics and dangerous drugs. 

Personal Laboratory Evidence Vault. A secure, safe deposit-type 
receptacle for the temporary storage of narcotic and dangerous drug evi­
dence in the laboratory. Personal vaults are provided for the use of individ­
uallaboratory personnel who wish to secure evidence for which they are 
responsible during times when access to the regular laboratory evidence 
room is not available. 

Probable Cause. A sufficient reason to effect the apprehension of 
a person supported by evidence strong enough to establish presumption, but 
not proof. 

Processing Sequence. The series of actions or operations per­
formed by various personnel in conjunction with narcotic and dangerous drug 
evidence while it is passing through the chain of custody-from seizure until 
final disposition. The general, successive functions inherent in the process­
ing sequence are collection, identification,preservation, receipt, analysis, 
storage, presentation (if trial results), and eventual disposition or destruc­
tion. (See Figure 1.) 

Property. Items (except narcotics and dangerous drugs) of eviden­
tiary or other value which come into the custody of a law enforcement agency. 
See definition of "Evidence. " above. 

. Property Control Number (Property Number). The individual num­
ber assigned on the property control card to collective items of property/ 
evidence pertaining to one case or incident which have been received by the 
property/evidence custodian for storage and safekeeping. The property con­
trol number has numerous uses and may be, cross-indexed with other records 
depending upon the type of records system being maintained. Primarily; the 
property control number serves as the basic reference number used by prop­
erty room personnel to locate stored items of property/evidence. In many 
agencies, the arrestl complaint I case number also serves as the property con­
trol number. Cross-indexing the property control number with the evidence 
locator number (shelf, bin, box location) facilitates evidentiary retrieval and 
inventory. 
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Property or Property Room Clerk or custodian. The person 
(civilian or sworn individual) officially appointed or designated to assume 
custody of property stored in the property room. The property clerk is 
responsible for the accountability# preservation# safeguarding# and dis­
position of all property released to him. He may also act as the custodian 
of narcotic and dangerous drug evidence stored in the narcotic and dang'er­
ous drug evidence room located within the property room or other evidence 
repository. 

- Alternate Property or Property Room Clerk or Custodian. 
The person (civilian or sworn individual) officially appointed or designated 
to assist the property clerk or assume custody of the property stored in the 
property room during the absence of the property room clerk. If the p!'op­
erty room clerk also acts as custodian of narcotic and dangerous drug 
evidence stored in the narcotic and dangerous drug evidence room or other 
evidence repository# the alternate property clerk may also act as alternate 
custodian for narcotic and dangerous drug evidence in this category. 

Property Room. A secure area set aside within a law enforce­
ment facility used for the permanent or temporary storage of property 
which comes into the custody of that law enforcement agency. (See defini­
tion of "Property# " above.) 

Qualitative Analysis (Qualitation). A chemical analysis designed 
to identify the components of a substance or mixturEi. 

Quantitative Analysis (Quantitation). A chemical analysis designed 
to determine the amounts or proportions of the components of a substance 
or mixture. (See "The Role of DEA Laboratories#" Appendix IV.) 

Repository. A place# room# or container where something is 
deposited or stored# especially for safekeeping. Used interchangably with 
"depository. II 

Seizing Officer. The member of a law enforcement agency who 
first collects or receives narcotic and dangerous drug evidence# from 
whatever source# and introduces it into the chain of custody. If an arrest 
is effected at the time the evidence is seized# the arresting officer also 
becomes the seizing officer. 

S&AN. Abbreviation for: Social Security Account Number. 
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Suspense Date. The date assigned to any particular action 
(report# study# letter) or operation (raid# surveillance) indicating the date 
on which the action or operation is due to be submitted# commenced# or 
completed. In some agencies# the term "target date" is used in lieu of 
"suspense date. " 

Suspense File. A filing system designed to indicate when a par­
ticular action (report# study# letter) or operation (raid# surveillance) is 
due to be submitted# commenced# or completed. The system is maintained 
through the use of index cards (filed chronologically by date) cross-indexed 
with an alphabetical subject file. Visual inspection of either card file will 
furnish the due-date or subject matter of any particular action or operation. 
Sometimes# the "suspense fUe" is referred to as a "tickler file. " 

Twenty-Four Hour Clock. A method of expressing time according 
to the following system (sometimes referred to as "military time"): 

1:00 am = 0100 hours 
1:15 am = 0115 hours 
1:30 am = 0130 houz's 
1:45 am ;: 0145 hours 
2:00 am = 0200 hours 
3:00 am = 0300 hours 
4:00 am = 0400 hours 
5:00 am = 0500 hours 
6:00 am = 0600 hours 
7 :00 am = 0700 hours 
8:00 am = 0800 hours 
9:00 am = 0900 hours 

10:00 am = 1000 hours 
11 :00 am = 1100 hours 

(noon) 12 :00 am = 1200 hours 
12:15 pm = 1215 hours 
12 :30 pm = 1230 hours 

12:45 pm = 1245 hours 
1:00 pm = 1300 hours 
2:00 pm = 1400 hours 
3:00 pm = 1500 hours 
4:00 pm = 1600 hours 
5 :00 pm = 1700 hours 
6:00 pm = 1800 hours 
7:00 pm = 1900 hours 
8 :00 pm = 2000 hours 
9:00 pm = 2100 hours 

10:00 pm = 2200 hours 
11 :00 pm = 2300 hours 

(midnight) 12 :00 pm = 2400 hours 
12:15 am = 0015 hours 
12:30 am = 0030 hours 
12:45 am = 0045 hours 
1:00 am = 0100 hours 

Two-Man Rule (Policy# Concept). A system designed to prohibit 
a ~ingle individual from having access to or exerciSing custody over nar­
cotic and dangerous drug evidence by requiring the presence at all times 
of at least two authorized persons# each capable of detecting incorrect or 
unauthorized procedures with respect to the task being performed. 
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GENERAL CONSIDERATIONS 

An Overview 

Absolute or perfect security is always the goal of individuals responsible 
for the protection of persons. places. and things. However. such an ideal 
security posture can hardly ever be attained. There are few objects so well 
protected that they cannot be lost. stolen. tampered With. damaged. or 
destroyed. The primary objective. then. for requiring tight administrative 
and physical security controls for narcotic and dangerous drug evidence is. 
to account for its availability and continuing. unaltered existence throughout 
the processing sequence-from seizure to final di~position. 

Inherent in this objective is the requirement to make access to the evidence 
for an intruder so difficult that he will hesitate to effect a break-in. 
Similarly. should his attempt to force an entry be suc~essfu1. to provide for 
his detection and apprehension. Here. aside from the human element. phys­
ica1 safeguards (barriers and alarms) become. the first line of defense 
against intrusion. The relative amount of protection provided by physical 
security safeguards depends in large measure upon the depth and delay time 
that can be accumulated by the institution of such protective measures. 

To achieve optimum security for evidence rooms and repositories. planning 
conducted prior to the establishment.of physical protective measures must 
take certain considerations into account. In particular. the vulnerability and 
specific:·criticality of val'ious areas must be w~ighed and available reRources 
allocated accordingly. In general, the scope and character of the narcotic 
and dangerous drug evidence protection program to be established and mf!:in­
tained by a given agency should be evaluated in the light of: 

• Importance attached to the protection effort by the govern­
mental bodies (judicial and executive) involved. 

• Criticality. ~< e .• the importance to the agency as a whole. 

• Vulnerability to real and potential hazards. damage. or loss. 
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Effect that the security program would have on operational 
and administrative efficiency. 

Limitations imposed by the physical characteristics of the 
various areas to be considered. 

Alternate measures or techniques. 

Probable threat or risk involved or estimated. 

Availability of funds. 

Each agency must continually review and evalua~e its pro.cedures w.ith re- _ 
spect to the foregoing points and devise approprlate physlcal. securl~ stand 
ards. Criticality and vulnerability criteria may vary from time to hme as 
does the i:m.portance of the product for which they are measured. 

* * * * * 
Once a law enforcement agency drafts a method for processing narcotic e.nd 
dangerous drug evidence, the proposed sequence, in ~s comp~ete a form as 
possible (including all allied documents, forms, and mstruchons), ~hould be 
reviewed for sufficiency by a competent legal expert well-gro~ded m the 
rules of evidence. After the recommendations of the legal revl~wer have 
been incorporated into the draft where applicable. a second :eVl~w sho~d be 
conducted before the law enforcement agency finalizes the dlrechv~ which 
places the approved narcotic and dangerous drug evidence processmg se­
quence into effect. The directive shou~d indicate that its contents have been 
coordinated with a particular legal consult?nt. 

Before the implementing directive is published, its pro~sions s::lOuld ~lso 
be reviewed by one or more experts in the fiel~ ~f securl~. ThlS r,:Vlew 
should be conducted from the ~ewpoint of proVldmg the highest posslble . 
degree of security, consistent with good operating s~andards, for narcotic 
and dangerous drug evidence throughout the processmg sequence. 

* * * * * 
As an entity, the processing sequence is mechanical and in~imate ~ na~e; 
therefore to operate effectively. it must be supported by anlmate, mte~l-. 
ge~t acti;ns and reactions. Without close human observation and supervlslon, 
an item of evidence may be altered, stolen, or lost at any of a number of 
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points along the processing sequence. By themselves, locks and other safe­
guards are no match for the multitudinously devious schemes of those bent 
on evidential pilferage or theft. 

For the reasons just mentioned. evidence being processed should be sub­
jected to various innovative, as well as routine, checks and balances. 
Individuals involved in the processing sequence whose duties require them 
'00 handle the evidence must develop a sense of responsibility and awareness 
While the evidence is under their control. 

Whenever individual integrity is questioned or subjected to examination. the 
persons involved often become defensive and hostile. Regardless of the un­
palatable (and time consuming) aspects of closely scrutinizing the condition 
and inventorying the amount of evidence about to be received. any incautious­
ness in this regard may have far more unpleasant results. Insofar as possi­
bleJO evidential security checks and balances should be conducted with due 
respect for individual dignity and human sensitiveness. Nevertheless, re­
gardless of any interpersonal mental conflict involved, controls should 
always be applied when either doubt or suspicion is aroused. 

Should a discrepancy be observed (difference in weight or count of evidence 
between that reported 'by a seizing officer and a forensic chemist) or should 
an evidence custodian suspect that seals on an evidence envelope he is about 
to receive have been tampered with, immediate notification should be passed. 
to the supervisory level. An investigation should be ~tnitiated immediately 
and. based upon the outcome, appropriate action take'n. 

Every individual in the chain of custody must be apprised of his right of 
refusal to accept evidence which he believes may have been compromised. 
Resolution of doubt may be accomplished in numerous ways (reanalysis. 
reinventory. investigation); the important point is that it be resolved prompt­
ly and justly. Rapid supervisory responsiveness and judicious action will 
buttress the processing sequence and serve to show the importance of in­
dividual awareness. 

* * * * * 
As stated, this manual is concerned primarily with the handling and security 
of narcotic and dangerous drug evidence from the moment it is seized until 
its destruction or disposition by other means. Here, the words "moment it 
is seized" assume great significance. --
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For the same reason that only those crimes which, occur can be measured 
and catalogued. only that evidence which is actually collected and reported 
can be processed. This observation is not as obvious and innocuous as it 
may appear. 

The key word in the first sentence of the preceding paragraph is "reported." 
The importance of this word is pointed up in testimony given during a hear­
ing on alleged violations regarding the handling of narcotic and daligerous 
drug evidence: 

Q. In addition to obtaining narcotics in the fashion you just 
described. were there ever occasions where you would 
make an arrest but hold back the amount seized? 

A. That is true. 

Q. Was that practice also common with the Narcotics 
Division? 

A. It was. 1 

On1y that evidence can be identified which the seizing officer introduces or 
causes to be introduced into the processing sequence. The seizing officer. 
and he alone. is the individual'solely responsible for the amount and type of 
narcotic and dangerous drug evidence for which an official receipt is issued. 
The individual police officer constitutes the first bulwark against any mis­
handling of evidence during and after its seizure. 

This latter fact should be among those considered in any screening proced­
ure designed to s~gle out highly principl~d indiviquals to perform the role 
of police officer. Police administrators have spent countless hours in an 
attempt to find ways to identify police officer candidates who possess and 
nurture the much sought-after attribute of integrity. Over the years. t!er­
tain means have been found which. although they may not remedy all the ills 
associated with the personnel selection process. will at least minimize the 
appointment and retention of substandard personnel. 

IFrom a recent report on the mismanagement of evidence. 
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With specific reference to narcotic and dangerous drug operations. listed 
below are some of the methods which have been recommended for or proved 
relatively successful in maintaining a law enforcement agency comprised of 
high ~!7W;~~;r personnel who exhibit a common spirit of enthusiasm. devotion 
to du~~r. 1 .. t)\.l 4J, ~trong regard for the honor of the group as a whole: 

• Lateral entry of high quality personnel at all levels within 
the departmental organizational structure. (Note: To 
provide these resources and thereby enhance professional­
ism. many police officers advocate the establishment of 
state and regional police academies. ) 

• Intensive in-depth background investigation for all police 
candidates. 

• 

• 

Selective aSSignment of recruits to both partners and dis­
tricts. 

Periodic inspections of personnel and equipment; 
unscheduled inventories and spot checks of high-value 
items held in police custody. 

• :lImproved training procedures emphasizing the importance 
/bf personal moral principle a.'ld integrity to police work. 

• Selective aSSignment of highly motivated. morally-sound 
veteran patrolmen as recruit field trainers. 

• 

• 

• 

Extended probationary periods for newly assigned police 
officers. 

Additional pay and benefits. 

Inclusion of the position of property/evidence clerk or cus­
todian within a recognized career development program. 
(Note: Recognition of this position in a particular career 
field would emphasize the position's importance. attract 
interested individuals. and remove from the position tho 
aura of its reputation as a terminal assignment without op­
portunity for advancement.) 
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• Closer supervision of police officers in the field. 

• Prevision 0f adequate funds to pay informants. 

• Orderly, planned r0tation of personnel assigned to vice 
investigations. 

• Abolition of the practice of requiring the police to receive 
or handle monies resulting from payment for permits and 
licenses, fines, and parking meter collections. 

• Regular meetings between supervisors and patrolmen or 
investigators to discuss individual problems and depart­
mental policies concerning the handling of narcotics. 

• Requirement that, whenever possible, all major narcotics 
arrests be closely supervised by first-line supervisors or 
command officers. 

• Closer operational coordination and cooperation between 
local, state, and Federal narcotics investigators. 

• Development of objective, m!:laningful individual evaluation 
pr0cedures which emphasize !'efficiency and integrity. 

• Development, adoption, and understanding of a police codl!1 
of ethics which could be displayed in offices and carried . 
(laminated wallet-size card) by police officers. (See fron­
tispiece: "Law Enforcement Code of Ethics," International 
Association of Chiefs of Police. ) 

• Realization that leadership is the most important element in 
establishing departmental esprit de corps. ~ 

In almost all cases, the seizing officer begins the process known as 
"handling" the evidence. Subsequently, whatever transpires as a result of 
the evidence that has been acquired affects the careers and lives of subject 
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and victim alike. If for this reason alone, the seizing officer's primary 
concern should be that of insuring the preservation of all of the evidence he 
has collected. 

Standing Operating Procedure (SOP) 

The purpose 'of an SOP is to describe those procedures which are essential 
and peculiar to the particular operation or tasks being addressed. An SOP 
lists, preferably in chronological order, those methods which are employed 
habitually to accomplish routine or recurring actions. The use of SOPs: 

• Reduces the number and types of other directives. 

• Simplifies training. 

• Enhances understanding and teamwork among other divisions 
or sections within an organization. 

• Apprises newly assigned personnel of the procedures to 
follow under a certain set of circumstances. 

• FacUitates efficiency and expedites operations. 

• Reduces the possibility of error" omission, and confusion. 

• Simplifies the preparation, promulgation, and execution of 
other directives. 

Written SOPs are exceptionally well-suited vehicles to use in establishing 
the procedures to be followed in the handling and security of narcotic and 
dangerous drug evidence. Today, whether due to overSight, lack of inter­
est, or ineptness, there are police departments which have not set forth 
written instructions on narcotic and dangerous drug evidence processing. 
The SOP is not mereJy a desirable document to have, it is a necessary 
document-necessary, if a department wishes to reach its objective of 
maintaining proper security in all aspects of the narcotic and dangerous 
drug evidence processing sequence. 
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An SOP should be detailed and exact. If the writer considers some point too 
insignificant or too well-known to include in an SOP. it is most likely that 
the point being considered is the one that. if omitted. would render the en­
tire directive useless. The premise that "everyone knows that this (or that) 
should be done now (or then)" is erroneous; it is to validate this proposition 
that the SOP is needed and should be developed. 

The narcotic and dangerous drug evidence handling SOP should address in 
detail each movement (physical and mechanical) or action (written and oraJl) 
that transpires at each point along the processing sequence (see Figure 1). 
Insofar as possible. a particular event should be described and explained by 
examining it through the interrogatives of-

• Who 

• What 

• When 

• Where 

• Why 

• How 

The language of an SOP should be characterized by accuracy, conciseness. 
and lucidity. Effective writing conveys the author's exact meaning and is 
not subject to misinterpretation. The following basi<? principles of good 
communication should be observed during i:he preparation of an SOP: 

• 

• 

• 

• 

Accuracy: factual. errorless. 

Brevity: simple words. short sentences. 

Clarity: simple and clear. 

Coherence: logical arrangement of subject matter (follow 
processing sequence). 

• . Completeness: explore all contingencies. 
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• Objectivity: develop an impersonal approach to the subject. 

• Unity: stay on the same track. do not deviate from the main 
idea. 

Pilferage of Narcotic and Dangerous Drug Evidence 

(Note: In the literal sense. "steal" generally applies to any surreptitious 
taking of anything tangible or intangible; "pilfer" implies stealing repeatedly 
in small amounts. In this portion of the manual. for purposes of maintain­
ing unity and brevity, the words. "pilfer, Ii "pilferer." and "pilferage" will 
also connote the meanings of "steal. " "thief. " and "theft." This latter ter­
minology will also include the meaning of not only petty theft, but also the 
theft of any quantity of narcotic and dangerous drug evidence. ) 

Pilferage of narcotic and dangerous drug evidence is probably the most 
common threat or inimical occurrence confronting those responsible for 
evidential security. By its very nature, pilferage-especially petty pil­
ferage-is difficult to prevent. more difficult to discover and prove. and 
dangerous to ignore. 

The risks attendant to the pilferage of narcotic and dangerous drug evidence 
shoUld not be considered in terms of monetary value alone. Aside from 
embarrassing the agency involved, losses of this nature may assume un­
expected proportions and. because of contingent ramifications. undermine 
departmental operations tb the point of jeopardizing mission accomplishment. 

Losses from pilferage of narcotic and dangerous drug evidence will depend 
on or result from a combination of variables such as those listed below 
(since these factors will vary considerably in different locations. each point 
must be weighed in conjunction with the others): 

• Type and amount of evidence being processed and stored. 

• Number of persons working in the facility. 

• Economic and social conditions in the community. 

• Attitude of the command element or supervisory personnel. 

• PhYSical security measures employed. 
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Pilferers may be considered to be of two types-

• First, the casual pilferer. The casual pilferer steals because 
he cannot resist taking advantage of an unexpected opportunity 
and because he has little fear of being detected. Generally, 
there is little or no planning involved in irregular or chance 
pilferage and the pilferer normally acts alone. He may steal 
evidence for which he has no immediate need or plans, or the 
items may be taken for the use of friends or associates. The 
casual pilferer will operate whenever he wants to procure a 
certain item or when the opportunity to pilfer is presented 
because of poor security standards. Although unsystematic in 
character, casual pilferage is nonetheless a serious matter­
especially if it becomes widespread and if the pilfered items 
have a high cash value. Again, the possibility always exists 
that the casual pilferer, if routinely successful, may resort 
to the systematic pilferage of narcotic and dangerous drug 
evidence. As casual pilferers are most generally employees 
of the agency maintaining the evidence. they are the most 
difficult to discover. 

• Second, the systematic pilferer. The systematic pilferer 
steals according to plan. He steals narcotic and dangerous 
drug evidence because he wants it for his own use, to sell for 
cash, or to barter for other items. He may act alone, in con­
cert with another, or with an organized group. Some members 
of such a group may be in positions to withdraw narcotic and ~ 
dangerous drug evidence from storage or control the movement 
of the evidence during the processing sequence. The system­
atic pilferer may strike only once, or he may extend his activ­
ities over a period of time. A pilferer in this category J,pay be 
an employee of the agency which is processing the narcotJic and 
dangerous drug evidence. If he is not an employee. it is prob­
able that he has entered into a conspiracy with an agency em­
ployee or employees. 

Pilferage of evidence may occur anywhere. and almost anyone may be a pil­
ferer. When the desire or need exists simultaneously with opportunity, theft 
is almost a cer~..inty. The more handling or in-transit time that the evidence 
is subjected~. the more vulnerable it becomes to theft. The points of great­
est vulnerability to and where probable opportunities for pilferage occur are 
at the various junctures along the processing sequence where the evidence is 
transferred from one handling mode to another; i. e •• while it is-

• Being placed into or withdrawn from storage. 

• In transit. 
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• In the laboratory. 

• Being transferred from one jurisdiction to another. 

• Awaiting destruction. 

To be successful, both the casual and systematic pilferer must satisfy 
certain requirements-

• First, the evidence to be stolen must be located. In the case 
of the casual pilferer, this requirement may be met through 
accidental discovery or individual search. The systematic 
pilferer may use more sophisticated methods; he may rely on 
observations made by members of his group, on his own ob­
servance. or on a check of items listed on reports and records. 

• Second, the method of obtaining access to and possession of 
the evidence must be ascertained. The method employed may 
be as Simple as breaking open a container or as complex as 
surveying the overall processing sequence for flaws in its 
security posture. It may take the form of bribing property 
clerks or evidence custodians. To gain access to the evidence, 
security passes may be counterfeited or an attempt may be 
made to divert the attention of those responsible for safeguard­
ing the evidence. Altering or forging documents relating to the 
evidence are other means by which the Successful thief allays 
suspicion. 

• ~. the manner in which the evidence is to be removed 
from its secure environment must be determined. Again. 
reliance on falsified documents itemizing the evidence may be 
the way in which the thief intends to carry out his plan. 
SpeCially-made items of clothing may be worn for secreti.on. 
of the stolen evidence. Further, it is a widely-known fact that 
particles of narcotic and dangerous drug evidence are well­
suited for concealment in many places on the body or in vehi­
cles. 

• Fourth. the way in which the stolen evidence is finally dis­
posed of must be considered. By investigating and uncovering 
the modus operandi used to effect the theft, the detection of in­
dividual use or other means of illegal evidentiary disposal 
presents the best opportunity to establish means of precluding 
future. similar incidents. Attentive study of the avenues open 
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to the potential pilferer and the institution of practical counter­
measures are ftmdamental to providing the best possible state 
of security for narcotic and dangerous drug evidence. 

Pilferage Control 

'To establish and maintain specific safeguards for the prevention of narcotic 
and dangerous drug evidence pilferage, a careful analysis must be made of 
existing conditions. No general guidelines (except constant awareness) are 
applicable. each situation must have separate standards tailored to meet its 
own peculiarities. To prevent theft or to gain immediate information of such 
a possibility. all available reinforcements should be enlisted (in relation to 
the amount and value of the evidence being held). to include the use of inform­
ants and the installation of the most sophisticated physical safeguards. 

Controlling the. Casual Pilferer. A practical method of controlling 
the casual pilferer is to place a number of psychological obstacles in his path. 
Since these roadblocks are intangible and largely intimidative, they are in­
capable of providing physical protection; however, their erection introduces 
a mental hesitation or opposition in the mind of the potential perpetrator, 
causing him to postpone or cancel his plan for clandestine removal of any 
evidentiary items. 

It should be borne in mind, however, that the majority of employees are 
honest and disapprove of illegal acts. For this reason. care should be taken 
not to introduce security measures which impair individual dignity or intrude 
on individual rights. If practiced, such measures will undermine, instead of 
strengthen. even the most purposeful program. 

A security education program should be established. The program should be 
designed to impress employees that they have far more to lose than gain if 
they engage in the theft of narcotic and dangerous drug evidence. An effective 
program should include examples or case histories of individuals who were 
discovered and cited for acts of pilferage. When presented, of course, the 
actual cases should be disguised-especially the identification of the subjects 
involved-to prevent possible law suits arising from complaints of libel. In 
the educational program, emphasis should be placed on the fact that the value 
of a stolen article is not the issue; rather, it is the unethicality of the act 
itself. In this regard. it is most important for supervisors to set the exam­
ple and preserve an acceptable moral atmosphere within their divisions or 
departments. 

The threefold objective of any security educational program should be to-

• familiarize all employees with the purpose for which the 
security measures were established, 
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• solicit the cooperation of each individual in complying witli 
these measures, and 

• defeat the supposition that employees need not be concerned 
with security practices if they do not handle or store evidence. 

Inherent in the results of a good security education program should be a 
voluntariness on the part of each participant to-

• learn and comply with all secnrity regulations; 

• prevent security infractions and violations; 

• ,adhere to prescribed security procedures; and 

• report immediately any loss of evidence .. breach in the 
security system, or culpable act of another. 

Another source of temptation to the casual pilferer is the possession of in­
formation or knowledge that slipshod narcotic and dangerous drug evidence 
accountability measures are practiced and tacitly accepted at one or more 
points in the processing sequence. The only remedy to this situation is the 
institution and maintenance of an accurate, well-documented chain of custody. 

Controlling the Systematic Pilferer. Psychological devices. while 
offering protection against the casual thief, will not deter the systematic pil­
ferer. Detailed documentation of and continual accountability for narcotic 
and dangerous drug evidence supplemented by the institution of other physical 
security measures are primary considerations in defending ag~inst incursions 
of the systematic thief. In this regard, certain active measures which may 
be implemented include-

• Careful screening of potential employees to reduce the 
possibility of hiring those bent on criminal activity. 

• Rapid and thorough investigation of all losses as soon as 
they become known. 

• Establishment of a secure key combination lock control 
system. 
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Installation of mechanical/ electronic IDD where feasible. 

Us~ of date/time stamped receipts in connection with the 
intra-agency transfer of narcotic and dangerous drug 
evidence. 

Institution of accurate methods for conducting inventories. 

Installation of visual monitoring devices at strategic locations 
within or near areas where narcotic and dangerous drug evi­
dence is stored. 

Submission of "control packages" (see definition of "Control 
Package .. " Chapter I) of evidence to forensic chemists. 

Establishment of an effective personnel identification and 
movement control system. The hallmarks of a well-adminis­
trated personnel identification and movement control system 
are present when two conditions are satisfied: when positive 
recognition can be made of those authorized to enter and leave 
a particular area. and when detection can be effected of in­
dividuals who attempt to enter areas where their presence is 
unauthorized. Basic to this system are the use of identifica­
tion cards or badges. access lists .. escorts. sign-in and sign­
out rosters .. and duress codes. 

Other Factors Influencing Evidentiary Security 

General. After official cognizance is taken of the amount of narco­
tics and dangerous drugs seized and introduced into the processing sequence .. 
the individual integrity of all persons coming into contact with the evidence 
or its container remains as the foremost security planning consideration. It 
is to protect individuals as well ~s to secure the evidence from thievesi that 
safeguards must be applied throughout the evidence'S progress through the 
chain of custody. 

When the evidence is not under official seal. the "two-man rule" (see "Two­
Man Rule .. " Chapter I) should be in effect. No deviation from or alteration 
to this policy should be countenanced. Once shortcuts to authorized pro­
cedures are permitted. it may not be long before the system is breached 
and evidence is lost. In general. where high-value. sensitive evidence is 
concerned, it is better to suffer some lack in efficiency than to suffer loss 
of part or all of the items in question. 
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Far from guaranteeing the absolute preservation of narcotic and dangerous 
drug evidence, implementation of the two-man rule nevertheless assures a 
greater degree of security than that afforded by the presence of only one 
person in the vicinity of the narcotics or dangerous drugs. The two-man 
rule is based upon the "check and balance" concept. To preclude the possi­
bility of team members acting in concert to compromise the integrity of the 
"two-man rule" policy .. permanent team pairings should be avoided. 

Storage. Because of its extreme sensitivity. narcotic and danger­
ous drug evidence which has been introduced into the chain of custody must 
be stored in a secure facility. 

• Access to the narcotic and dangerous drug repository should 
be authorized only to those whose presence. at any given time. 
is absolutely essential to the storage function. In all cases. 
with the exception of the primary or alternate evidence custo­
dian, access to or entry into a narcotic and dangerous drug 
evidence room. safe. or vault should not occur unless at least 
two authorized persons are present to perform the necessary 
operations associated with the opening and closing of the re­
pository. 

• Every six months or upon the transfer or change in status of 
any individual authorized entry into the narcotic and dangerou~s 
drug storage facility. all lock combinations should be changed. 
Combinations of locks used to secure evidence should be known 
only to the custodian and his alternate. All combinations 
should be recorded and placed in a sealed envelope and stored 
in the safe of the chief of police or his designated representa­
tive. 

• No more than two keys should be maintained for each lock af­
fixed to the narcotic and dangerous drug storage facility. One 
key should be in possession of the evidence custodian or his 
alternate; the duplicate key should be placed in a sealed enve­
lope and maintained in the safe of the chief of pOlice or his 
designated representative. Keys should be transferred from 
the custodian to his alternate only if the custodian is to be 
absent in excess of 24 hours. All key operated locks should 
be rotated at least once every six months. 

Provisions must also be made for the safeguarding of evidence which has 
been received by the laboratory for analysis. A secure room must be pro­
vided for the retention of evidence which cannot be analyzed in time to permit 
its return to the narcotic and dangerous drug evidence room in the property 
room before the close of business. Likewise. the measures taken to safe­
guard the evidence must be similar to those employed in the narcotic and 
dangerous drug evidence room located in the property room. 
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In the laboratory. the following additional means of safeguarding narcotic and 
dangerous drug evidence should be recognized: 

• 

• 

As is the case in the property room, primary and alternate 
evidence custodians or clerks should be appointed for the 
laboratory. The laboratory evidence clerk or his alternate 
should be the only individuals permitted access to the labora­
tory narcotic and dangerous drug evidence room. Furt:her, 
these two individuals should be the only persons authorIzed to 

. lid b II open the narcotic and dangerous drug eVIdence rop- ox, 
chute or self-locking repositories for the purpose of transfer­
ring ~vidence deposited therein to the laboratory n~rcotic and 
dangerous drug evidence room. The laboratory eVldence clerk 
and his alternate are also responsible for maintaining all 
vouchers. receipts, logs, and other records pertaining to t?-e 
preservation and storage of narcotic and dangero:us drug eVI­
dence while it is within the laboratory. Such duties and respon­
sibilities do not entail the maintenance of any records concern­
ing quantitation or other analysis to which the evidence may be 
subjected forensically. 

Although the use of personal narcotic and dangerous drug evi­
dence vaults by forensic chemists is authorized in many labora­
tories, such practice. if not con.trolled closely. may lead to 
serious ramifications. Consequently, the use of these vaults 
should not be allowed to become routine. Individual evidence 
lockers must not be considered as being supplements to the reg­
ular laboratory narcotic and dangerous drug evidence room; if 
authorized at all. they should be employed only when an abso­
lute need exists-not for purposes of convenience. The pur­
pose of the personal laboratory evidence vault is to provide a 
temporary. secure area for individuall~boratory ~ersonnel 
to store narcotic and dangerous drug eVIdence (which has been 
unsealed for purposes of analysis). d~ru:g p_eriods ~I:en the 
reguiar laboratory narcotic and danger~us drug eVIdence vault 
is closed. If a forensic chemist is unable to complete a par­
ticular narcotic and dangerous drug evidence analysis during 
normal working hours (during the time that the regular labora­
tory narcotic and dangerous drug e~de~ce room is no~ open), . 
he secures the evidence in question m his personal eVIdence 
vault. Use of personal. evidence vaults also provides flexibility 
in laboratory operations as evidence can be stored there should 
a particular analysis be incomplete at .the time an ana~ys~ •. for 
any reason, departs the laboratory. Further, use of mdIvIdual 
evidence vaults permits analysts to return to the laborato!,y for 
the purpose of conducting narcotic and dangerous d:-ug eVldence 
tests during those times that the laboratory narcotic and dan­
gerous drug evidence room is closed •. c:o~binations to person­
al vaults should be known only to the mdIvIdual to whom ·the. 
vault is assigned-a copy of the combination should .be. kept in 
a sealed envelope and deposited :iIi a secure place WIthin the 
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regular laboratory narcotic and dangerous drug evidence room. 
If keys are used, the same procedure should be observed: one 
key in the possession of the person using the individual vault, 
the other key deposited in a secure place within the labora­
tory narcotic and dangerous drug evidence room. If the in­
dividual evidence vaults are located within a locked room, 
keys (combinations) to locks on the room's door must be pro­
vided to each person having an individual vault therein. A 
duplicate key (sealed copy of combination) is kept in a secure 
area within the regular laboratory narcotic and dangerous 
drug evidence room. 

Procedures for conducting analyses of narcotic and dangerous 
drug evidence after normal working hours should require the 
presence of at least two individuals in the laboratory at all 
times. Under no circumstance. should work be conducted on 
narcotic and dangerous drug evidence by one person working 
alone. 

Court Custody of Evidenc~ 

As a rule, law enforcement agencies are better prepared and equipped than 
courts for the safeguarding of evidence. Primarily for this reason. every 
effort should be made by the police to retain evidence brought before a court 
by a seizing officer. 

Whenever possible, an agreement should be reached between representatives 
of the judiciary and the law enforcement agency concerned that narcotic and 
dangerous drug evidence will not be turned over to prosecuting attorneys or 
any other member of the court. The agreement should stipulate that whilp. a 
trial is in progress all such evidence will remain under the control. custody, 
and observation of the seizing officer-or the police agency representative 
who withdrew the evidence from the departmental evidence room and trans­
ported it to the courtroom for the purpose of introducing it as an exhibit. 
The agreement should be explicit concerning custody of the evidence during 
trial recesses and after the proceedings are culminated: i. e .• that evidential 
custody is to be maintained by the seizing officer or law enforcement agency 
representative. 

An arrangement of this nature has a number of advantages. For example. 
another link (along with the required documentation) is not forged to the 
chain of custody-a link that would be required if the court assumed custody 
of the evidence. The points along the processing sequence where a change 
of custody occurs are the junctures where the evidence becomes highly vul­
nerable to loss or theft. The fewer changes of custody and the less handling 
afforded the evidence. the more its security is enhanced. 
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If a change :in custody is not required, adm:inistrative tasks that would have 
accompanied such a transfer are likewise not required. Here, man -hours 
are eonserved and monetary expenditures reduced. 

Further, the police, because of their experience, equipment, and ~ecure 
facilities are better able than the courts to safeguard evidence which has been 
seized. As pointed out in Chapter ill, this consideration a1?ne und.erscores 
the practicality of retaining-until ,final disposition-all eVldence m the cus­
tody ef law enfercement agencies. 

Inspections and Inventories 

Inspections and inventories of evidence rooms and repositories s~ould. be con­
ducted periodically to insure that departmental orders or other dlrec~ves 
governing the handling and security of narcotic and dangerous drug eVldence 
are understood and Being complied with by all personnel concerned. 

Inspections. At least ~nce ea~h mon~, the officer ?aving command 
of or exercising operational control over the eVldence custodian should. condu.ct 
an inspection of the evidence room. During the inspection, the inspecting offl­
cer should determine whether the-

• 

• 

• 

• 

• 

Evidence room is be:ing ma:inta:ined in a clean and orderly 
fashion. ~ 

Provisions of departmental orders or other directives per­
taining to the maintenance of evidential security are be~,pg , 
followed. 

Evidence is being protected from damage or deterioration. 

Evidence is be:ing accounted for properly. 

Evidence having no further evidentiary value is being dis­
posed of promptly. 

The regular monthly inspections should be supported by "spo.t-chec~s" or 
spot inspections of the evidence being held in custody. Spot mspections 
should be-
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• Unannounced. 

• Conducted at irregular intervals. 

• Directed toward certain individual operations and functions 
of the evidence l'oom; however, the same operations and 
functions need not be examined each time a spot inspection 
is conducted. 

Evidence accountability and security procedures should receive primary at­
tention during spot inspections. A random comparison of records with the 
physical evidence to which they pertain should consume most of the time 
allotted to the conduct of spot inspections. -

Inventories. Routinely, the evidence custodian should conduct an 
inventory of the items held in custody in the evidence room. During this 
inventory, the evidence custodian should accomplish the following actions: 

• Confirm that the amounts and types of evidence held in the 
repository agree with those described on the inventory and 
chain of custody forms or evidence vouchers. 

• Insure that all property control cards are properly annotated 
to indicate the actual or general location of the evidence. 

• Check the documentation connected with all evidence received 
subsequent to the previous inventory to determine if pertinent 
administrative records are complete and current. 

Once each calendar quarter, an inventory of the evidence held in custody in 
the evidence room should be conducted by an officer having no command or 
supervisory authority over the evidence custodian; i. e., an officer in the 
grade of lieutenant (sergeant in smaller departments) or higher who is not 
routinely or directly connected with the handling and safeguarding of evidence 
such as a member of the traffic or community relations division. The offi­
cer named to conduct the quarterly inventory should be appointed by the chief 
of police or his administrative assistant. Under no circumstance should the 
quarterly inspecting officer be appointed by any supervisor having the prop­
erty reom function under his control. The quarterly inventory should be con­
ducted in the presence of the evidence custodian and the officer conducting 
the inventory should perform the same actions as those prescribed for accom­
plishment by the evidence custodian during the conduct of a routine inventory. 
However, where there is a considerable amount of evidence on hand, there 
should be no requirement for the inventorying officer to subject each item of 
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evidence to a detailed examination. For example. it should not be considered 
necessary to verify the weight of each item of evidence. or to open and in­
spect all packaged marihuana. The main purpose of the quarterly inventory 
is to count and compare the items of evidence with the descriptions ascribed • 
to them on the chain of custody forms or evidence vouchers. 

Joint Inventory. Upon each change of evidence custodian. an inven­
tory of evidence should be conducted jointly between the newly appointed evi­
dence custodian and the department evidence custodian. During a joint inven­
tory. all evidentiary records should be carefully reviewed with respect to 
proper documentation and accountability. If. due to emergency_ illneos. 
death. or other similar condition. the incumbent evidence custodian is unable 
to participate in the joint inventory. the police chief or his administrative as­
sistant should appoint an officer in the grade of lieutenant (sergeant in smaller 
departments) or higher from a division other than the one maintaining the 
evidence room to observe and assist in the inventory. The individual assuming 
custody of the evidence will insure that all records are current and properly 
annotated. All discrepancies must be resolved prior to the assumption of 
evidentiary accountability by the newly appo~ted custodian. 

Recordation. All inspections and inventories should be made matters 
of official. written record. Monthly inspection reports should be accomplished 
by the inspecting officer and filed in the evidence room and in the departmental 
administrative or records section. The evidence custodian should certify that 
the monthly inventory was conducted. The certificate should state whether or 
not all evidence was present or accounted fori the certificate should be filed in 
the evidence room and in the departmental administrative section or records 
bureau. Similarly. a statement concerning the status of the evidence as deter­
mined by the quarterly inventory should be executed and filed by the inventory­
ing officer. 
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III 

CURRENT NAR COTIC AND DANGEROUS 

DRUG EVIDENCE HANDLING PROCEDURES 

There is probably no evidentiary function other than the successful handling 
of narcotic and dangerous drug evidence that demands such strict adllerence 
to a continuous control system. Currently. the degree of su~vei1lance and 
security afforded the handling of this evidence by law enforcement agencies 
varies from close to very loose. 

Loose controls are found in departments where-

• Supervisors are little conc.erned about or display little know­
ledge of evidence handling procedures. 

• Insufficient funds are budgeted for proper material. supplies. 
and safeguards needed for the preservation of evidence in the 
best manner possible. 

• A substantia110ss of narcotic and dangerous drug evidence 
has not occurred-or there is no knowledge of such a loss. 

• Little attention is paid by the courts to the requirement for 
an inviolate chain of custody. 

• A public scandal generated by the loss or theft of narcotic and 
dangerous drug evidence has not er1lpted. 

• A large percentage of the narcotic and dangerous drug cases 
brought to trial are dismissed for lack of "probable cause. " 
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• 

• 

• 

Separate, written instructions pertaining to the handling of 
narcotic and dangerous drug evidence are either nonexistent 
or meaningless. 

Due to the large amounts of narcotic and dangerous drug 
evidence handled daily, personnel concerned become careless 
or assume a disinterested. almost contemptuous. air of 
authoritativeness. 

There is individual responsibility for a large span of control 
or other reasons for insufficient supervision of personnel. 

Processing Procedures 

CU!'rent processing procudures involving narcotic and dangerous drug evidence 
vary in direct proportion to the number of departments considered.. There is 
no uniform or standard procedure recognized by more than one agency; on the 
contrary. each department interjects. omits, or introduces variant practices 
in the processing sequence. Often these conditions are present because of 
local considerations and adjustments; more often, however .. they grow and 
become accepted because of habit and inconsistent supervision. 

• In some law enforcement agencies. the seizing officer is 
responsible for conveying narcotic and dangerous drug en­
dence throughout its progreSSion through the processing 
sequence. . 

• 

• 

• 

In other departments. the seizing officer is relieved of iitir~ 
ther responsibility for handling the evidence after making 
the arrest-a detective or narcotics officer assumes custody 
of the evidence and introduces it into the processing sequence. 

In still other departments, patrolmep are enjoined not to 
effect narcotics arrests as departmental practice considers 
this function as being solely within the purview of the detec­
tive (or narcotic) division. 

Sometimes. the amount of narcotics and dangerous drugs 
involved determines the selection of the seizing officer. i. e •• 
large operations are conducted by detectives, narcotic offi­
cers. or supervisory personnel; less important. smaller 
seizures are accomplished by patrolmen. 
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Once the evidence has been seized, processing sequences run the gambit 
from highly standardized, closely supervised procedures to those in which 
the possibility of compromise or loss of evidence is highly prevalent. In­
dicative of the latter situation are practices such as. or similar to .. the 
follOwing: 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

Failing to weigh the evidence or, at best. accomplishing 
this function in a perfunctory manner. 

Failing to photograph the evidence. 

Allowing a single, unobserved individual, aside from the 
evidence custodian, to be in close proximity to or in pos­
session of the evidence. 

Permitting unaccompanied forensic chemists to withdraw 
narcotic and dangerous drug evidence from storage for 
pID~poses 91 analysis .• 

Disregarding or cleViating :from written direciives or standing 
arders Which outline approved procedures for evidence hand~ 
ling. 

Failing to institute active and frequent measures or requests 
in an effort to gain permission to dispose of (destroy) evidence 
which is old or has no further evidentiary value. 

Allowing narcotic and dangerous drug evidence to be stored 
in locations other than the laboratory evidence room and the 
evidence room in the property room. 

Failing to conduct periodic, unannounced spot inspections and 
semi-annual inventories of evidence. 

Failing to install intrusion detection devices on apertures 
which afford access to narcotic and dangerous drug evidence 
storage areas. 

Utilizing makeshift containers. bins, and cabinets for evidence 
storage. 
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• Failing to provide secure. tamper-proof evidence envelopes 

and seals. 

• Failing to provide a secure. adequate. readily available. 
temporary repository for evidence seized dllring other than 
normal duty hours or which cannot be processed further due 
to the absence of the regularly appointed custodial or tech­
nical personnel. 

• Permitting narcotic and dangerous drug evidence to be stored 
indiscriminately with other types of evidence. 

Destruction 

Destruction and disposition procedures for harcotic and dangerous drug 
evidence vary widely throughout the United States. Variations in current 
destruction practices are centered in these seven areas-

• 

• 

• 

• 

• 

Agency. court. or individual authorized to ordel' the destruc­
tion of narcotic and dangerous drug evidence. 

Method of promulgating and wording of court order. if any. 
which authorizes destruction. 

Time limit for holding found narcotics and dangerous drugs 
and for narcotic and dangerous drug evidence connected with 
a case in which no trial was held or in a case disposed of by 
dismissal or otherwise than by way of conviction. (See 
Appendix I. ) 

Time limit for holding narcotic and dangerous drug evidence 
aft~r trial has been completed and defendant found guilty. 
Generally. this time limit is paS~d lIpon the number of days 
in which an appeal must be entered~ (S§)e Appendix II. ) 

Method in which the narcotic and dangerous drug evidence is 
prepared for destruction. i. e •• records compared and main­
tained, weighing or counting procedures. packaging. 
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• Agency (federal. state, local) which is responsible for the 
actual destruction of the narcotic and dangerous drug evidence. 

• Method used for destroying narcotic and dangerous drug evi­
dence. 

In general, responsibility for the destruction of narcotic and dangerous drug 
evidence rests initially with either the court in which the attendant case was 
tried or with the law enforcement agency which seized or found and preserved 
the evidence. In some jurisdictions. once the narcotic and dangerous drug 
evidence is introduced into the legal proceedings and accepted as evidence in 
the case under consideration. the court retains the evidence and preserves it 
until destruction. In this instance. the evidence is not returned to the law 
enforcement agency which formerly maintained custody of the item. However. 
narcotic and dangerous drug items not accepted by the court as evidence are 
returned to the agency whose member physically transported the items to the 
court for the purpose of introducing them as evidence. 

In othe~ jurisdictions. all narcotic and dangerous drug items.· whether or not 
-they are accepted as evidence by the court, are returned to the agency which 
brought the items to court to be introduced as evidence. In these jurisdictions. 
then. once the law enforcement agency seizes and preserves narcotic and 
aangerous drug evidence. it receives concomitantly the full burden for the 
eventual and proper destruction or other disposition of that evidence-often 
with little guidance or assistance from the court concerned. As a consequence, 
narcotic and dangerous drug evidence accumulates in the evidence room be­
cause no one with authority will assume responsibility for ordering the destruc­
tion of the evidence in question. Two disadvantages accruing to the police agen­
cyare immediately app{"oent-

• First. the property room rapidly becomes cluttered with old 
and legally worthless evidence which becomes increasingly 
expensive to maintain in terms of man-hours and space re­
quirements. 

Second. the greater the amount of narcotic and dangerous drug 
evidence on hand. the greater is the possibility that it may be 
lost. stolen. or disposed of in other illegal fashions. 

Actual destruction of the evidence is normally accomplished by incineration. 
No fewer than two witnesses should observe and certify to the destruction of 
narcotic and dangerous drug evidence. In some jurisdictions. seized narcotic 
and dangerous drug evidence having medical usefulness is disposed of by trans­
ferring it to a medical facility for such use as may be prescribed by a physi­
cian. Extreme care should be exercised by the law enforcement agency con­
cerned if the latter method of narcotic and dangerous drug evidence disposal 
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is employed. The initiative to obtain judicial approval for the disposal of 
uarcotic and dangerous drug evidence by transferring it to a medical facil­
ity should be generated by a medical authority. The law enforcement agen­
cy involved should act only upon proper documentation and should not be 
required to vouch for the quantitative or qualitative characteristics of the 
evidence in question-only that the items being transferred represent the 
evidence referred to in the relevant document. 

Evidence Handling by the Courts 

As mentioned, there are two general methods-with some individual varia­
tion-for handling narcotic and dangerous drug evidence practices by the 
courts. 

• In the one instance, the court retains the evidence at some 
point during the trial or after it has been formally introduced 
and accepted as an exhibit. 

• In the other case, the evidence is retained by the individual/ 
agency bringing it to court-and the evidence returned to that 
individual/agency upon disposition of the case under consider­
ation. 

The latter method, although requiring more attention to administrative detail 
and increasing the overall workload on the part. of the police agency concerned, 
perhaps offel's the best security environment for the evidence. In general, 
police departments are more familiar and better equipped to deal with the 
complexities of property security. One of the primary purposes of the police 
property room is to protect evidence held by the police from theft aIi'ld thereby 
prevent any of the possible illegal consequences which may result. 

It is neither the function nor the purpose of a court of justice to hold and safe­
guard evidence that is brought before it in the course of a trial. As a rule, 
then, the courts are not adequately prepared-nor is there any reason that 
they should be-to preserve, handle, and secure evidence. In this regard, 
the sensitive nature of narcotic and dangerous drug evidence serves to under­
score the lack of wisdom present in any requirement for a court-or a prose­
cuting attorney-to maintain a secure repository for.the deposition of this 
evidence. 

It follows, therefore, that the police should accept responsibility of preserv­
ing all narcotic and dangerous drug evidence throughout the processing se­
quence. If it becomes necessary to send.or mail (to a laboratory, for 
instance) the evidence outside the jurisdiction of the seizing agency, positive 
arrangements and provisions must be made for its expeditious return, 

36 

I 
I 

r 

\ 

~, ' 

I 
I, 

! 
'j 

I 
I 

-----~~----- ~--- -----
., 

I' 

consistent with operational exigencies, to the sender. To attain the best 
security posture available and to maintain the chain of custody, all narcotic 
and dangerous drug evidence which is seized ·by a given police agency should 
remain under the control and in the custody of that agency until the evidence 
is either destroyed or disposed of by other means. Once such an agreement 
(that t?e police m~n.t~in custody of the evidence) is reached between repre­
sentahves of the JudICIary and executory functio'ns, then no reason should 
exist to cause the court-or the prosecuting attorney-to hold narcotic and 
dangerous drug evidence. 
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IV 

RECOMMENDED NARCOTIC AND DANGEROUS 

DRUG EVIDENCE HANDLING PROCEDURES 

General 

This chapter contains recommended procedures for the handling of narcotic 
and dangerous drug evidence by law enforcement agenciel?: 

Each police agency differs one from the other in numerous ways. Depart­
mental size, physical plant. area crime trends and rates. demographic 
considerations. funding. equipment status and type, and many more factors 
combine to militate against establishing standardized procedures for each 
facet of criminal justice activity falling within the general category of 
"police work. II Here, the value of operational SOPs, tailored to situational 
peculiarities. is soon perceived. (See Chapter II.) 

Narcotic and dangerous drug evidence handling is no exception to the con­
siderations just presented. Facilities. alone. will have a great bearing on 
how the evidence is handled and secured. 

It would appear reasonable to assume. then. that large pOlice agencies with 
more means at their disposal would be better able than smaller agencies to 
process evidence in an efficient. secure manner. This hypothesis. however. 
has several flaws-mostly. those of omission. True. a large department 
may have more material and human resources. but the problems confronting 
it may be incommensurably greater than those of a smaller department. 

In the larger departments. unforeseen fluctuations in drug law enforcement 
activity may assume far greater proportions than its programmed expendi­
ture in time and money. One result may be that the organizational principles 
of unity of command and span of control respectively. become diluted and 
overext,ended. As a consequence. supervision of the evidence processing 
sequence may soon be derogated by weaknesses in one or more areas. 
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Carelessness insidiously attacks and invades almost any operation in rela­
tion to the increasing routineness or familiarity of the task or tasks in­
volved. The relative anonymity among the individuals in a large department 
is, in itself, a security hazard. Unfamiliar faces and signatures also pre­
sent a threat to the security of evidence and maintenance of the chain of 
custody. By its very size, the large department provides good cover for 
collusive activity. On the other hand, the smaller department when facing 
an unexpected fight with a drug enforcement problem may not only lack the 
necessary offensive resources of money and personnel, but may also be 
deficient in procedural experience. Here, quantities of evidence may be lost 
or stolen not because of negligence, but through incognizant human error. 

Primarily for the purpose of providing a cognitive foundation for the estab­
lishment and maintenance of the narcotic and dangerous drug evidence pro­
cessing sequence, this chapter will outline ~ method for evidence handling • 
.. 2he procedures to be described will be presented without regard for human, 
material, or monetary resources available-except that only practical, tried 
methods will be discussed. Extremely sophisticated procedures are general­
ly found lacking in feasibility and offer little extra support when resource ex­
penditure is weighed on the other balance. 

The large to medium-sized departments will have fewer adjustments t~ make 
and be in a better position to institute the procedures to be recommended. In 
fact, processing sequences currently being followed in the large departments 
may incorporate greater detail and provide more safeguards than those pub­
lished here. Because this manual does not recommend certain practices now 
followed by various jurisdictions, it should not be construed as an intimation 
that any particular practice is wron.g and should be abolished. On the contra­
ry. if resources permit, improvisations, arrangements, adjustments, expe­
dients, variations, and inventions which supplement the efficacy and security 
of the processing sequence should be encouraged. 

For the smaller department this text should be employed as a guide to pro­
cedure and as a point of departure towards the establishment of an evidence 
processing sequence encompaSSing the requisite fundamentals. In the smaller 
agency, forms may differ in format and number or perhaps a recommended 
sequential step such as photographing the evidence will be omitted. In these 
instances, reference to this manual should indicate the value and practicality 
of a particular form or step. Whether a recommended form or step is em­
ployed will depend upon resource availability and on the importance attached 
to each by responsible authority. 

Barring the establishment of a centrally controlled police forae of ?a!ional 
proportions, the institution of uniform procedures throughout the Imuts of 
any territorial jurisdiction is insuperably difficult. At best, then. this text 
can only purport to define the ingredients of a "good" narcotic and dangerous 
drug evidence processing sequence; the degree of implementation rests with 
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the law enforcement organization affected. If nothing more, the text should 
provide an insight into the importance to the criminal justice system of good 
narcotic and dangerous drug evidence handling and security procedures. 

Initial Evidential Handling Considerations 

General. All narcotic and dangerous drug evidence must be-

• identified, 

• marked, 

• recorded, and 

• receipted. 

The evidence must be handled with extreme care and closely safeguarded to 
prevent-

• loss, 

• damage, 

• theft. or 

• pilferage. 

In the event that any sworn or civilian employee is permitted or has the 
occasion to work alone in connection with the handling of narcotic and dan­
gerous drug evidence, that person should be held accountable and respon­
si1;lle for any discrepancy resulting from deviation in policy or procedure. 
If two or more sworn or civilian personnel of the same rank or classifica­
tion come into the possession, by whatever means, of narcotic and danger­
ous drug evidence, they should be held, individually and mutually, account­
able and responsible for losses resulting from policy and procedural incon­
Sistencies. In all other cases, the senior (by time in grade or date of rank) 
should assume responsibility for strict adherence by all present to depart­
mental directives governing the haJadling of evidence. If, for any reason, 
the senior officer'S instructions are not accepted, that officer should arbi­
trarily assume charge of all aspects of the case-and submit ah immediate 
written report of the facts and circumstances surrounding the incident to 
his supervisor. 
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Identification and Re~ordation of Evidence. There are two recog­
nized methods for introducing narcotic and dangerous drug evidence into the 
processing sequence immediately after it is seized and marked. Neither of 
the methods omits any of th~ processing steps; and difference is found in 
the manner in which the sequential steps are arranged. 

• The first method (the laboratory-first method) requires that 
all seized evidence (after it is field tested. marked. photo­
graphed. weighed. and initially inventoried) be transported 
immediately to the laboratory for analysis. Drop-boxes are 
provided in the laboratory for the deposit of evidence during 
periods when the facility is not operai:ional. In principle, the 
system functions as described below. 

. \ 

All seized narcotic and dangerous drug evidence is taken 
directly to a room in the vicinity of the laboratory. This 
room, known as an "inventory" or "display" room. is espe­
cially equipped for inventorying narcotic and dangerous drug 
evidence and it is not used for any other purpose. Weighing 
scales, camera. film holders, lighting equipment, evidence 
seals, evidence containers, appropriate forms, desk, type-. 
writer. table or counter, and necessary administrative sup­
plies are maintained in the room. When not in use, the room 
is locked and the keys (two) are retained in a secure location 
(normally, one key is kept in the laboratory and the other is· 
controlled by the watch supervisor or desk officer). 

After seizure of the evidence and while en route to police 
headquarters, the seizing officer requests a witnessing offi­
cer of supervisory grade (at least one grade above that held 
by the seizing officer) and a member of the laboratory staff 
(technician on duty) or a technician from the mobile laboratory 
unit, if available, meet with him at the narcotic and dangerous 
drug inventory 'room. When the supervisory official arrives 
at the inventory room. the seizing officer displays the mate­
rial he has seized (the witnessing officer does not handle any 
of the evidence). After the evidence package has been marked 
and displayed in the manner best suited for a photographic in­
ventory, the laboratory technician photographs the evidence 
(the photographer does not handle any of the evidence). When 
photographs of the evidence have been taken, the evidence is 
weighed and inventoried under the direct supervision of the 
supervisory officer. Appropriate forms are then completed 
and witnessed, and the evidence is sealed in containers or en­
velopes provided for that purpose. 

42 

, 
j 

I 

I 
I 

u 

r 

I 

1\ 

1\ 
h 
If 

\ 
Ii 
1\ II 
d 

r 

if! 
I, I 
1 I 

1 ! 

J 
i 
I 
.1 

! 
J i 

j-ti 
j ; 
j 

{ , 
1 , 

I 
I 
1 
I 
I 

I 

j 
I 
'I ' 

\ 

I 
j 
1 
f 
'I 
1 

f 
I 
! 
~ 
I 
J 

J 
I 

I 
I 
t 

I 

~ter t~ese st~ps have been accomplished, in company with the 
w1t.nessmg o,fflCer and the laboratory techniCian, the seizing 
off1cer carr1es the evidence to the laboratory drop-box and 
deposits it therein. If the drop-box cannot accommodate' the 
evidence package, the l~boratory evidence room custodian or 
his alternate is requested to come to the laboratory, ass~me 
custody of the evidence, and store it in the laboratory evidence 
room. , If the evidence is taken to the laboratory during normal 
operatlonal hours, the drop- box is not used; the evidence is . 
turned over directly to the laboratory evidence custodian or his 
alternate. 

Upon ~mple~ion of the analytical process by the laboratory, 
the eV1dence 1S delivered to the narcotic and dangerous drug 
evidence room in the property room. Here. the evidence cus­
todian assumes control of the evidence and provides for its 
preservation and subsequent proceSSing as required. 

• In the second method (the evidence room-first method), seized 
narcotic and dangerous drug evidence, after being field tested, 
marked, photographed. weighed. and inventoried, is sealed in 
an appropriate container and deposited in a drop-box or deliv­
ered directly to the evidence room in the property room. There 
are Variations to the procedure; in some cases certain inter­
mediate steps (photographing the evidence, for example) are 
?mitted o~ the initial processing (weighing. photographing, and 
m~entorymg) may be accomplished in the property room or 
eVIdence room. The signal difference between the two methods 
is that on the one hand, the evidence is analyzed before it is 
stored-. -on the other hand. the evidence is taken directly to the 
narcohc and dangerous drug evidence room (or to an adjunct 
depository). receipted for, and then removed to the laboratory 
for analysis. - . 

?f the two meth~ds used for introducing narcotic and dangerous drug evidence 
mto the proce~sm~ sequence; the laboratory-first procedure is the preferred 
and sho~ld be ~stltuted wherever possible. The main advantage of this 
method 1S that 1t reduces actual hap-dling of the evidence and decreases the 
number of custody transfer points. By first delivering the evidence to the 
lab?ratory. the evidence is required to undergo only ~ journey to the nar­
cohc and dangerous drug evidence room; i. e.. after analysis, not before and 
after. Consequently. the exposure of the evidencero various loss hazards is 
reduced and its security is enhanced. 
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It must be recognized. however. that establishment of the laboratory-first 
method depends upon the existence of certain features which are not avail­
able to many law enforcement agencies. The laboratory-first method re­
quires that a mobile laboratory unit or laboratory technician be on-call for 
around-the-clock operation. SecondlY6 this method requires an easily ac­
cessible laboratory-preferably located in the same building housing the 
headquarters of the police agency itself. 

Therefore. because of the exceptional administrative support requirements 
associated with the laboratory-first system, the evidence processing tech­
nique to be addressed in this chapter will center around procedures asso­
ciated with the more utilizable evidence room-first method. This latter 
method can be better adapted. both operationally and administratively, to 
the needs of the preponderance of law enforcement agencies. Of the two 
systems. then. the evidence room-first method has the greater potential for 
a more widespread applicability. 

Again. it should be borne in mind that the details of the processing sequence 
presented in this chapter represent 2: method of processing narcotic and dan­
gerous drug evidence which, if followed. will offer a reasonable assurance 
that a considerable degree of evidential secu:r.ity is being attained. The se­
quence may be expanded where facilities and personnel permit. It may also 
be adjusted, consolidated, or abridged to meet local conditions-provided. 
each main step is recognized and provision is made for its accomplishment 
in a manner that affords the best evidentiary security available. To eliminate 
a step exposes the evidence to loss or theft and may violate the chain of cus­
tody. 

The Processing Sequence 

General. Collectively. the general actions that may be performed 
in the course of handling narcotic and dangerous drug evidence comprise the 
processing sequence. Shown on Figure 1 are the general evidentiary proces­
sing actions accompanied by. if applicable, their complementary components. 
An explanation or description of how a particular action is recognized or 
executed is set forth below. " 

Seizing (Collecting) the Evidence. Narcotic and dangerous drug 
evidence may be initially subjected to police custody in a number of ways. 
The evidence may be acquired by-

• purchase. 

• as a result of a raid. 
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• incident to an arrest. or 

• it may be found or turned in voluntarily. 

In any case, once anyone of these events has transpired, the chain of 
custody has been irre~!ocably initiated. From this point forward" each time 
the evidence is transferred from one responsible individual to a second. an­
other link is forged to the chain. For the e vidence to remain valid and legally 
acceptable, the existence of each link must be supported by documentary proof 
of its creation. This welding of facts must continue without interruption until 
the chain is destroyed or disposed of in another fashion. 

When a raid for the purpose of seizing narcotics is planned. advance desig­
nation should be made of those officers who will be responsible for the initial 
handling and collection of the evidence. Whenever possible, supervisory per­
sonnel should be made available for this duty. 

In law enforcement agencies having access to the services of a police legal 
consultant or advisor, it may be prudent to request this individual's presence 
during narcotic and dangerous drug raids or when it is known that narcotics 
will be seized. Such practice may help to resolve unforeseen legal ramifica­
tions which may result from circumstances surrounding the seizure. 

Every effort should be made to provide for a second party to accompany an 
individual seizing officer from the point of apprehension. seizure, or collec­
tion to the evidence room. The function of the second person is to act as a 
witness while the evidence is being transported by the seizing officer. In 
departments possessing mobile laboratory units. these vehicles can be used 
to transport the seizing officer and the evidence to the evidence room. 

Field Testing. Examining suspected narcotic and dangerous drug 
evidence in the field to determine its-

• neutral, 

• negative, or 

• positi ve reaction 

to various conditions or substances is practiced by some police agencies for 
a variety of reasons. Generally, results of field tests are used to assist in 
the determination as to whether a person suspected of narcotics involvement 
should be detained or released. 
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Resort to the use of field tests for narcotic or dangerous drug detection 
should be made only after all aspects and ramifications of prevailing con­
ditions are considered. For exam.ple, a field test should not be performed 
if only a very small amount of the suspected matter is available for exami­
nation; all of the material should be cons erved for later analysis in a lab­
oratory. In some instances, field tests for narcotics have produced incon­
clusive or erroneous results and, in most cases, the resultant colorations 
indicate only that the sample being tested may be a drug product. 

At best, chemical field tests are premonitory and presumptive, and they 
should be conducted only when the procedures used have demonstrated a 
high degree of reliability. Prior i;o their acceptance as evidence, all nar­
cotics and dangerous drugs should be analyzed by experienced, qualified 
personnel in a properly equipped, controlled environment conducive to the 
obtainment of precise measurement and accurate examination. The place 
in which these qualifications are best met is the laboratory. 

Individual sampling of suspected narcotics and dangerous drugs which 
requires introduction, in any manner, of the unknown substance, in any 
form, into the human system should never bp. permitted. There aI.'e many 
obvious reasons for prohibiting this practice as well as one that is not 
always supposed, i. e., the material in question may be a poison or mixed 
with poisonous compounds. 

Marking the Evidence. As soon as practicable after seizure, nar­
cotic and dangerous drug evidence should be marked by the seizing officer 
in a manner which will facilitate rapid, positive identification before a court 
of law. The $eizing officer should mark the evidence by inscribing-, 

• ,his initials (GKH), 

• the date (02 - for the second day of the month), 

• the time (0300 - for 3:00 am), 

• the month (MaY)6 and 

• the year (74 - for 1974) 

directly upon each evidence container (see definition of IIDate /Time Group," 
Chapter I). During the marking process, care must be taken to place the 
markings in such a manner that they will not destroy any latent character­
istics on or alter the essential nature of the evidence. 
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If the evidence cannot be marked without destroying or altering any of its 
prop~rties. it should be sealed in an appropriate container and the markings 
placed on the container. Evidence which cannot be marked (powder, liquid) 
should also "be sealed in a suitable container and the container marked appro­
priately. A carborundum or diamond point pencil should be used for inscrib­
ing marks on hard surfaces; ink may be used on other items. Upon marking 
the evidence, the seizing officer should record in his notebook the markings 
(GKH, 020300 May 74) and the location of the marking on the evidence or on 
the container in which the evidence is sealed. 

A property tag containing pertinent information concerning the evidence may 
also be affixed-t\:rth€n:::vidence or taits··container. This step is normally 
accomplished in the property/evidence room after the evidence is turned in 
to the property/evid'ence room clerk for storage. By providing easy and ready 
identification of shelf and bin items. the use of property tags facilitates sub­
sequent handling of the evidence in the evidence room and laboratory. 

Photographing the Evidence. Every effort should be exerted to ob­
tain good quality, color photographs of narcotic and dangerous drug evidence. 
If possible, photographs of the evidence immediately before or during seizure 
should be obtained. In any case, once the evidence is in custody, a photograph 
of its components aids in strengthening the chain of custody and provides a 
graphic substantiation to written reports. Evidentiary photographs may be 
used to':'-

Establish a pictorial reference file. 

• Represent evidence which because of its bulk or other reason 
(and for which a stipulation has been made regarding its authen­
ticityas part of the material being introduced as evidence) has 
not been brought to court. (See Appendix II. ) 

• Depict the circumstances under or the locale in which the 
evidence was seized. . 

Photographs of evidence should Single out individual items in a particular 
cache as well as present an overall view of the entire lot. Information per­
taining to the seizure of the evidence should be included in the photograph. 
As a minimum-

• date. 

• time. 
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• place of seizure. and 

• arrest or complaint number 

should be printed on labels or cards placed by or on the evidence and 
recorded on film. It is also desirable to connect the evidence with the 
seizing officer. perhaps by recording his shield or identification card on the 
same photograph depicting the evidence. 

Weighing the Evidence. Perhaps the most positive method for pro­
viding a later means of determining the current status (amount or quantity) 
of evidentiary accumulations is the placing of a step in the processing sequence 
requiring all evidence to be weighed soon after it is seized. Certain types of 
evidence (capsules. pills) may be counted as well as weighed; counting should 
be performed in addition to. not in lieu of, weighing. The loss of minute or 
small amounts of an encapsuled powdery substance may escape detection if 
only the capsules are counted; however. good scales can detect a weight loss 
(or gain) almost immediately. 

The seizing officer should express the weight of the evidence in gross propor­
tions. The gross weight includes the container or other packaging material 
used to enclose or hold the evidence. i. e., box, balloon. bottle. or similar 
item. The items weighed al).d their gross weights should be noted on the in­
ventory and chain of custody forms or evidence vouchers. If the evidence is 
of a quantity or configuration which prevents weighing it as an entity. then it 
must be broken out and weighed by lots. 

Extremely large quantities (a ton of marihuana. for example) may be weighed 
on warehouse scales. not necessarily to gain an accurate weight, b,.lt more to 
obtain an idea of the amount involved. A pound or two variance in a ton of 
marihuana makes little difference to a court insofar as criminal charges and 
sentencing are concerned, but any variance is a matter for concern when theft 
or pilferage of evidence may be involved. It is for this reason, that addition­
al security measures must be instituted when substantial narcotic and danger­
ous drug seizures are affected. It is also for this reason that extra effort 
should be directed toward obtaining judicial sanction to present photographs 
of evidence (in lieu of physical evidence) during court proceedings-~d to 
attempt to procure expeditiously a court order or similar directive authorizing 
the immediate destruction of the greater portion of the evidence. (See Appen­
dix n.) 

Prompt destruction of evidence and the institution of additional safeguards 
assume even greater importance when large amounts of evidence (fiv~ kilo­
grams of heroin, for example) having a high street value are concerned. 
Placed on the scales. "expensive" evidence. if broken up for purposes of 
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weighing, must be subjected to precise readings no matter how many weigh­
ings of the subdivided evidence are required. A loss of three or four grams 
from an overall total of ~ive kilograms of heroin assumes far greater Signifi­
cance than the loss of a poind or two from 1.-1. ton of harihuana. Altogether. a 
check of the evidence's weight at various paints along the processing sequence 
provides the best indication of the effectiveness of evidential security measures. 

Considerable thought should be given to the selection and procurement of the 
type of scales to be used in the weighing of evidence. Since so many factors 
in the processing sequence are affected by a variation in the weight of the 
evidence, highly accurate (possessing a tolerance of about 1/1000 of a gram). 
dependable (and probably Romewhat expensive) scales should be employed for 
determining this evidential characteristic. 

Instructions on the method of operating the scales to be used for the weigh­
ing of evidence should be given to all personnel who may become involved in 
this operation. The manner in which evidence is to be placed on the scales 
and the method of reading the scales should be among the topics covered 
during a discussion of the scale's characteristics. 

The accuracy of the scales should be maintained at all times. ~alibrating 
the scales (and certif'ying to their accuracy) should be made the responsibi­
liiy of the chief labo,.~tory technician. Frequent tests (calibration) and 
inspections of the scales' operation should be performed. If a laboratory 
is not integral to the department concerned, then arrangements should be 
made with an outside agency (municipal bureau of weights and measures or 
a commercial firm) to provide the services of maintenance, inspection, and 
certification. 

After the weighing process is completed, the evidence is inventoried, placed 
in. an envelope or other package, and the results of the inventory are recorded 
on the inventory and chain of custody form which is attached to the envelope 

, or package containing the evidence. The package is then sealed by the seizing 
officer and, in the company of the witnessing officer or his designee, carried 
to the property room for storage in the narcotic and dangerous drug evidence 
room. If the property room is closed, then the evidence should be deposited 
in a drop-box maintained as a temporary repository for narcotic and danger­
ous drug evidence destined for storage in the evidence room. 

Storing the Evidence. In agencies having an evidence custodian/ 
clerk in addition to a property custodian/clerk, all evidence receipted for by 
the property clerk should be turned over immediately to the evidence clerk. 
The evidence clerk should-
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• Receipt for the evidence. 

• Assign it to a storage bin or shelf. 

• Make a notation on a property control card which indicates 
the storage location of the evidem}e within the, evidence room. 

Provision should .be made {or cross-indexing the control card with another 
property room record (probably the receipt which was executed by the prop-
erty custodian upon aC9-ui~ing th~ evidence)., . 

The same procedure should be followed in agencies where the property cus­
todian also acts as the evidence custodian. In this instance. however. only 
one receipt for the evidence would be required. i. e.. the receipt prepared 
upon acquisition of the evidence by the ,property/evidence custodian. Other 
records pertaining to the evidence and its storage location should be prepared 
and cross-indexed as described. 

Fundamental to the operation of the property room/ evidence room is a 
records system which reflects-

• 

• 

• 

• 

• 

The location of the evidence. 

Date and time when the evidence was received or released. 

The character. type. and amount of evidence (according to 
the results of analysis) in custody. 

The chain of custody from the time the evidence is stored 
until its destruction or final disposition. 

The date and results of all inspections and inventories of 
evidence and audits of records. 

In departments not having a regularly assigned police messenger or courier 
service. the property/evidence custodians or their alternates should als.o be 
~iven the function of removing evidence which has been stored temporarlly 
in drop-box type repositories, except those maintained by the laboratory. 
At least once during normal working hours. evidence should be picked up 
from all drop-boxes (except those maintained by the laboratory) and trans­
ported to the property room! evidence room. 
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Evidence from drop-boxes should be handl~d in the same manner as evi­
dence which is brought to the property room/evidence room by other 
means. The individual who initially deposits the evidence in the drop-box 
should be considered as the person delivering the evidence to the property 
room/evidence room. In each instance. however. notation should be made 
on appropriate property room/evidence room records that the evidence came 
to the property room/evidence room by way of a drop-box pick-up or by 
police messenger. 

Removing the Evidence from Storage. Normally. after being 
analyzed 1 and deposHed in the evidence room. evidence will be removed or 
released from custodial storage for one of three reasons only, i. e., when 
the evidence is to be-

• Presented in court. 

• Transported or forwarded to a laboratory for reexamina­
tion. 

• Destroyed or disposed of in another fashion. 

Whenever evidence is withdrawn. for whatever purpose. from the property 
room, extreme care must be exercised to insure that a number of conditions 
are satisfied. Approval of a request to remove evidence from custodial 
storage for the purpose of reanalysis or presentation in court should be based 
upon-

• Identification of the requester. 

• Reason for the request. 

• Statement from the requester's supervisor or other 
authorized individual that the evidence is needed for the 
purpose stated. 

If evidence is to be removed from the evidence room for the purpose of 
destruction or disposition in another manner, a court order or written depart­
mental permiSSion should be obtained. 

1 Analysis of drug evidence by laboratories is generally quantitiative in 
nature. See definition of ''Quantitative Analysis, (Quantitation), " Chapter Ii 
and "The Role of DEA Laboratories, " Appendix. IV. 
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Whenever p6ssible~ the individual who was responsible for the initial collec­
tion of the evidence should be the individual who transports it to court. Even 
though it may not be practical for the seizing officer to withdraw the evidence 
for the purpose of destruction or other disposition, he should be informed 
concerning its disposal. 

Although it may not be in the best interests of evidentiary security, a court 
may decide to retain evidence brought before it. For this reason~ individuals 
withdrawing evidence from the evidence room for presentation in court should 
be furnished with a means of relinquishing custody of the evidence to the court. 

A method of providing this means is to prepare and give to the person pre­
senting the evidence a release form-see "Evidence Receipt (Narcotics and 
Dangerous Drugs) Form" in Chapter V and Figure 4 in Appendix VI-to be 
signed by a court officer should the evidence be retained by the court. The 
person relinquishing the evidence should also insure that the court officer 
receiving the evidence completes the appropriate blocks in the chain of cus­
tody portion on the accompanying inventory and chain of custody form. 

Evidence may also be withdrawn from the evidence room for reanalysis and 
transported to the laboratory by the police messenger, the seizing officer. 
designated laboratory personnel. or the. evidence room custodian or his alter­
nate. Whenever poSSible, the seizing officer should be given the assignment 
of transporting the evidence to the laboratory. In any case, the security of 
the evidence and the maintenance of the chain of custody are the paramount 
considerations. 

For purposes of analysis or reanalysis, evidence may also be forwarded to 
the laboratory by registered mail. railway express, or air express. However, 
before evidence is mailed or expressed, appropriate FederalJJ state, or local 
laws and ordinances should be reviewed to preclude violating regulations re­
garding the shipment of narcotics and dangerous drugs. 

Only evidence pertaining to a single investigation should ~e placed wit~ any 
one package mailed or expressed to the laboratory. If this procedure 1S no~ 
followed. the evidence. although individually wrapped. may become contam1-
nated or mixed with other substances if the container is damaged during ship­
ment. Here. too. the cha,i,n of custody would be disrupted or voided. 

Preparing the evidence for shipment to a laboratory encompasses the follow­
ing steps: 
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Wrap each item of evidence separately. 

P~e~are the request for examination of evidence form in 
tr1plicate. (See Chapter V and Figure 5 in Appendix VI. ) 

Labe.l ~ac~ separate package of evidence in the same manner 
that 1t ~s hsted on the inventory and chain of custody form and 
as mamfested (under "List of SpeCimens ") on the request to 
the laboratory for examination (analysis) of the evidence. 

Place the original and three copies of the inventory and chain 
?f custody ~orm in the box or envelope in which the evidence 
IS to be dehve,r~d. pack and seal the evidence securely within 
the box o~ mmlmg envelope (if a box is used, it should be 
wrapped In heavy paper). 

Place the O~iginal request for examination of evidence form 
(the t~o c~p1es are retained by the transmitting agency as 
descrIbed In Chapter V) in an envelope addressed to the lab­
o~atory. affix (tape. glue) the envelope to the top of the con­
tm~er used to .transmit the evidence. ,and forward it by 
regIstered mml. express. or individual hand-carry to the 
laboratory. If postal or express channels are used a return 
receipt should be requested. ' 

Evidence. destined for ~estruc~ion should be removed from custodial storage 
by the eVI?enCe custodIan or his alternate. The evidence should be trans­
~orted to 1tS ~lace of destruction by the evidence custodian or his alternate 
In company WIth a second person. If destruction of the evidence is to be 
effect~d by another agenc~ (aside from the agency which seized the eVidence), 
the eVldence Should b~ weIghed (counted. if practical). and receipted for by 
the other agency. It IS also in the best interest of the seizing agency to ob­
serve and document the actual destruction of the evidence. 

If a seiz~ng agency cannot transport evidence to be destroyed to its place of 
destruchon. alternate sO.lutions must be ,sought. In most instances, arrange­
ments. can be made for pIck-up of the eVldence with Federal, state, or local 
agenc1es charged by law with the respOl1sibility for destrOying narcotics and 
dangerous dru~s. In oth:r instances. small a;.,_ounts of evidence may be for­
warded by regIstered mml to the agency which will supervise its destruction. 

~ 
~ course, ~videnti~ry ,destruction may be undertaken by the seizing agency, 
Itself. If eVldence 1S d1sposed of in this manner, documentary proof of and 
proper ~uthority for destruction assume great importance. During the 
destructIon process, at least two witnesses should be present; one of the 
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witnesses should be in the grade of lieutenant or higher. For obvious 
reasons. however. the most prudent course of action is to destroy the evi­
dence in conjunction with another agenc;y. By law or agreement. many states 
provide this service to their constituent municipal jurisdictions. 

If evidence presented during a trial has been retained by the court. !he court 
will generally arrange for the ultimate disposition or destruction of the evi­
dence. In these cases. the seizing agency is relieved from further respon­
sibility regarding the evidence or the manner in which disposition is made. 
However. when requested and authorized. the law enforcement agency con­
cerned should assist the court in any way possible to dispose of the evidence. 

If the evidence is to be disposed of in some manner other than destruction 
{transfer to a medical facility. for instance}. the releasing police agency 
should insure that-

• Proper written authority for release has been granted. 

• Proper and complete documentation (receipts) surrounding 
the evidence's disposition is completed. 

. • Actual transfer of the evidence to the receiving organization 
is witnessed by at least two individuals assigned to the releas­
ing agency. 

If at all possible. personp.el from the law enforcement agency releasing the 
evidence should accompany the evicience to the receiving organization. Here. 
conditions under which the):!~~~~c:(.;d evidence is to be stored and security 
measures designed to pr;tect the released items should be observed. Note 
should be taken of insecure storage areas and methods and a descriptive 
report furnished to the agency or official authorizing release of the evidence. 

Evidential Receipting Procedures 

Although the inventory and chain of custody form described in Chapter V has 
the potentiality of acting as an evidence receipt. it should not be used for that 
purpose for the following reasons: 

• The form would be too layered as a result of the number of 
copies that would be ;required for dissemination as receipts. 
The condition and readability of the form would soon dete­
riorate due to excessive handling. 
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• The primary purpose of the form is legal in nature (to record 
the chain of evidential custody). not administrative (to provide 
a means of furnishing proof that various individual periods of 
evidential custody have been properly terminated). 

• The size of the form makes it too unwieldy to function as a 
receipt. 

As a consequence. procedures must be devised to provide individuals involved 
in the processing sequence a means of proving that evidence formerly in their 
custody was released properly. It is for this reason that a receipting system 
must be devised and superimposed on the chain of custody. 

Although it should be viewed as an entity. the receipting procedure may as­
sume different aspects depending upon the time. pla.ce. and agency involved. 
For example. a seizing officer who deposits an evidence package in a drop­
box may not receive a receipt at the moment of deposit. However. his act 
should be witnessed by the witnessing officer whose signature appears on the 
inventory and chain of custody form. In addition, the drop-box should be 
under the observation of the watch commander or other desk personnel who 
may also witness and make note that the evidence was deposited. When the 
evidence is recovered from the drop-box. the evidence custodian should pre­
pare and forward an evidence receipt to the seizing officer concernp.d and/or 
to the records section for inclusion in the appropriate case file. 
(See Chart 1 in Appendix V.) 

• When evidence is surrendered directly to the property / 
eviden.ce room. an evidence receipt-see "Evidence Receipt 
(Narcotics and Dangerous Drugs) Form. " Chapter V -should 
be furnished to the person relinquishing the evidence. Depart­
mental regulations may require that receipts or copies thereof 
also be placed in the case file concerned. (See Chart 1. ) 

• When evidence is forwarded by registered mail.. the registry 
receipt also serves as the evidence receipt. (See Cha.rts 2 
and 3 in Appendix V. ) 

• When the evidence is physically transported to another agency 
(laboratory) or department. or picked up at the property/ 
evidenc~ room by a representative of another agency or depart­
ment. an evidence receipt should be executed by the person 
receiving the evidence and a copy filed in the property I evidence 
room. (See Charts 2 and 3.) 
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• When evidence is retained by a court. the person who brought 

the evidence to the court should secure an evidence receipt 
from the court clerk or other responsible court official. 

• 

(See Charts 4 and 5 in Appendix V.) 

When the evidence is destroyed or disposed of in another 
fashion. the appropriate chain of custody portion of the inven­
tory and chain of custody form should be filled in by the person 
receiving the evidence for purposes of destruction or other dis­
position. The inventory and chain of custody form showing final 
disposition of the evidence should be filed in the evidence vouch-" 
er file (see "Evidence Voucher File. " Chapter V) as a "credit" 
voucher. A receipt for the evidence and the directive authoriz­
ing final evidential disposition should also be attached and filed 
with the "credit" voucher. (See Chart 6 in Appendix V.) 
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THE MAINTENANCE OF RECORDS AND FORMS 

EMPLOYED IN THE HANDLING OF 

NARCOTIC AND DANGEROUS DRUG EVIDENCE 

General 

Properly executed and maintained. records and forms are the vehicles that 
police agencies depend upon to locate and describe narcotic and dangerous 
drug evidence while it is being processed. Without a workable records sys­
tem supported by uncomplicated forms. evidentiary security would be weak­
ened and the chain of custody would be in danger of being severed. 

Records-keeping systems may vary from one law enforcement agency to 
another; however. a good evidence control system will embody characteris­
tics that will-

• Prevent loss and premature or unauthorized release of 
evidence. 

• Establish and maintain a continuous chain of custody. 

• 

• 

Place custodial responsibility for evidence. 

List. identify. and indicate the location of items being held 
in custody. 

• Require supervisory approval before evidence is released. 

• Identify the individual to whom evidence is released. 
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• Indicate the reasons surrounding any release of evidence. 

• Provide documentary proof that the evidence was released 
as authorized and indicated. 

Color and size of records and forms utilized must also be considered. The 
tasks of filing and retrieving data are made easier if forms are color-coded 
to designate routing, location, importance, or other required action or 
characteristic associated with the evidence in question. For instance. a 
yellow form or copy may indicate that the item is to be filed in the case 
folder; a buff-colored copy of an inventory and chain of custody form might 
be designated as the copy of the form to be retained by the laboratory. The 
size of the forms to be employed should be based primarily on economy. 
both spatial and monetary. and the type of filing equipment on hand or to be 
procured. 

Three universal paper sizes (8t" X 11 ". 5 II X 8". C'"nd 3 II X 5 ") are generally 
available and should be used as appropriate to insure standardization and 
uniformity. In general. the smaller measurements are employed for card­
type forms or records and the larger dimensions are found on stationery 
or letter-type forms. 

In the main, forms should be kept as simple as possible-amassing informa­
tion is time-consuming; requiring the setting down of an abundance of "nice­
to-know" information will impede the system. Likewise, the number of forms 
required to be completed must be minimized to a degree consistent with 
operational efficiency. In this regard. forms and records should be consol­
idated or combined whenever feasible. 

Equipment associated with records-keeping should be adapted to the system. 
not the reverse. Rapid identification and quick retrieval capabilities should 
be among the primary attributes given attention when new equipment is to be 
acquired. Funds permitting. energized rotary files and automatic index 
locators should be among the types of equipment considered for installation. 
Larger departments may have recourse to more sophisticated mechanisms 
such as electronic or automatic data processing devices. 

Forms should be designed to facilitate the entry of information. For instance. 
the amount of space allotted for the identification of a suspect should accom­
modate an average or longer name and address; blocks for checking off vari­
ous categories of information should be employed where possible; lines on 
which information is to be placed should be spaced one below the other accord­
ing to the single. double. or triple spacing adjustments found on typewriters. 
When forms are to be prepared in one or more copies. the use of forms 
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printed on sensitized-backed paper should be considered. This type of paper 
transfers impressions made on the original form to the copies beneath it with­
out, inserting individual sheets of carbon paper between each form. 

* * * * * 

At any point in the processing sequence or along the chain of custody. con­
trol over the evidence must be the responsibility of one person alone. It does 
not n~cessarily follow that one person is responsible for all evidence being 
held ill custody. It does follow. however. that one person only is responsible 
for evidence he has seized or for which he has receipted, and which is under 
his control or has been placed by him in a particular location. 

Generally, evidence will be the responsibility and in the custody of the evi­
dence custodian or his alternate. Temporarily, however, evidence may be 
in various locations within or. without the confines of the police jurisdiction 
concerned. i. e.. in the laboratory or in the courtroom. 

The sensitive nature of narcotic and dangerous drug evidence and the pecu­
liarities associated with its collection and later processing require that 
records and forms detailing the physical characteristics arid reflecting the 
chain of custody of the evidence be maintained separately and distinctly from 
o~er property records. This is to say that narcotic and dangerous drug 
eVldence should not be m:ixed. stored. inventoried, or packaged with other 
property (jewelry. firearms, articles of clothing) unless that property is an 
intrinsic part of or interfused with the evidence. 

As soon as practicable after seizure. narcotic and dangerous drug evidence 
should be separated from other property which has been confiscated at the 
same. time or place or from the same person or group of persons. A sepa­
rate illventory should be conducted and a separate chain of custody initiated. 
Identification. arrest. complaint. or case numbers and other data pertaining 
to the incident in question may be identical for both the evidence and the 
other property; however. the narcotic and dangerous drug evidence should 
be considered as a detached componential element and be listed and handled 
as an entity. 

, 
It is not necessary to design and print new forms for this purpose. Many 
times, the forms in current usage can be utilized-at the most$ a slight pen 
and ink alteration may be required. The focal point of the matter centers on 
keeping the information concerning narcotic and dangerous drug evidence 
apart and within its own channel; not on superimposing a new property hand­
ling syste.m on that already established. 
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The use of separate records and forms for the processing of narcotic and 
dangerous drug evidence has several advantages-

• Security of the evidence is enhanced. 

• Handling of the evidence is facilitated. 

• Inadvertent return of the evidence (along with other items of 
property) to the person from whom it was seized is minimized. 

• Maintenance of the chain of custody is simplified. 

• Receipting for and handling of other property connected with 
the case are expedited. 

Accordingly, then, this chapter will discuss a means for maintaining eviden­
tiary custody during the processing sequence through adherence to a records 
system addressing only the handling of narcotic and dpngerous drug evidence. 
Unless described to the contrary, the evidence handling procedures about to 
be outlined, along with the description of all allied records and forms, will 
pertain solely to narcotics and dangerous drugs. Discussion directed toward 
the means of handling other types of property in the custody of police agencies 
will not be presented. Processing techniques associated with property other 
than narcotic and dangerous drug evidence will be assumed as following a 
more routine, conventional path consistent with accepted practices. 

Records and Forms 

By reflecting all pertinent known or recorded facts, narcotic and dangerous 
drug evidence records must have the capability of recalling or relating events 
which have affected, or will affect, the evidence during its progression from 
seizure to final disposition. The narcotic and dangerous drug records system 
is comprised of certain forms-the printed or typed documents havi?g blank 
spaces for insertion of the required facts. With regard to the hand1i?g of nar­
cotic and dangerous drug evidence, the forms employed should identify the 
evidence and provide information pertaining to its 

• receipt. 

• storage location, and 

• disposition. 
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With the exception of maintaining the actual chain of custody, other methods 
such as automatic or electronic data processing. visual remote display, and 
video and magnetic tape recordings can be adapted to the principles of nar­
cotic and dangerous drug evidence records management. Still, rega.rdless 
of the method employed, the basic information must be gathered and codified. 
Here. the records-keeper must resort to using a form of some description. 

Consequently, the remainder of this chapter will be devoted to a discussion 
of the design and use of the minimum number of forms essential to a work­
able narcotic and dangerous drug evidence records-keeping system. The 
forms may be altered depending on the demands of local policy and proced­
ure; however, in the interests of accuracy, coherence. and completeness. 
none of th"e forms (or the basic information found thereon) should be elimi­
nated. , 

Inventory and Chain of Custody (Narcotics and Dangerous Drugs) 
~. This form is the principal document used in connection with the pro­
cessing of narcotic and dangerous drug evidence. It is :l multi-purpose form 
and may be used7 

• As a record of evidential inventory. 

• To establish the evidential chain of custody. 

• As an evidence voucher or sub-voucher. 

• As a record of final dispOSition of the evidence. 

A suggesited format to follow when designing a narcotic and dangerous drug 
inventory and chain of custody form is shown in Figure 2 in Appendix VI. 
Format a.djustments and alterations may be made to suit local conditions; 
however. care should be taken to avoid excising portions of the form which 
are designed to record essential information. 

* * * * * 

Normally, preparation of the inventory and chain of custody form begins 
during the inventorial process and deSignated copies of the form remain with 
the evidence throughout the processing st'\quence. By continually receiving 
updated data during the processing sequence, this form provides a completely 
documented historical record of all actions impacting upon the evidence during 
its life span. 
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After the initial processing steps of marking and photographing are accom­
plished, the evidence is inventoried by 

• counting, 

• weighing, and 

• describing its appearance. 

When the inventory is completed, the seizing officer, under the observation 
of a witness, will place the evidence in an appropriate container or envelope. 
Whenever possible. evidence seized during a single operation from more 
than one suspect should be inventoried and packaged separately. 

During the packaging process, care must be taken to insure that the physical 
condition of the evidence remains unimpaired. Powder, pills, and capsules 
should not be placed within an evidence container unless they have first been 
provided with some form of immediate primary protection (referred to as an 
"interior" container or envelope), i. e." a polyester bag, bottle, or pill box. 

After the evidence has been placed in its "outer" (exterior) container or enve­
lope (see definition of "Evidence Envelope, " Chapter I). the outer container 
is officially sealed (and dated) by whatever means the police agency concerned 
considers appropriate, i. e.,-

• gummed evidence seal or tape, 

• sealing wax, 

• heat seal, 

• lock-type seal, or 

• signature or fingerprint affixed to the envelope's sealed 
flap and extending over the flap to the body of the envelope 
proper. 

Bulky evidence may require large containers and different wrappings. 
Irrespective of the container or wrapping employed. close attention must be 
paid to the manner of sealing or safeguarding the evidence to insure thay any 
violation of evidential integrity can be detected immediately. 
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To record the actions just described, preparation of the inventory and chain 
of custody form should be initiated. The form itself should be prepared in 
quadruplicate and attached to the evidence envelope or package. 

The following is a descriptive listing of the types of entries that should ap­
pear on the inventory and chain of custody form (Figure 2) as a result of 
actions performed during the processing sequence: 

• Page of • If the completed form comprises one page, 
the entry for this section will read "Page 1 of 1." If addi­
tional pages are added to the form, the first blank will in­
dicate the page of immediate reference; the second blank 
will indicate the number of pages which comprise the entire 
form or report, i. e., the three consecutive pages of a three­
page form or report would be marked "Page 1 of 3," "Page 2 
of,2" " "Page! of !- " respectively. - - -

• Seizing Officer. Enter the name of the police officer who 
first collected or received, from whatever source. the evi­
dence. If an arrest is made at the time of seizure, the seizing 
officer will also probably be the arresting officer. 

• 

• 

• 

• 

piv.!~~[District. Enter the division (patrol division) or dis­
trict (fourth district) to which the seizing officer is assigned. 
Both division,and district identifications may be used if appro­
priate. 

Badge Number. Enter the badge number of the seizing officer. 

Arrest/Complaint/Case Number. Enter the number of the 
arrest or complaint sheet which describes or refers to the in­
cident during or conditions under which the evidence wa's 
seized or collected. If the offense or incident is being inves­
tigated an(l a separate investigative case number has been 
aSSigned, this number should also be entered. If the evidence 
was collected under conditions other than as a result of an 
arrest or complaint or if the case is not being investigated, 
this section should be marked "N / A. " 

Offense. Enter the type of offense(s) or charge(s) reflected 
on the arrest, complaint, or case sheet, i. e., "auto theft, " 
"vandalism, " "possession of narcotics." If the evidence was 
collected not as a result of the commission of any type of an 
alleged offense, this section should be marked liN/A." 
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Date/Time. Enter the date and time (use of date/time group 
is suggested) when the seizing officer assumed custody Of the 
evidence. In many instances, this entry will correspond to 
the date and time entered on the arrest or complaint report. 
(See definition of "Date/Time Group, " Chapter I. ) 

Property Control Number. Enter the property control number. 
(See definition of liproperty Control Number," Chapter I.) 

Evidence Locator Number. Enter the number or code indi­
cating the storage location (shelf, bin, box) of the evidence in 
the evidence room. These notations should be typed 01' made 
in ink. If the evidence is later moved to another area, the 
original entry should be crossed out and initialed. The number 
or code reflecting the new storage area should then be entered 
next to the entry which has been deleted. 

Suspect/Defendant. Enter the name, address, sex, race, age, 
and Social Security Account Number (SSAN) of the person who 
had posseSSion of the evidence immediately prior to its seizure. 

If the evidence was not seized directly from an individual or in 
his presence during a search of his property (room, vehicle) 
or if the evidencfe was found (at a crime scene, on the street, 
in a vacant lot), this portion of the form should be marked 
"N/A. " 

Location of Seizure/Collection of Evidence. Enter a descrip· 
tion of the location from where the evidence was sei2 ed. If the 
evidence was seized directly from the suspect/ defen(JJant or 
clothing he was wearing at the time of seizure, the entry 
should read: "on his person." Insofar as possible, other in­
formation specifically identifying the initial location of the 
evidence should also be included, i. e., "in wallet removed 
from left rear hip pocket of trousers, " "in false (hollow) heel 
of left shoe." If the evidence was not acquired directly from 
an individual, a description of the place in which the evidence 
was located should be entered, i. e., "under frelnt door-mat 
at above address. " 

Item Number. Number each item of evidence in llumerical 
order using Arabic numerals. Insofar as practicable, the evi­
dence should be numbered according to commonality. of pack­
aging and similarity (!)f items as it relates to the case and/or to 
the suspect/ defendant. 
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• Description of Seized/Collected Items. Enter a word picture 
of the item based upon observation-not on supposition. The 
description should be as concise as possible without sacrificing 
clarity and accuracy. Each item of evidence should be further 
identified by the mark placed on it by the seizing officer, i. e., 
"GKH, 020300.May 74." For example, an entry describing 
cigarettes seized as probable narcotic and dangerous drug evi­
dence may read: "Cigarettes, apparently hand-made, rolled 
in thin brown paper twisted at both ends, no trade name, each 
containing a greenish-brown vegetable-like substance similar 
in appearance to marihuana. Marked for identification: GKH, 
020300 May 74." If two or more items seem to be identical or 
very similar in appearance, each should be marked in a man­
ner to distinguish it from each of the others. Immediately 
following the last entry, a line should be drawn horizontally 
across the form and the words "NOTHING FOLLOWS" placed 
directly below the line. 

If there is insufficient space in this section to list all of the 
evidence being inventoried, the words "Continued on Page 2 
(3) (4)" should be placed after the last entry. In this case, the 
inventory and chain of custody form is cut across the dotted 
horizontal line immediately above the words "CHAIN OF CUS­
TODY," thus eliminating the chain of custody portion of the 
form (note: the three copies of the form must be cut in the 
sam,e manner). A second, complete inventory and chain of 
custody form (also prepared in quadruplicate) should then be 
attached to and under the first form. All of the information­
except page number-found in the top sections of the first form 
should be repeated in the second form. The page number should 
be entered according to its sequential order. A description of 
the next item of evidence (continued from the first form or page) 
should be placed (in continuing numerical order) under the 
section entitled "Description of Seized/Collected Items" on the 
second form. This process may be repeated as many 'times as 
necessary, provided that each additional form is prepared in 
quadruplicate and each additional item of evidence is numbered 
sequentially. The last form used as a continuation page to list 
items of evidence retains its original configuration, i. e., re­
mains intact and is not altered by removing the chain of custody 
section as this section must be used to initiate the chain of cus­
tody. All continuation forms should be fastened (stapled) to the 
first form in numerical sequence to constitute a multipie-page 
inventory and chain of custody form. 
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Count and Weight (Seizing Officer). 

CT (count). Enter (in Arabic numerals) the quantity 
(or exact count) in which each item of evidence was 
acquired. 

WT (weight). Enter the gross (G) weight of the item. 

Count and Weight (Laboratory Analyst). 

Amount Rl'!ceived. Enter the count (CT) and net (N) 
and/or gross (G) weight of each item as determined by 
the laboratory analyst prior to analysis of the evidence. 
The count should agree with the number appearing in 
the "CT" column under "Count and Weight (Seizing Offi­
cer).11 The gross weight should agree with the weight 
appearing in the IIWT I1 column under I1Count and Weight 
(Seizing Officer)." The accuracy of evidential descrip­
tion will be enhanced if the laboratory analyst enters 
both net (N) and gross (G) weights on the form. 

Consumed in Analysis. Enter the count (CT) and net (N) 
and/or gross (G) weight of the evidence that was used 
(expended or destroyed) during its subjection to the lab­
oratory analytic process. The weight of the evidence 
consumed in analysis should be shown both as :!.et {N) 
and gross (G). 

Chain of Custody. This section of the form reflects a cog­
nominal. chronological account of those -individuals having 
control over the evidence from the time it was inventoried and 
secured until final disposition or destruction is accomplished. 

Signature of Seizing Officer. Enter the signature of the police 
offiCer who. from whatever source. first collected or received 
the evidence. This signature should agree with the name of the 
seizing officer appearing in the upper right-hand portion of the 
form. 

Date/Time/Place of Securing (Sealing) Evidence. Enter the 
date/time group (020300 May 74) indicating when the evidence 
was placed under seal within an evidence envelope or otherwise 
secured. Also enter address or description of location where 
the evidence was placed into an evidence envelope and sealed 
or otherwise secured. 
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Witness (Signature and Badge Number). Enter the signature 
and badge (or similar identification) number of the individual 
who observed the placing of the evidence inside an evidence 
envelope and sealed or otherwise secured. 

Received By (Name) • 

Signature. Enter the signature of the person (normally 
the evidence custodian) who received the evidence from 
the seizing officer or from the location (drop-box) where 
it had been placed in temporary storage by the seizing 
officer. As the evidence travels through the processing 
sequence (thereby forming the chain of custody). the 
IIReceived By (Name)" section is completed by the per­
son who receives the evidence from the individual who 
had receipted for it immediately prior to the current 
transaction. This action is repeated (using. if neces­
sary. the chain of custody form shown in Figure 3 in 
Appendix VI) until final disposition or destruction of 
the evidence is effected. 

Printed. Enter the printed name associated with the Sig­
nature on the preceding line. 

ID Number. Enter the badge number or other number 
(Social Security Account Number) normally used to iden­
tidy the individual receiving the evidence. 

Date/Time. Enter the exact date/time group showing 
when the transfer of evidential custody was made •. 

Received. (a In Person. 0 Drop-Box. t::J Other). 
Enter check in appropriate box to show the manner in 
wMch the evidence was received. Enter a brief explana­
tion if the evidence was received in a manner other than 
directly from a person or drop-box; i. e.. IIregistered 
mail-receipt number 444. " 

Purpose/Location. Enter the reason for the transfer of evi­
dence. Examples of entries that m!;ty be found in this section 
of the form are: "transmitted to evidence custodian " " . forwarded to laboratory for analysis, " "returned from lab-
oratory after analysis." "released to seizing officer for pre­
sentation in court. " "released to state authorities for destruc­
tion by incineration-see attached authorization (court order. 
certificate). II Also enter location where transfer of eviq,entiary 
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custody transpired; i. e •• "Evidence R~om."Cityville Police 
Department," "Municipal Court, Cityville. 

Received with Seal ( CJ Broken, CJ Intact). Seal (CJ Not 
Broken by Receiver. CJ Broken by Receiver). Evid:nce 
Resealed (0 No. D Yes). Enter check in approprIate box. 

Chain of Custody (Narcotics and Dangero~s Drugs~ ForI?-' The nar­
cotic and dangerous'drug chain of custody form (F1gure 3) 1S des1gned solely 
for use as an extensioI1\ of the chain of custody section on the inventory and 
chain of custody form (Figure 2). The chain of cust~dy ~orm ~hould never ~~ 
employed by itself. It is designed to be used in conJunctio~ ~1th and att~che 
to the inventory and chain of custody form in the event add1ti~nal space 1S re­
quired to maintain a record of the chain of custody. The ch~m of custody 
form is also prepared in quadruplicate and fastened to and ~1rectly under a 
single-"page invelltory and chain of custody form or to and dIrectly un~~r the 
last page of a multiple-page inventory and ch~in of custody form; addltlonal 
chain of custody forms may be added as reqmred. 

The chain of custody form is identical to the chain of custody. section ?n the 
inventory and chain of custody form. Howeverg because the mformation 
already appears on a companion inventory and chain of custody form, no space 
is provided for-

• "Signature of Seizing Officer. " 

• "Date/Time/Place of Securing (Sealing) Evidence. " 

• "Witness (Signature and Badge Number). " 

Also. for purposes of identification and continuity, space h~s been provid~d 
n the chain of custody form for entry of the arrest/ complamt/ case number 
~d roperty control number found in the upper portion of ~he inven~ry and 
ch~ of custody form. The requirement to number pages m numerlcal.order, 
. "P"ge 3 01' A "should not apply to 'the chain of custody form. A VlSUal 
1 .. e., 0. ... ..,~ • if ·t h been 
inspection ofihe entries on this form is sufficient to determme 1 as . 
roperly maintained. The principal reason fO.r num~ering ~e pages of the m­

~entory and chain of custody form is to establish .an mventorlal accow:t of the 
evidence itself. To follow the same proc:edure Wlth respec~ to the .cham of 
custody form would be impractical as each page of the multi-page mvento~y. 
and chain of custody form would require renumbering whenever another c am 
of custody form was added. 
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All entries on the chain of custody form are made in the same manner as 
the corresponding entries on the inventory and chain cjf custody form. 

Inventory and Chain of Custody (Narcotics and Dangerous Drugs) 
Form Routing and Distribution. When the evidence, accompanied by the 
quadruplicate inventory and chain of custody form, is received from the 
seizing officer (or drop-boxJ by either the property or evidence custodian,! 
the actions described below are generally developed (initial parenthetical 
comments indicate the individual(s) responsible for the action(s) being 
described): 

• (Evidence custodian or property custodian). The evidence pack­
age should be examined carefully for signs of tampering or 
other indications that the integrity of the evidence may have 
been violated. 

• (Evidence custodian or property custodian). If the individual 
receiving the evidence from the seizing officer (drop-box) is 
satisfied that it has not been tampered with and is properly 
sealed, he accepts the evidence and affixes his signature to 
the original and three copies of the inventory and chain of cus­
tody form in the space immediately below the signature of the 
seizing officer. At the time of signing, the receiver also fills 
in the remainder of the block in which his Signature appears 
and completes the other two blocks directly to the right of the 

lIn some departments (normally. the larger departments), the evidence 
will be first received, accounted for, and numbered by the property custodian. 
The property custodian, in turn, will relinquish the evidence to the evidence 
custodian for safeguarding and accountability. In other departments, the evi­
dence custodian may transact all bUSiness connected wit!! the receipt, storage, 
accountability, and safeguarding of the evidence,. This latter situation gener­
ally prevails in the smaller departments and where the property custodian also 
occupies the poSition of evidence custodian. For purposes of brevity, this 
section of the manual will deal only with the actions of the evidence custodian 
-keeping in mind that the property custodian may perform some of the func­
tions ascribed to the evidence custodian. Dlustr'ative of some of these functions 
would be receipting for the evidence and aSSignment of a property control num­
ber to the evidence. 

2See Charts 1 through 6 in Appendix V for evidential flow diagrams. These 
charts also indicate how the forms and records ELssociated with the evidence 
are either routed or annotated. 
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signature block. At this time. an evidence recElipt-see 
"Evidence Receipt (Narcotics and Dangerous Drugs) Form," 
and Figure 4-should be given to the individual surrendering 
the evidence. 

(Evidence custodian or property custodian). After the evidence 
has been received. it is assigned a prope1-~ty control number 
and the number entered in the "Property Control Number" blank 
on the inventory and chain of custody form. The property con­
trol number should also be entered on a property control card. 
the use of which is described later in this chapter under "Prop­
erty Control Card." This card can then be cross -indexed with 
other documents referring to the case in question (the number 
most generally used for cross-indexing with the proper~ .con­
trol number is the arrest! complaint/ case number pertammg to 
the incident concerned). 

(Evidence custodian or property custodian). When the evi~ence 
custodian receives the evidence with the inventory and cham of 
custody form attached. accompanied by a copy of the p.roperty 
control card. he assigns an evidence number to the eVldence. 
The evidence number, showing the location (shelf. bin. box) of 
the evidence in the evidence room. is entered on the inventory 
and chain of custody form in the "Evidence Locator Number" 
blank and on the copy of the property control card in the space 
entitled "b"'vidence Locator Number." Tne copy of the property 
control card annotated with the evidence number is then filed in 
the evidence room by property control number. 

(EVidence custodian or property custodian). Prior to storing .. 
the evidence, appropriate entries should be made in the'{lrri,­
dence ledger {see Figure 6}. When this action has been ci~com­
plished the evidence envelope or package with its attached . 
invento~y and' chain of custody form should be placed in its. 
assigned storage location. 

(Evidence custodian or property custodian). As soon as prac.­
ncable. the evidence. accompanied by a request for a forenslc 
examination of its properties (see Figure 5). should be for­
warded to the laboratory Preparatory to d,elivering or trans­
mitting it to the laboratory. the evidence is removed from its 
storage location and entries are made in the evidence ledger 
concerning disposition or other special information as may be 
prescribed by local operating procedures, At this t!me. the . 
property control card{s) are annotated by date and hme. showmg 
when the evidence was release~ and the card(s) placed m a sus-

. pense file. 
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(Courier or laboratory representative). When the authorized 
courier or laboratory representative secures the evidence for 
delivery to the laboratory. he places his signature in the next 
blank "Received By" space on the chain of custody portion of 
the inventory and chain of custody form and enters the required 
information in the "Received By" block and the two right-hand 
adjacent blocks. (Note: If the evidence is delivered to the 
laboratory by the evidence custodian. the individual at the lab­
oratory who receives the evidence will complete the chain of 
custody portion of the inventory and chain of custody form as 
described above. In the event the evidence is forwarded to a 
laboratory by registered mail. the evidence custodian should 
enter the mail registry number in the "Received By" block and 
complete the two right-hand adjacent blocks. A notation should 
be made on the evidence ledger indicating date and time of mail­
ing and the mail registry number. If the laboratory to which 
the evidence package is being mailed is not familiar with the 
records-keeping system followed by the police agency mailing 
the evidence. instructions concerning the use of the inventory 
and chain of custody form should be included in the package 
being mailed. Instructions pertaining to the chain of custody 
section of the inventory and chain of custody form should be 
particularly detailed and explicit. ) 

(Laboratory evidence custodian. courier, evidence custodian, 
seizing officer). Internal procedures existing in the laboratory 
will govern the manner in which the evidence is handled while 
in the laboratory. Proper controls should call for completion 
of the chain of custody portion on the inventory and chain of 
custody form each time the evidence passed to and from the 
person charged with receipting and storing the evidence and 
the analyst responsiple for examining the evidence. Within the 
laboratory itself, evidentiary security should be maintained as 
outlined in Chapter II. If the evidence is received via regis­
tered mail, the laboratory evidence custodian or other author­
ized person receiving the package receipts for the evidence and 
completes the appropriate blocks on the inventory and chain of 
custody form. When the evidence is retransmitted to the ori­
ginal sender, the laboratory evidence custodian or other author­
ized individual enters the mail registry number in the next blank 
"Received By" block and completes the right-hand adjacent 
blocks. If the evidence is picked up from the laboratory or 
delivered to the sender by the laboratory s the chain of custody 
portion of the inventory and chain of custody form should be 
completed by whomever (courier, evidence custodian. seizing 
officer) receives the evidence from. the laboratory or laboratory 
representative. 
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(Laboratory analyst). While in the laboratory and during the 
analytic process. the laboratory analyst performing the analy­
zation compares the count and weight of the evidence with that 
reported by the seizing officer and enters his finding under the 
"Amount Received"column of the laboratory analyst's inventory 
portion of the inventory and chain of custody form. In the 
"Consumed in Analysis" portion of the inventory and chain of 
custody form. the laboratory analyst also enters the amount 
(by count and/or weight) of the substance that was expended or 
destroyed during the analytic process. The laboratory analyst 
also prepares the laboratory examination report. (Note: 
Normally. it is at this juncture-receipt of the evidence by the 
laboratory analyst-that the evidence envelope or package is 
opened for the first time since it was sealed by the seizing offi­
cer. Accordingly. detailed instructions for opening (cutting" 
breaking) and resealing the evidence package must be under­
stood and followed by all personnel concerned. Particular at­
tention and explanation should be directed toward the manner in 
which information is entered in the block on the chain of custody 
portion of the inventory and chain of custody form dealing with 
sealing and resealing the evidence.) 

(Laboratory analyst, laboratory evidence custodian, laboratory 
administrative personnel). When the laboratory analytical pro­
cess and the inventory and chain of custody form have been com­
pleted and the evidence has been resealed preparatory to trans­
mitting it to the sender. one copy of the inventory and chain of 
custody form is removed and attached to the sender's request 
for evidential analyzation; both of these documents are filed in 
the laboratory along with a copy of the laboratory report out­
lining the results of the analyzation. The original and two copies 
of the inventory and chain of custody form are returned with the 
evidence to the sender. Local rules will vary with rega.rd to the 
distribution accorded the laboratory analyzation report, ' . 
however" as a minimum, copies should be furnished to the-

Laboratory for inclusion in the laboratory case rue. 
(Original report. ) 

Court officer (district attorney. state's attorney). 
(Copy of report.) 

Agency that requested the evidence be analyzed. 
(Copy of report. ) 
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(Evidence custodian or property custodian). When the evi­
dence is returned to the evidence room from the laboratory. 
the administrative processes (annotating and indexing records. 
completing the chain of custody portion on the inventory and 
chain of custody form) that tr-aJ.""lspiL-;ed upon receipt of the eVi- ....... . 
dence from the seizing officer are repeated and the evidence 
is stored in its designated location. At this point, however. 
the remaining two copies of the inventory and chain of custody 
form are removed from the evidence envelope or package (the 
original inventory and chain of custody form remains affixed to 
the evidence). One copy is forwarded to the records section. 
or section maintaining the case folder. and married to the 
arrest or complaint sheet concerning the incid.ent in question. 
The other copy is filed in a voucher file in the evidence room 
and keyed (assigned a voucher file number; the property con-
trol number may also be used as the voucher file number) to 
the entry referring to it (the copy) in the evidence ledger. In 
this manner (by comparing t.'1e entries in the evidence led~er 
with the inventory and chain of custody forms in the vouch~r 
file), an up-to-date account is maintained reflecting the amount 
and type of evidence on hand in the evidence room. 

(Evidence custodian or property custodian). With minor varia­
tions. additional transactions requiring a change in the status 
of evidential custody adhere procedurally to the same genei'al 
pattern associated with normal accounting and custody prac-

. tices. 

When the evidence is to be removed from the evidence 
room for court presentation purposes. additional safe­
guards designed to strengthen evidential security should 
be introduced. For example. it may be prudent to re­
quire the individual who wishes to withdraw the evidence 
to present a court order or summons directing the pres­
ence of the evidence in court. He should also be required 
to produce written authorization for his action (receiving 
custody of the evidence) from a person (preferably a 
p,0lice off~9J?r in a cQ.tnmand PQsitionj empowered to ex­
ecute such an instrument. In this regard, for purposes 
of ~omparison. four signature (handwriting) exemplars 
(1. Full name: John James Doe; 2. First name. 
middle initial(s). and surname: John J. Doe; 3. Surname: 
Doe; and 4. Initials: JJD) of each member of the agency 
concerned and other selected individuals (court officers, 
state investigators) who effect custody transactions should 
be maintained on file in the evidence room. 
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When the evidence is to be removed from the evidence 
room for final disposition or destruction purposes. the 
facts surrounding its removal should be documented and 
filed in the evidence room. For example. the individual 
securing the evidence for destruction should p.re~ent ....... . 
proper authorization directing or giving permIssIon that 
the evidence be disposed of or destroyed. (Note: Shown 
in Appendix I is an example of a court order directing 
that certain narcotics and dangerous drugs no lon.g~r 
having evidentiary value be turned over by a munIcIpal 
police department to a state agency for destruction. ) 
The person receiving the evidence should also co~plete 
the pertinent portions of the chain of custody section.of 
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the inventory and chain of custody form. and retu;r'n It to 
the evidence custodian for filing. Whenever feasible I 
(especially if the evidence is to be destroyed by :r:epr.e: 
sentatives of an agency other than the agency WhIch Iffi- I 
tially seized the evidence), the evidence custc4i:man~_"'Q'_"""'''~._''," 
anotha = ... "n~""'''''''ntativc- ·frnn::· the-·'Sei-:c.irtg 'ag-ency Sh01l!C1 ".J;~ .. l.-1"T_.i'.'''~~1. t';"" • 

witness the actual destruction of the evidence. A requIre­
ment should be levied on the personnel who actually 
destroy the evidence to provide docume~tation (by count 
or weight or both) of the fact that the eVldence was de-. 
stroyed. If the evidence is disposed of ~ an?ther .f~shion. 
documentation describing the method of ItS dIsposItion. 
i. e •• "3 morphine Syrettes. 50 cc capacity, .l:l.1l full~ re. 
ceived by Doctor Medic. City Hos~ital. State. ~n 2 May 
74. " should be furnished to the eVIdence custodIan .. All 
such documentation lending support to the actual e.v:den­
tial disposition or destruction (court orders. certihcates 
of destruction) should be appended to the original inventory 
and chain of custody form, filed in the evidence room. and 
noted in the evidence ledger. 

Evidence Receipt (Narcotics and Dangerous Drugs) Form. The pur­
pose of the evidence receipt (see UEvidential Receipting Proc.edu:r:es. " Chapter 
IV) is to provide written proof in support .of a per~on who relmqulshes custo~y_ 
of .any evidence that the evidence in question was ~ fact r.eleased t?a~o~er In,' 

dividual. Normally. ih.c property/evidence custodIan p.~~.?lireEl t~e .evldence . 
. t An orl-ginal and one copy of the receipt are reqUlred (orIgmal for file recelp . h ddT I . s 

and copy for the person surrendering the evidence). althoug a IlOna cople 
(for case file. records section) may be prepared depending on local depart­
mental SOPs. 

If the property .or evidence clerk is the individual releaSing the evidence. the 
same procedure should apply. In this latter ins~~ce. how,:ver. the ~erson 
receiving the evidence may wish to retain the orlgmal rec':lpt •. In thIS case, 
the copy of the evidence receipt is filed in the property/evIdence room. 
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Only narcotic and dangerous drug evidence pertaining to a particular incident 
or as described on a particular inventory and chain of custody form should 
be entered on ariyone evidence receipt. Although the same form may be used 
by. some departments to li.st either property or narcotic and dangerous drug 
eVIdence. the two categorIes (property and narcotic and dangerous drug evi­
dence) should not be intermingled on a single form. Instead, two separate 
receipts should be issued-one listing the narcotic and dangerous drug evi­
dence and the other listing any other property involved in the case. In this 
manner. evidentiary accountability is facilitated and the evidence receipt is 
in correlation with the inventory and chain of qustody form describing the 
evidence in question. 

The follOwing is a description of the types of entries that; should appear on the 
evidence receipt (Figure 4): 

• 

• 

• 

• 

• 

Page ~"~!-=-' If the. .Qompleted·2orm comprises 'one page. the 
entries for this section will read "Page 1 of 1." If continua-
tion sheets are added to the form. the first blank will ~ndicate 
the page of immediate reference; the second blank will indicate 
the number of pages which comprise the entire receipt. i. e •• 
the three consecutive pages of a three-page receipt would be 
marked "Page 1 of 3. " "Page 2 of 3. " "Page 3 of 3. " respec-
tively. - - - - -_ 

~. Enter the date that the evidence was removed from the 
custody of the person preparing the receipt. 

~st/Complaint/Case Number. Enter the number of the 
arrest or complaint sheet which describes or refers to the in­
,eident during or conditions under which the evidence was 
seized or collected. If the offense or incident is being inves­
tigated and a separate investigative case number has been 
assigned. this number should also be entered. 

Property-Centrol Number. Enter the property control num­
ber. (See definition of "Property Control Number. " Chapter I.) 

Item Number. This section is not completed if the items listed 
on the evidence receipt agree with those listed on the pertinent 
inventory and chain of custody form. This section is used only 
if the evidence is broken out or separated from that described 
on the inventory and chain of custody form concerned. If used. 
the item numbers entered in this section should agree insofar 
as possible with those on the invel;ltory and chain of custody 
form used to inventory the evidence. 
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• 

• 

• 

• 

Description of Items. To facilitate administrative processing, 
this section should be preprinted with the following statement: 
"Narcotic and dangerous drug evidence as described on the in­
ventoryand chain of custody form pertaining to the arrest/ 
complaint/case number shown above." In the event the evi­
dence is broken out or separated as described above, then the 
preprinted phrase should be lined out and a description of. t?e 
evidence being released shoulp be entered. (Note: If addltional 
space is required" a continuation sheet(s) should be prepared 
and attached to the evidence receipt proper.) 

Evidence Released By (Signature. Name Printed. Identifica­
tion Number. Division/District). Enter the signature. printed 
name, identification number, and division/district of the per­
son actually relinquishing or releasing the evidence from cus­
tody. In most instances, this entry wil:l be completed ~y the. 
property/evidence custodian. If the eVldence was recelved Vla 
drop-box or by means other than directly from an individual, 
then this section is not used. 

Evidence Received By (Signature. Printed Name. Identification 
Number. Division/District). Enter the signature, printed 
name, identification number, and the division or district of the 
person receipting for the evidence. 

Evidence Received (0 In Person. D From Drop-Box, 
CJ Other). Enter check in appropriate box tc? show the man­
ner in which the evidence was received. Enter a brief expla­
n~tion if the evidence was received in a manner other than 
directly from a person or a drop-box, i. e •• "registered mail­
receipt number 444. " 

If the evidence receipt is prepared as the result of a request for the e~?ence 
to be presented in court, then the receipt should be.prep.ared as an orlgmal 
and three copies. The original copy should be retamed m the pr~perty/ . 
evidence room and the three copies given to the person transporting the eVl­
dence to the court. 

Later if the evidence is retained by the court (see "Court Custody of Evi­
dence: II Chapter IT), the lower portion of the evidence receipt (the portion 
under the statement, "IF COURT RETAINS EVIDENCE, COMPLETE FOL­
LOWING") should be completed by the court clerk or his authorized reP7'e­
sentative. In this instance, the court official retains one copy of the eVldence 
receipt and returns the remaining two completed copies to the person releas­
ing the evidence (the individual releasing the evidence should also insure that 
the appropriate spaces on the inventory and chain of custody form attached to 
the evidence package are completed by the court officer). 

76 

, 

~ 

I 
J 
~ 
I 
I 
) 

I , 
I 
I 
1 
II 

1 
1 

I 
I 

! 
1 

I 
I 

/, 

One of the two re~aining copies of the evidence receipt should be returned 
to the property/eVIdence room from which the evidence was obtained. The 
other copy should be retained by the person who released the evidence to 
the cour.t or plac.ed in the pertinent case file. In the event the court does 
not re~am the eVlde~ce, two of the three initial copies given to the person 
who Wlthdrew the eVldence for presentation at court may be destroyed. 

If the court retains custody of the evidence the remaining spaces on the 
evidence receipt are completed as follows:' 

• 

• 

• 

• 

• 

Case of _ vs • Enter the title of the case in which 
the evidence is being (or has been) introduced. 

~. Enter the name of the court in which the case is being 
(or has been) tried. 

Co,?rt Docket Number. Enter the number on the court record 
which refers to the case in qUestion. 

Date Retained. Enter the date on which the court received 
custody of the evidence. 

~dence Retai.ned By (Court Clerk or Authorized Representa­
tive). Name (SIgnature). Name (Printed). Enter the Signature 
and printed name of the court clerk or other authorized individ­
ual receiving the evidence. 

Request for Examination of Evidence (Narcotics and Dangerous 
Drugs) Form. The request for examination of evidence form (Figure 5) is 
pre:pared by.the agency (n~rmally, by the individual investigating the case in 
wh:ich the eVldence was selzed or collected) forwarding the seized or collected 
~vldence to ~ laboratory for &::.:amination (analysis or reanalysis). The form 
1S exec~ted m triplicatej the original is transmitted with the evidence and the 
two coples are retaine~ by the transmitting agency (one copy is retained in the 
case file and the other lS placed in the evidence voucher file in the evidence 
room). While the evidence is in the laboratory undergoing analysis a copy 
of the requ~st for ex~mination of evidence form (along with a cOPY;f the evi­
de;:-ce r~~(lpt or reglstered ~ail receipt) filed in the voucher file serves as 
a credlt voucher and descrlbes the type and whereabouts of the evidence 
concerned. After the: ev~dence is returned from the laboratory. the copy of 
t?-e ~equest for exammation of evidence form filed in the evidence voucher 
file ~s a~ache:d to the eviden~e voucher pertaining to the evidence in question 
an? - etamed m the voucher file. The copy of the request for examination of 
eVlde~ce form which had been filed in the case folder should be retained in 
that file. 
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The following is a description of the types of entries that the agency f?rward­
ing the evidence should place on the request for examination of evidence form 
when it is transmitted to the laboratory with the evidence. 

• Date •. Enter the date on which the request for examination of 
evidence form is prepared. 

• To. Enter the address of the laboratory or facility to which 
"the evidence is being forwarded for examination. 

• Contributor's Arrest/Complaint/Case Number. Enter the 
number which the investigating agency assigned to the arrest 
or complaint sheet which describes or refers to the incident 
during or conditions under which the evidence was seized or 
collected. If a separate investigative case number has been 
assigned. this number should also be entered. The number(s) 
on this line should agree with the arrest/ complaint/ case num­
ber(s) appearing in the upper right-hand portion of the accom­
panying inventory and chain of custody form. 

• Offense. Enter the type of offense(s) or charge(s) reflected 
on the arrest/complaint/case sheet(s) pertaining to the ,evi­
dence in question. This entry should agree with the entry 
shown after "Offense" in the upper right-hand portion of the 
accompanying inventory and chain of custody form. , 

• Investigator's Name (printed). Telephone Number. Enter the 
printed name and office telephone number of the individual in­
vestigating the case in which the evidence was seized or 
collected. 

• Brief History of Case. Enter any information. background 
data. or instructions that may assist the laboratory analyst 
in examining. analyzing, or evaluating the evidence. 

• Examination (Analysis) Requested. Enter type of analysis 
desired; example: tiChemical analysiS of contents and exam­
ination of latent fingerprint on container. " 

• List of Specimens. Enter a description of each item of 
evidence as it is listed on the "Description of Seized/ 
Collected Items" section of the accompanying inventory and 
chain of custody form. 
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• Name of Requester (printed). Telephone Number. Enter the 
printed name and office telephone number of the person 
actually requesting examination of the evidence. In most in­
stances. the name and telephone number of the requester will 
agree with the name and telephone number of the investigator 
shown in the upper portion of the form. 

• Signature of Requeste~. Enter the signature of the: indivi.dual 
whose printed name and telephone number appear ImmedIately 
to the left. 

Property Control Card. The property control card is a record 
maintained by the property room clerk which is used primarily to locate 
items of property/evidence in the custody of a law enforcement agency. The 
property control card should be prepared as an original only or in dupl~cate. 
depending upon whether it is to be used to record either property or eVIdence. 
respectively. Narcotic and dangerous drug evidence should not be recorded 
on a property control card which is used to list other property. 

If the property control card is to be used for the purposes of describing and 
locating property-as opposed to evidence-only the original (one) card is 
prepared. In this instance. the card is maintained on file in the property 
room and cross-indexed with the property ledger (see "Property Ledger. " 
below) and arrest/complaint/case number. 

if the property control card is to be used to describe and locate items of 
narcotic and dangerous drug evidence. then the original and one copy of the 
card are prepared. The original card is filed in the property room and the 
copy is given (along with the evidence package) to the evidence custodian. 
When the evidence custodian receipts for the evidence package. he also com­
pletes the appropriate spaces on the chain of custody portion of the inventory 
and chain of custody form and places the evidence locator number on the copy 
of the property control card and on the inventory and chain of custody form 
in the space provided. An appropriate entry is also made in the evidence 
ledger-see "Evidence Ledger (Narcotics and Dangerous Drugs) ~orm. " and 
Figure 6-and the evidence is placed in its assigned storage location. A 
copy of the property control card is filed in the evidence room by property 
control number (see definition of "Property Control Number. " Chapter I). 

Normally maintain.ed on an index card. property control cards should be . 
designed with sufficient space to provide for entry of the following informa­
tion: 
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Identification of the law enforcement agency concerned 
(name .. city .. state .. zip code). 

Name of the form ("Property Control Card"). 

• Arrest/ complaint/ case number. 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

Property control number (see definition of "Property 
Control Number .. " Chapter I). 

Evidence locator number (designation of the shelf. bin .. or 
box where the evidence is stored in the evidence room). 

Offense. 

Name (followed by "s" for suspect or "V" for victim) and 
address under which the property/evidence has been booked. 

Name of the individual (police officer) from whom the prop­
erty/evidence was received. or who placed the property/ 
evidence in the drop-box from which it was recovered. or 
who returned the property/evidence which is described on 
the form. 

Name of the individual investigating the case. 

Date the property/evidence was received in (or returned to) 
the property I evidence room. 

Item number of the property/evidence (line-item number). 

Description of the property/evidence. 

Date that the property/evidence was r~moved from the 
property I evidence room. 

Name of the individual who removed the property/evidence 
from the property I evidence room. 
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E.vidence Ledger (Narcotics and Dangerous Drugs) Form. Establish­
ing and maintaining an evidence ledger provides a secondary method. or back­
up capability .. to use as a means of accounting for items of evidence in the 
custody of a police agency or laboratory. Entries made in the evidence vouch­
er may be cross-indexed with other control records in the property room and 
the evidence room. For example. entries in the evidence ledger may be 
cross-indexed with one or more of the following: the inventory and chain of 
custody form. the property control card. and the evidence voucher file. 

The evidence ledger should be maintained by the evidence custodian and it 
should consist of a bound. ledger-type record book with space across the top 
of each page (or across the top of two facing pages) for the entries shown in 
Figure 6. 

Information to be entered in each column is self-explanatory according to 
columnar heading. Telegraphic language and abbreviations should be em­
ployed to the maximum possible extent when entering a description of the evi­
dence in question. A concise statement of identity-not a verbose .. legalistic 
description-will suffice. 

When the evidence ledger is used in conjunction with or to support a voucher 
file. it should be kept in mind that a copy of a particular inventory and chain 
of custody form will not be present in the voucher file until the evidence pack­
age .. with its attached inventory and chain of custody form. has been returned 
to the evidence room after laboratory analysis. While the evidence is being 
processed initially in the laboratory. even though custodial responsibility 
does not rest with the evidence custodian. the evidence ledger proves its value 
as it may be the only record (aside from the receipt-or registered mail num­
ber-obtained by the evidence custodian upon release of the evidence to the 
laboratory) in the property or evidence room that reflects the whereabouts of 
the evidence. 

A line should be drawn across the face of the ledger page(s) between each 
entry. The cover of the book should be inscribed with the inclusive dates or 
property control numbers indicating the time period or property (voucher) 
numb£;!rs covered by the contents. Insofar as possible. the period covered 
by each ledger book should agree with the period spanned by the voucher file 
associated with it. 

Property Ledger. The property ledger is maintained by the prop­
erty clerk and is used to provide a running account of the property on hand 
in the prope.'ty room. The property ledger is similar in format and use to 
the evidence ledger-see "Evidence Ledger (Narcotics and Dangerous Drugs) 
Form. II and Figure 6. Entries made in the property ledger may be 
modified to accommodate local situations; however. in general. the entries 
should nearly correspond to those made in the evidence ledger. Narcotic 
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and dangerous drug evidence that has been turned in to the property roorll 
should be shown on the property ledger as being transferred to the evidence 
room. 

Evidence Voucher File (Narcotics and Dangerous Drugs). The pur­
pose of this file is to provide a ready reference to and description of evidence 
received and released from custodial storage. The file should be maintained 
by the evidence custodian and should consist of a copy of each inventory and 
chain of custody form removed from each individual evidence package or en­
velope upon its receipt from the laboratory. (Note: As mentioned previously, 
the evidence arrives in the evidence room from the laboratory with the ori­
ginal and two copies of the inventory and chain of custody form attached. The 
original form remains with the evidence in its storage location, one copy is 
forwarded to the records section or section maintaining the case file, and 
the remaining copy is filed in the voucher file in the evidence room. ) 

Each copy of the inventory and chain of custody form filed in the voucher file 
should be referred to as a "voucher" and assigned a voucher number. A 
voucher number may be a separate number placed at the bottom of the inven­
tory and chain of custody form or the property control number may be utilized 
as the voucher number. In Figure 6, the property control number also serves 
as the voucher number. 

A large-size manila folder can be employed to serve as a voucher file proper. 
Vouchers (debits) filed on the right side of the folder (when open) represent 
items of evidence on hand in the evidence room. Vouchers (credits) repre­
senting evidence that has been removed from the evidence room for purposes 
of destruction or otherwise relinquished are filed on the left side of the folder. 

Evidence voucher files may be maintained for one year or for whatever 
period is compatible with the overall records system employed by the agency 
concerned. If the volume of evidence becomes too great for retention of the 
inventory and chain of custody forms in one file folder, two folders may be 
used. In the latter instance, one folder would hold the debit vouchers; the 
other would contain the credit vouchers. 

. Although every effort should be made to keep intact (in one package or enve­
lope) all items of evidence itemized on a single inventory and chain of cus­
tody form, a system of subvouchering may be instituted if it becomes abso­
lutely imperative to release evidential items in a piecemeal fashion. 
However, the practice of preparing and recording voucher extracts, which 
are fundamental to the subvouchering system, is extremely time-consuming 
and cumbersome. 
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For purposes of security, accountability, and chain of custody integrity, it 
is again emphasized that narcotic and dangerous drug evidence seized ill con­
junction with other items such as weapons or jewelry should be treated as an 
entity, i. e., accounted for and stored apart from other property. If this 
practice is followed and made a matter of policy, there will be little reason 
to separate evidence listed on one inventory and chain of custody form when 
the evidence is removed from storage for purposes of analysis, court appear­
ance, destruction, or other disposition. 

As mentioned earlier, it is also for the reaons just specified that evidence 
seized from one individual (in a group of individuals) or Single location should 
be listed on a separate inventory arid chain of custody form. The practice of 
seizing evidence from a group of individuals and itemizing it on one inventory 
and chain of custody form under the naml~ of one suspect/defendant, i. e., . 
John Doe et al., should be avoided whenever possible. 

It is apparent that numerous variations may exist in the structure and main­
tenance of an evidence voucher file. Also, depending upon the amount of 
evidence handled, the decision to establish such a file may be an option to be 
exercised at the discretion of the agency concerned. Properly maintained, 
the voucher file provides a means of eilhancing the records-keeping system 
in the evidence room. 

Access Log. Regardless of other :types of monitoring devices em­
ployed, a form deSigned to show the names of all individuals entering or 
exiting any secure area connected with the custodial storage of evidence 
(evidence room, laboratory evidence room) should be placed at entries (and 
exits, if more than one entry or exit exists). All individuals having reason 
to enter the facility concerned should be required to sign an access log form 
showing date and time of their ingress and egress. 

This form can also be modified to reflect the names of the person unlocking 
and locking the facility at the start and close of the workday. When used for 
this purpose, space should be provided for the signature (with date and time) 
of the individual(s) who-

• Uruocked the facility. 

• Locked the facility. 

• Checked the locking of the facility. 

Although the protected area may be uruocked and locked by the same individ­
ual it should never be checked by the same person who secured it. 
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VI 

STRUCTURAL STANDARDS FOEl THE 

SECURITY OF NARCOTIC AND DANGEROUS 

DRUG EVIDENCE ROOMS/VAULTS 

!Jeneral 

This chapter. recommends minimum acceptable structural standards for the 
security of narcotic and dangerous drug evidence rooms/vaults. 

The highly sensitive nature of narcotic and dangerous drug evidence and the 
requirement to maintain an unbroken. secure chain of custody dictate that 
all such evidence be stored under conditions which offer it the best protec­
tion available. The primary reason for maintaining a separate highly secure 
area. i. e •• apart from other property. for the storage of narcotic and dan­
gerous drug evidence is. of course. because of the extreme susceptibility of 
such evidence to theft and pilferage. 

Items small in size but possessing great value are especially sought-after 
by those inclined to steal and pilfer. Narcotics and dangerous drugs are out­
standing examples of items in this category; narcotics and dangerous drugs 
are-

• Very easy to conceal. 

• In demand. 

• Offer a great monetary return upon the sale of relatively 
small amounts-amounts which retain their basic charac­
teristics and intrinsic value no matter how many times they 
are quantitatively separated. 

All in all. narcotic and dangerous drug evidence offers a perfect mark for 
the thief or addict. 
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A great disparity exists among the types of structures in which law enforce­
ment agencies are housed. Consequently, these circumstances generally 
determine the parameters for property room and narcotic and dangerous drug 
evidence room and repository structural standards. Howe:ver, for purp.oses 
of uniformity and in the interest of providing proper securlty for narcotic and 
dangerous drug evidence, every attempt .shou:d be. made t~ obtain or fabricate 
and use storage areas of the types descrlbed In thl.S chapt_r. 

Evidence Room/Vault an'd'Re'pository'Specificatione 

The specifications for evidence rooms /vaults and r.epositor~es outlined in 
this section comply with the regulations implementing Public Law 91-513, 
known as the Comprehensive Drug Abuse ,Prevention and Control Act of 19'10 
(Short title: Controlled Substances Act). and have been extracted from the 
Federal Register. The controlled substances in each of the schedules re-
ferred to are listed in Appendix m. 

tories. -
Physical Security Controls for Evidence Rooms/Vaults and Reposi-

§ 301.72 Physical security controls for nonpractitioners: storage 
areas. 

'(a) 'Schedules I and II. Raw materials, bulk mate~ials 
awaiting further processing. and finished products which are 
controlled substances listed in schedule I or IT shall be stored 
in one of the following secure storage areas: 

(1) Where small quantities permit, a safe: 
(i) Which safe has an Underwriters' Laboratories Burgla­

ry Rating of T-20, E or better, or the equivalent of such a safe: 
(ii) Which safe, if it weighs less than 750 pounds, is bolted 

or cemented to the floor or wall in such a way that it cannot ~ 
readily removed; and . 

(iii) Which safe, if necessary, depending upon the quantities 
and type of controlled substances stored, is equipped with ~ 
alarm system which, upon unauthorized entry, shall transmlt a. 
signal directly to a central protection company or a local or 
State police agency which has a legal du~ to respond, or a 24-
hour control station operated by the reglstrant, or such other 
protection as the Director (Administrator, Drug Enforcement 
Administration) may approve. 

(2) A vault constructed before, or under construction on, 
September 1, 1971, which is of substantial construction with a 
steel door, combination or key lock, and an alarm system; or 

(3) A vault constructed after September 1, 1971: 
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(i) The walls. floors, and ceilings of which vault are 
constructed of at least 8 inches of reinforced concrete or other 
substantial masonry. reinforced vertically and horizontally 
with ~-inch steel rods tied 6 inches on center. or the struc­
tural equivalent to such reinforced walls. floors, and ceilings; 

(ii) The door of which vault contains a multiple-position 
combination lock or the equivalent, a relocking device or the 
equivalent. and steel plate with a thickness of at least ~ inch 
or with a 2-hour fire rating or the equivalent; 

(iii) Which vault. if operations require it to remain open 
for frequent access. is equipped with a "day-gate II which is 
self-closing and self-locking, or the equivalent, for use dur:ing 
the hours of operation in which the vault door is open; 

(iv) The walls or perimeter of which vault are equipped 
with an alarm. which upon unauthorized entry shall transmit 
a signal directly to a central station p1"otection company, or a 
local or State police agency which has a legal duty to resp ud, 
or a 24-hour control station operated by the registrant, or 
such other protection as the Bureau (Drug Enforcement Admin­
istration) may approve, and, if necessary. holdup buttons at 
strategic points of entry to the perimeter area of the vault; 

(v) The door of which vault is equipped with contact 
switches; and 

(vi) Which vault has one of the following: complete elec­
tricallacing of the walls. floor and ceilings: sensitive ultra­
sonic equipment within the vault; a sensitive sound accumula­
tor system: or such other device designed to detect illegal 
entry as may be approved by the Bureau (Drug Enforcement 
Administra tion). 

(b) Schedules III, IV. and V. Raw materials, bulk 
materials awaiting further processing, and finished products 
which are controlled substances listed in schedules III, IV~ 
and V shall be stored in one of the following secure storage 
areas: 

(1) Where small quantities permit, a safe which com­
plies with the requirements set forth in paragraph (a)(l) of 
this section; 

(2) A vault which complies with the requirements set 
forth in either paragraph (a)(2) or (3) of this section; or 

(3) A building or area located within a building, which 
building or area: 

(i) Has walls or perimeter fences of sufficient height 
and construction to provide security from burglary; 

(ii) Has substantial doors which may be securely locked 
during nonworking hours by a multiple-position comb:ination 
or key lock: 

(iii) Is equipped with an alarm which, upon unauthorized 
entry. shall transmit a signal directly to a central station pro­
tection company, or local or State police agency which has a 
legal duty to respond, or a 24-hour control station operated by 
the registrant, or such other protection as the Bureau (Drug 
Enforcement Administration) may approve; and . 
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(iv) In which all controlled substances are segregated from 
all other merchandise and kept under constant. surveillance 
during normal business hours. 

(c) Multiple storage areas. Where several types or 
classes of controlled substances are handled separately by the 
registrant or applicant for different purposes (e. g •• returned 
goods. or goods in process). the controlled substances may be 
stored separately. provided that each storage area complies 
with the requirements set forth in this section. 

(d) Accessibility to storage areas. The controlled sub­
stances storage areas shall be accessible only to an absolute 
minimum number of specifically authorized employees. When 
it is necessary for employee maintenance personnel, nonem­
ployee maintenance personnel, business guests, or visitors to 
be present in or pass through controlled substances storage 
areas, the registrant shall provide for adequate observation 
of the area by an employee specifically authorized in writing. 1 

Supportive Evidence Storage Areas 

On occasion, particularly in the case of marihuana. the amount of evidence 
collected may exceed the storage capacity of the narcotic and dangerous I 
drug evidence room. In these instances, every effort should be made to ob- r 

tain a legal directive authorizing destruction of the evidence-after the I, 
entire cache is photographed. weighed. and a representative sampling re- I 
tained and analy~ed. In the event authority to destroy the bulk of the evidence lj 

is received. expeditious processing (photographing. weighing. and analyzing) 
will accelerate alleviation of the situation by reducing the amount of evidence 
on hand'to that required to be maintained as a sample. 

If the attempt to gain permission to destroy most of the evidence is not suc­
cessful. a temporary depository must be made available. Generally. the 
nature of the storage facility needed will be dictated by the-

• Type of evidence involved. 

• Location of the evidence. 

• Security required for safeguarding the evidence. 

IFederal Register, Vol. 36. No. 183 (Washington. D. C.: U. S. Government 
Printing Office. September 21, 1971). pp. 18730, 18731. 
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Temporarily, it may be possible to store the evidence at or in the location 
,where it was discovel.~ed and seized. The complexities attending each cir­
cumstance are limitless and require that each situation be evaluated on a 
case-by-case basis. 

Again. security of the evidence and maintenance of the chain of custody 
are mandatory considerations. To insure that proper evidentiary security 
conditions are met, it may be necessary to resort to certain temporary 
operational expedients such as fencing off a portion of a building or posting 
an adequate guard. 

If it becomes necessary to retain large amounts of narcotic and dangerous 
drug evidence over relatively long periods of time, a requirement to augment 
existing storage space may be generated. Normally. plans to satisfy this 
requirement will create the necessity to find and utilize ano,ther separate 
structure or area for the storage of bulky evidence. 

Once another area or building is designated as a supportive narcotic and 
dangerous drug evidence room and while it is in use as such. the structure 
so deSignated should not be used for any other purpose. Every effort should 
be made to adhere to the specifications previously outlined regarding struc­
tural standards for the security of narcotic and dangerous drug evidence 
rooms. 

Since the supportive facility may not be visited as regularly as the primary 
evidence room, a dependable alarm system is a prime consideration. In 
this respect. the exterior of the supportive depository should be inspected 
for unlawful entry at least once during each patrol shift. Inspection of the 
depository's interior should be conducted as often as considered feasible. 
but at least once during normal weekday duty hours. The interior security 
inspection should be performed by the regularly appointed evidence custodian 
or his alternate. 

Laboratory Evidence Room 

The laboratory narcotic and dangerous drug evidence room must be at least 
as secure as the narcotic and dangerous drug evidence room located in the 
property room. 

In the laboratory. additional means of safeguarding narcotic and dangerous 
drug evidence may be required. Whether any of the deviceS described below 
are employed depends largely on the laboratory's volume (narcotic and dan­
gerous drug analyzation throughput). building design. and standing operating 
procedures promulgated by the law enforcement agency or jurisdiction 
served by the laboratory. 
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If a type of "drop-box" or chute is used for the deposit of evidence in the 
laboratory after normal working hours, the box or chute must be tamper­
proof. Consideration should' be given to installing material at the bottom of 
the box or chute which will provide a cushioning effect for any fragile object 
which may be deposited. To avoid breakage occasioned by other objects 
falling on top of fragile objectsD provisions can be made for individual boxes 
for each item of evidence deposited. Self-locking doors which are left un­
locked when the laboratory closes and which provide access to individual 
lockers or closets of various sizes should be installed. After the evidence 
is deposited and the outside access doors are closed and locked, the evidence 
can be removed only from inside the laboratory by unlocking and opening a 
door opposite the outside access door which was closed and self-locked after 
deposition of the evidence. (See Figure 7 in Appendix VI. ) 

When personal laboratory evidence vaults are authorized for and used by 
forensic scientists assigned to the laboratory, the evidence stored therein 
should be afforded as much prQtection as that provided by the laboratory 
evidencp. room. Individual vaults should be constructed of steel with safe­
type combination lock, pigeon~oles for evidence storage. 

The type of tiered individual luggage lockers often found in bus depots and 
air terminals are also acceptable. In no instance, however, should ordinary 
metal file cabinets be used. The file cabinets are not tamper-proof and ac­
cess to one file drawer offers access to the contents of the drawer immediate­
ly below and, frequently, to the contents of other drawers as well. When 
feaSible, a relatively secure area (locked room) within the 18;boratory itself 
should be designated as the location for placement of the individual evidence 
vau;tts. 

Evidence Room Accessories 

Additional security may be provided for especially sensitive or high-value 
items of narcotic and dangerous drug evidence by placing a safe or steel 
cabinet within the evidence room. The safe or cabinet should be of the type 
described in, the section entitled "Physical Security Controls for Evidence 
Rooms/Vaults and Repositories," above. 

Consideration should"be given to installing a refrigerator within the evidence 
room for the storage of unstable or perishable items of evidence. Every 
effort should be made to obtain authority to dispose of refrigerated evidence 
as expeditiously as possible. 

The evidence room should be furnished with sufficient bins and shelves to 
permit the orderly storage of items in custody. Bins or shelves that can be 
adjusted to accommodate various.-sized packages should be installed when­
ever possible. 
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Appropriate furniture and eqUipment, i. e., table, work counter desk 
records. cabinet, typewriter, telephone, and administrative sup;lies should 
be proVlded for use by the evidence custodi~'a. and his alternate. 

To the degz:ee.reqUired~ laboratory evidence rooms should be furnished in 
~ manner sunilar to eVldence rooms internal to property rooms. 

Intrusion Detection Devices 

A reliable IDD sho.uld be installed on any door or other aperture offering 
access to a na.rcoti'~ ,'i:''1d dangerous drug evidence room, either in the prop­
erty room or m fr •. Joaboratory. Whenever possible, the IDD system should 
be.backed up by closed circuit television mOnitoring of the interior of the 
eVldence storage area. 

In smaller jurisdictions or where the construction of a separate narcotic 
and dangerous drug evidence room is otherwise infeasible the agency con­
cerned should fabricate or procure a dependable, relativeiy inexpensive 
alaz:m system (to d:tect unauthorized openings) for installation on safes or 
cabmets used as eVldence depositories. Failing this, the safe or cabinet 
should be located so that it is under around-the-clock surveillance from the 
watch commander or desk officer. 
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VII 

SUMMARY 

Set forth in these guidelines are systematic procedures which. when estab­
lished. should provide for the proper handling and security of narcotic and 
dangerous drug evidence. 

Fundamental to the system is the establishment of a responsive method for 
maintaining accurate and comprehensive records. Records dealing with the 
handling and security of narcotic and dangerous drug evidence should answer 
the following interrogatives (with representative areas of examination) as 
they pertain to each piece of evidence: 

• Who (Who seized it? Who has it now? Who released it from 
custody? Who analyzed it? Who authorized its destruction? 
Who destroyed it?) 

• What (What is it? How much is there?) 

• 

• 

When (When was it seized? When was it placed into custody? 
When was it released from custody? When was it analyzed? 
When was it destroyed?) 

Where (Where was it seized? Where is it now? Where was 
it analyzed? Where was it destroyed?) 

• Why (Why was it seized? Why was it released from custody?) 

• How (How was it seized? How was it received into custoCly­
in person. from a drop-box? How was it released from 
custody-by registered mail? How was it stored-in an 
evidence envelope inside a vault. in a box placed in a safe?) 
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Standing operating procedures should be developed detailing routine. internal 
evidentiary handling and security practices. A single. general SOP-as op­
posed to several separate SOPs-should be published governing the overall 
departmental procedure for the handling and security of narcotic and danger ... 
ous drug evidence. As a minimum. the SOP should prescribe methods to be 
followed and actions to be taken-

• During the processing sequence. to include the records­
keeping system. 

• During inspections and inventories of evidence and evidence 
rooms /vaults. 

• To insure evidential security. both in transit and in storage. 

In support or extension of SOPs. departmental directives such as general 
and special orders should be promulgated. These latter documents are used 
to define matters of policy. state principles or rules. and assign tasks and 
responsibilities. Examples of subjects generally covered in general and 
special orders are-

• Regulations governing the investigation of narcotic and dan­
gerous drug offenses (general order). 

• Executive instructions concerning arrest and detention of 
individuals suspected of selling marihuana (general order). 

• Daily work schedules (special order). 

• Individual aSSignments for the performance of a particular 
action or duty (special order). 

A comprehensive security educational program should be placed into effect 
for all departmental personnel-not only for those directly associated with 
the processing sequence. A schedule of evidential inventories should be ap­
proved and implemented; the conduct of announced and unannounced evidence 
and evidence room inspections should be planned. 

Regular departmental training sessions should include blocks of instruction 
describing the-
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• processing sequence. 

• use of the inventory and chain of custody form. and 

• use of the evidence receipt. 

Property and evidence custodians and the~!' alternates shou.ld receive special-
ized training in the- . 

• preparation. 

• maintenance. and 

• routing 

of all records and forms connected with the processing of narcotic and dan­
gerous drug evidence. 

Finally. provisions should be made to insure that the best physical security 
posture available is provided for all evidence in police custody. Every effort 
should be made to adhere to the Federal specifications which have been recom­
mended for narcotic and dangerous drug storage areas. 
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APPENDIX I 

Example of a court order authoriz~g the 
destruction or disposition of narc~tLCs :md 

dangerous drugs no longer having any eVldentlary value 
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ORDER FOR THE DESTRUCTION OR DISPOSITION OF 
NARCOTIC AND DANGEROUS DRUG EVIDENCE 

STATE OF _______ _ 

COUNTY OF ______ _ 

IT IS HEREBY ADJUDGED AND DE;CREED. that the ____ _ 

Bureau. (State) Department of Justice. City. State. is authorized in accord-

ance with Sections ___ and ____ of the Criminal Code of the State 

of _______ to destroy or dispdse of the narcotics and dangerous 

drugs and associated paraphernalia which are now in the possession of the 

____________ Police Department as a result of a case in 

which no trial was held or in a case which has been disposed of by way of 

dismissal or otherwise than by way of conviction. and which have been held 

for the time prescribed by law. 

WHEREFORE. IT IS ORDERED AND DECREED that the narcotics 

and dangerous drugs and I or paraphernalia described on the attached list be 

turned over to the Attorney General for destruction or disposition. 

DATED: 

JUDGE 

Enclosure (omitted) 
List of narcotics and dangerous drugs and associated paraphernalia 
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APPENDIX II 

Example .of a directive fr.om a district att.orney~s 
.office which .outlines pr.ocedures t.o be f.ollowe~ m 

.order to destroy narcotic and dangerous d:u~ eVldence 
used in cases which resulted in conVlctlons 
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SPECIAL OFFICE DIRECTIVE 

TO: A.LL DEPUTY DISTRICT ATTORNEYS 

FROM: DL.STRICT ATTORNEY 

SUBJECT: AUTOMATIC DESTRUCTION OF NARCOTIC 
AND DRUG EVIDENCE UPON CONVICTION 

h 

DATE: 

Effective (date)~ the (State) Controlled Substances Act will control 
the disposition of seized narcotic evidence after trial or piea. Under 
Section of the Code~ such evidence will be routinely 
ordered destroyed after conviction by the trial court in which a convictiop. 
was had. Inherent in such an automatic destruction procedure is the burden 
of potential retrials without benefit of the physical evidence. To minimize 
this risk~ the following office procedures with respect to narcotic and drug 
cases will be implemented beginning (date): 

(1) Routine Small-Quantity Drug Cases 

No office procedure change. Courts may begin 
routinely ordering evidence destroyed pursuant 
to the provisions of the new Act. 

(2) Large Quantity~ Major Violator. or Special 
Circumstances Cases 

Single Defendant, No Other Suspects. The 
investigating officer or officer who recovered 
evidence will be instructed by the filing deputy 
to pose with the seized material for a photo­
graphic record connecting the evidence to the 
principal officer. This photo must clearly show 
the seized material with an arrest/ complaint/ 
case number or similar identification number 
visible. The photograph must be taken prior to 
the preliminary hearing and must be made avail­
able along with the contraband~ at the time of the 
preliminary hearing. 
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The Deputy District Attorney, at the preliminary 
hearing, will mark and introduce both the photo­
graph and the physical evidence represented in it. 
The seizing officer or investigating officer, in his 
testimony, should be questioned as to connect up 
the photograph with the real evidence. The chem­
ist witness, in his testimony, should connect up 
his analysis with both the physical evidence and 
the photograph. Where a stipulation procedure as 
to expert testimony is appropriate, the Deputy 
District Attorney, at the preliminary hearing, 
must carefully articulate the stipulation so that 
both the photograph and physical evidence are tied 
to the chemis~'s stipulated testimony. 

At Trial. The trial deputy should again connect up 
both the physical evidence and the photograph(s). 

Upon Conviction or Guilty Plea. The Deputy 
District Attorney at this stage will ask the court 
to stay any destruction order until a date certain, 
75 days in the future. At the end of a 65-day 
period, the prosecutor on the case is responsible 
for determining, through the Clerk of Court's 
Office, whether or not notice of appeal has been 
filed. If filed, the trial court should be notified 
and asked to recall or stay any destruction order 
pending appeal. If, after checking, the deputy has 
determined that no appeal has been filed, he will 
notify the trial court of this 'fact. It is anticipated 
that the trial court will thereupon order destruction 
of the evidence. 

Large Quantity, Major Violator, or Special 
Circumstance Case Where Suspects Remain at 
Large, There Are Companion Cases or Multiple 
Defendants 

The procedures under (2) above will be followed 
except th/at the prosecutor on the case will. in 
addition. determine if the material must be pre­
served due to the existence of related cases which 
have Illready been filed or due to related pending 
investigations. If it is determined that the material 
will be needed, the Deputy District Attorney should 
so inform the court through use of an ex: parte 
motion. 
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Guidelines for Determining Large Quantity, Major 
Violator, Special Circumstances Cases: 

(1) Large Quantity Cases 

The guidelines for reporting large quantities of 
seized drugs to the State Narcotic and Dangerous 
Drug Bureau are applicable for characterization 
of large quantity cases u!lder the instant directive. 
This table is restated below at the conclusion of 
this Directive. 

(2) Major Violator Cases 

This will be determined by inquiry through the 
investigating officer and his agency. In the event 
any questions arise in this regard, the Deputy 
District Attorney may direct inquiries to investi­
gators of the State Narcotic and Dangerous Drug 
Bureau. 

(3) Special Circumstances Cases 

This category includes every case where a 
factual issue may arise specifically involving 
the physical evidence itself, and thus makes 
retention of the material critical for trial pur­
poses. Examples of this would include: de 
minimis cases where the issue, on retrial, 
might involve the question as to whether or not 
the material was a usable quantity; cases where 
fingerprint lifts, peculiar packaging, or smell, 
etc., were in issue; cases involving allegations 
of tampering with evidence or chain of custody 
irregularities, etc. 

The guidelines described above are not exclusive. 
Every prosecutor handling a narcotics case must 
be alert to the potential retrial problems inherent 
in each case. 

Notice to the Defense. It is antiCipated that the _.".-, __ 
Court will formulate rules governing notice to the defense 
in all cases where an immediate destruction order after 
conviction or plea is ordered by the court. 

---~~------- -
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1. 

2. 

3. 

4. 

TABLE 

Amphetamine Family 

10.000 or more pills or caps (10 jars) or 16 oz. or more 
of liquid or powder form 

LSD 

500 or more units (whatever the form) 

Barbiturates 

10.000 or more pills or caps (10 jars) or 16 oz. or more 
of powder or similar form 

Marihuana. Family 

a. Plant material 
25 or more kilos seized 

b. Hashish 
lIb. or more seized 

c. Hash Oil 
2 or more liquid oz. (This is a more recent develop­
ment in the illicit narcotics trade. The State Narcotic 
and Dangerous Drug Bureau is particularly interested 
in this activity.) 

d. THC. 
(See Miscellaneous Hallucinogens. below.) 

5. Opium Family 

a. Heroin 
8 or more oz. of good quality material 

b. Morphine, Codeine, Opium, Methadone, etc. 
Treat same as Heroin 

6. Cocaine 

8 or more oz. of good quality material 

7. Miscellaneous Hallucinogens 

PCP, STP (D.O.M.), P.M.T., DET, Psilocylienp MDA, 
MMDA. Mescaline, Peyote, THC 
500 or more units (whatever the form) 
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APPENDIX III 

Schedules of Con irolled Substances 

(Section 202, Part B, Title II, Public Law 
91-513, 91st Congress, H. R. 18583, October 27, 1970) 
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SCHEDULES OF CONTROLLED SUBSTANCES 

SEC. 202. (a) There are established five schedules of controlled 
substances, to be known as schedules I. II. III. IV. and V. Such schedules 
shall initially consist of the substances listed in this section. The schedules 
established by this section shall be updated and republished on a semiannual 
basis during the two-year period beginning one year after the date of enact­
ment of this title and shall be updated and republished on an annual basis 
thereafter. 

(b) Except where control is required by United States obligations 
under an international treaty. convention. or protocol. in effect on the 
effedive date of this part, and except in the case of an immediate pre­
cursor. a drug o.r other substance n;tay not be placed in any schedule 
unless the findings required for such schedule are made with respect to 
sucb drug or other substance. The findings required for each of the sched­
ules are as follows: 

(1) SCHEDULE 1.-
(A) The drug or other substance has a high potential for abuse. 
(B) The drug or other substance has no currently accepted 

medical use in treatment in the United States. 
(C) There is a lack of accepted safety for use of the drug or 

other substance under medical supervision. 
(2) SCHEDULE II.-

(A) The drug or other substance has a high potential for abuse. 
(B) The drug or other substance has a currently accepted med­

ical use in treatment in the United States or a currently accepted 
medical use with severe restrictions. 

(C) Abuse of the drug or other substances may lead to severe 
psychological or physical dependence. 

(3) SCHEDULE ill.-
(A) The drug or other substance has a potential for abuse less 

than the drugs or other substances in schedules I and II. 
(B) The drug or other substance has a currently accepted med­

ical use in treatment in the United States. 
(C) Abuse of the drug or other substance may lead to moderate 

or low physical dependence or high psychological dependence. 
(4) SCHEDULE IV.-

(A) The drug or other substance has a low potential for abuse 
relative to the drugs or other substances in schedule m. 

(B) The drug or other substance has a currently accepted med­
ical use in treatment in the United States. 

(C) Abuse of the drug or other substance may lead to limited 
physical dependence or psychological dependence relative to the 
drugs or other substances in schedule TIr. 
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(5) SCHEDULE V.-
(A) The drug or other substance has a low potential for abuse 

relative to the drugs or other substances in schedule IV. 
(B) The drug or other substance has a currently accepted med­

ical use in treatment in the 'United States. 
(C) Abuse of the drug or other substance may lead to limited 

physical dependence or psychological dependence relative to the 
drugs or other substances in schedule IV. 

(c) Schedules I~ II~ III~ N~ and V shall. unless and until amended 
purs1;lant to section 201. consist of the following drugs or other substances. 
by wha.tever official name. common or usual name. chemical name. or 
brand name designated: 

SCHEDULE I 

(a) Unless specifically excepted or unless listed in another 
schedule. any of the following opiates. including their isomers. 
esters~ ethers. salts. and salts of isomers. esters. an!i ethers. 
whenever the existence of such isomers. esters. ethers. and 
salts is possible within the specific chemical designation: 

(1) Acetylmethadol. 
(2) Allylprodine. 
(3) Alphacetylmathadol. 
(4) Alphameprodine. 
(5) Alphamethadol. 
(6) Benzethidine. 
(7) Betacetylmethadol. 
(Ion Bfitameprodinfi. 
(9)' Betamethadol". 

(1or Betaprodine. 
(11) Clonitazene. 
(12) Dextromoramide. 
(13) Dextrorphan 
(14) Diampromide. 
(15) Diethylthiambutene. 
(16) Dim.'~i~.oxadol. 
(17) Dimet>heptanol. 
(18) Dimethylthiambutene. 
(19) Dioxaphetyl butyrate. 
(20) Dipipanone. 
(21) Ethylmethylthiarobutene. 
(22) Etonitazene. 
(23) Etoxeridine. 
(24) Furethidine •. 
(25) Hydroxypethidine. 
(26) Ketobemidone. 
(27) Levomoramide. 
(28) Levophenacylmorphan. 
(29) Morpheridine. 
(30) N oracymethadol. 
(31) Norlevorphanol. 
(32) Normethadone. 
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(33) Norpipanone. 
(34) Phenadoxone. 
(35) Phenampromide. 
(36) Phenomorphan. 
(37) Phenoperidine. 
(38) Piritramide. 
(39) Proheptazine. 
(40) Properidine. 
(41) Racemoramide. 
(42) Trimeperidine. 

(b) Unless specifically excepted or unless listed in another 
schedule. any of the following opium derivatives. their salts. 
isomers. and salts of isomers whenever the existence of such 
salts. isomers. and salts of isomers is possible within the 
specific chemical designation: 

(1) Acetorphine. 
(2) Acetyldiliydrocodeine. 
(3) Benzylmorphine. 
(4) Codeine methylbromide. 
(5) Codeine-N -Oxide. 
(6) Cyprenorphine. 
(7) Desomorphine. 
(8) Diliydromorphine. 
(9) Etorphine. 

(10) Heroin. 
(11) Hydromorphinol. 
(12) Methyldesorphine. 
(13) Methylhydromorphine. 
(14) Morphine methylbromide. 
(15) Morphine methylsulfonate. 
(16) Morphine-N -Oxide. 
(17) Myrophine. 
(18) Nicocodeine. 
(19) Nicomorphine. 
(20) Normorphine. 
(21) Pholcodine. 
(22) Thebacon. 

(c) Unless specifically excepted or unless listed in another 
schedule, any material. compound, mixture. or preparation, 
which contains any quantity of the following hallucinogenic 
substances. or which contains any of their salts. isomers. 
and salts of isomers whenever the existence of such salts. 
isomers. and salts of isomers is possible within the specific 
chemical designation: 

(1) 3. 4-methylenedioxy amphetamine. 
(2) 5-methoxy-3. 4-methylenedioxy amphetamine. 
(3) 3.4. 5-trirp.ethoxy amphetamine. 
(4) Bufotenine. 
(5) Diethyltryptamine. 
(6) Dimethyltryptamine. 
(7) 4-methyl-2.5-dimethoxyamphetamine. 
(8) Ibogaine. 
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(9) Lysergic acid diethylamide. 
(10) Marihuana. 
(11) Mescaline. 
(12) Peyote. 
(13) N-ethyl-3-piperidyl benzilate. 
(14) N -methyl-3-piperidyl benzilate. 
(15) Psilocybin. 
(16) Psilocyn. 
(17) Tetrahydrocannabinols. 

SCHEDULE II 

(a) Unless specifically excepted or unless listed in another 
schedule, any of the following substances whether produced 
directly or indirectly by extraction from substances of vege­
table origin. or independently by means of chemical synthesis. 
or by a combination of extraction and chemical synthesis: 

(1) Opium and opiate. and any salt. compound. 
derivative. or preparation of opium or opiate. 

(2) Any salt. compound. derivative, or preparation 
thereof which is chemically equivalent or identical 
with any of the substances referred to in clause (1), 
except that these substances shall not include the 
isoquinoline alkaloids of opium. 

(3) Opium poppy and poppy straw. 
(4) Coca leaves and any salt. compound. deriva­

tive. or preparation of coca leaves. and any salt. 
compound, derivative. or preparation thereof which 
is chemically equivalent or identical with any of 
these substances. except that the substances shall 
not include decocainized coca leaves or extraction 
of coca leaves. which extractions do not contain 
cocaine or ecgonine. 

(b) Unless specifically excepted or unless listed in another 
schedule. any of the following opiates. including their isomers. 
esters. ethers. salts. and salts of isomers. esters and ethers. 
whenever the existence of such isomers, esters. ethers, and 
salts is possible within the specific chemical designatimn: 

(1) Alphaprodine. 
(2) Anileridine. 
(3) Bezitramide. 
(4) Dihydrocodeine. 
(5) Diphenoxylate. 
(6) F'entanyl. 
(7) Isomethadone. 
(8) Levomethorphan. 
(9) Levorphanol. 

(10) Metazocine. 
(11) Methadone. 
(12) Methadone-Intermediate" 4-cyano - 2 - dimethyl­

ammo-4.4-diphenyl butane. 
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(13) Moramide-Intermediate. 2-methyl-3-morpho­
lino-l, l-diphenylpropane-carboxylic acid. 

(14) Pethidine. 
(15) Pethidine-Intermediate-A. 4-cyano-l-methyl-4-

.pheny lpiperidine. 
(16) Pethidine - Intermediate - B. ethyl-4-phenylpiper­

idine-4-carboxylate. 
(17) Pethidine-Intermediate-C, I-methyl-4-phenyl-

piperidine-4-carboxylic acid. 
(18) Phenazocine. 
(19) Piminodine. 
(20) Racemethorphan. 
(21) Racemorphan. 

(c) Unless specifically excepted or unless listed in another 
schedule, any injectable liquid which contains any quantity of 
methamphetamine, including its salts, isomers.. and salts of 
isomers. 

SCHEDULE ill 

(a) Unless specifically excepted or unless listed in another 
schedule. any material, compound, mixture. or preparation 
which contains any quantity of the following substances having 
a stimulant effect on the central nervous system: 

(1) Amphetamine. its salts, optical isomers, and salts 
of its optical isomers. 

(2) Phenmetr9.zine and its salts. 
(3) Any substanee (except an injectable liquid) which 

contains any quanti:t\Y of methamphetamine# including 
its salts. isomers.(l and salts of isomers. 

(4) Methylphenidate. 
(b) Unless speCifically excepted or unless listed in another 

schedule. any material. compound. mixture, or preparation 
which contains any quantity of the following substances having 
a depressant effect on the central nervous system: 

(1) Any substance which contains any quantity of a deriv­
ative of barbituric acid, or any salt of a derivative of bar­
bituric acid. 

(2) Chorhexadol. 
(3) Glutethimide. 
(4) Lysergic acid. 
(5) Lysergic acid amide. 
(6) Methyprylon. 
(7) Phencyclidine. 
(8) Sulfondiethylmethane. 
(9) Sulfonethylmethane. 

(10) Sulfonmethane. 
(c) Nalorphine. 
(d) Unless specifically excepted or unless listed in another 

schedule, any material. compound. mixture. or preparation 
containing limited quantities of any of the following narcotic 
drugs, or any salts thereof: 
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(1) Not more than 1.8 grams of codeine per 100 
milliliters or not more than 90 milligrams per dos­
age unit~ with an equal or greater quantity of an 
isoquinoline alkaloid of opium. 

(2) Not I?J.ore than 1.8 grams of codeine per 100 
milliliters or not more than 90 milligrams per dos­
age unit~ with one or more active~ nonnarcotlc 
ingredients in recognized therapeutic amounts. 

(3) Not more than 300 milligrams of dihydroco­
deinone per 100 milliliters or not more than 15 milli­
grams per dosage unit •. with a fourfold or greater 
quantity of an isoquinoline alkaloid of opium. 

(4) Not more than 300 milligrams of dihydro­
codeinone per 100 milliliters or not more than 15 
milligrams per dosage unit~ with one or more active. 
nonnarcotic ingredients in recognized therapeutic 
amounts. 

(5) Not more than 1.8 grams of dihydrocodeine 
per 100 milliliters or not more than 90 milligrams 
per dosage unit. with one or more active. nonnarcotic 
ingredients in recognized therapeutic amounts. 

(6) Not more than 300 milligrams of ethylmor­
phine per 100 milliliters or not more than 15 milli­
grams per dosage unit~ with one or more active. 
nonnarcotic ingredients in recognized therapeutic 
amounts. 

(7) Not more than 500 milligrams of opium per 
100 milliliters or per 100 grams. or not more than 
25 milligrams per dosage ,unit. with one or more 
active. nonnarcotic ingredients in recognized thera­
peutic amounts. 

(8) Not more than 50 milligrams of morphine per 
1100 milliliters or per 100 grams with one or more 
active. nonnarcotic ingredients in recognized thera­
peutic amounts. 

SCHEDULE IV 

(1) Barbital. 
(2) Chloral betaine. 
(3) Chloral hydrate. 
(4) Ethchlorvynol. 
(5) Ethinamate. 
(6) Methohexital. 
(7) Meprobamate. 
(8) Methylphenobarbital. 
(9) Paraldehyde. 

(10) Petrichloral. 
(11) Phenobarbital. 
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SCHEDULE V 

Any compound. mixture. or preparation containing any of 
the following limited quantities of narcotic drugs. which shall 
include one or more nonnarcotic active medicinal ingredients 
in sufficient proportion to confei- upon the compound~ mixture. 
or preparation valuable medicinal qualities other than those 
possessed by the narcotic drug alone: 

(1) Not mere than 200 milligrams of codeine per 
100 milliliters or per 100 grams. 

(2) Not more than 100 milligrams of dihydroco­
deine per 100 milliliters or per 100 grams. 

(3) Not more than 100 milligrams of ethylmor­
phine per 100 milliliters or per 100 grams. 

(4) Not more than 2.5 milligrams of diphenoxylate 
and not less than 25 micrograms of atropine sulfate 
per dosage unit. 

(5) Not more than 100 milligrams of opium per 
100 milliliters or per 100 grams. 

(d) The Attorney General may by regulation except any compound. 
mixture~ or preparation containing any depressant or stimulant substance 
in paragraph (a) or (b) of schedule III or in schedule IV or V from the 
application of all or any part of this title if (1) the compound~ mixture~ 
or preparation contains one or more active medicinal ingredients not 
having a depressant or stimulant effect on the central nervous system. 
and (2) such ingredients are included therein in such combinations~ 
quantity. proportion. or concentration as to vitiate the potential for 
abuse of the substances which do have a depressant or stimulant effect 
on the central nervous system. 
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The Role of DEA Laboratories 
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The Role of DEA Laboratories1 

by 
John w. Gunn~ Jr. 

Chief~ Scientific Services Division 
OfficG of Research and Technology 
Drug Enforcement Administration 

United States Department of Justice 

Evidence in drug investigations may exist in any form--tablets. capsules. 
powders~ liquids--and can be present as large samples consisting of 
hundreds of containers~ or as a minute residue. 

The accurate analysis of these substances is the responsibility of the 
Drug Enforcement Administration's forensic laboratory system. This 
system consists of six regional laboratories-in New YOrk~ Chicago~ 
San Francisco~ Dallas~ and Washington~ D. C.-together with a speci.al 
testing and research center in McLean. Virginia. 

In the last fiscal year the DEA laboratories. under the direction of 120 
professional chemists~ analyzed 45.000 separate exhibits of drug evi­
dence. In addition~ they stand ready to offer assistance to any duly 
authorized law enforcement agency~ at home or abroad~ in laboratory 
planning. evidence handling. drug analysis~ or court testimony at no 
cost to the requesting agency • 

Before going 011 to describe the specific services they perform in support 
of drug enforcement. I want to emphasize that they serve to supplement­
they do not supplant---the services of state~ county. and municlpallabora­
tories. 

The Forensic Chemist 

The most important person in the DEA laboratory system is the forensic 
cherv.ist. ~EA requires the trainee chemist to undergo a speciat six-month 
training=:-program. He is taught from the outset that each piece of evidence 
is unique and no step-by-step procedure can be written to cover all cases. 

IAn article featured in the February-March 1974 issue of Drug 
Enforcement~ a bimonthly periodical published by the Drug Enforce­
ment Administration. 
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This training program is designed to acquaint him with new analytical 
procedures and to encourage independent thought. sound judgment. and 
ingenuity in the analysis of drug e"vidence. The new chemist is made 
aware of the importance of the chain of evidence. and the need for 
security in handling evidence. as well as his role as an expert witness. 

Source Identification 

A major concern of DEA special agents is the idel1tification of the source 
of drug evidence. One of the methods we use to meet this requirement is 
through "ballistics examinations" of tablets. A ballistics examination. in 
the sense used here. is a combination of in-depth chemical analysis and 
tool-mark examination of tablets and capsules for the purpose of identify­
ing the manufacturer of the drug" The technique consists of accurate 
measurements of size. scoring. imprints. or bevels; the microscopiC 
examination of the imperfections of the surface; the identification of all 
the components of the exhibit. primarily through microchemical tests; 
and comparison with exhibits contained in the Administration's National 
Authentic Drug Reference Library. These are exhibits obtained from 
drug firms and an accumulation of exhibits from clandestine manufacture. 

Using this type of analysis. we are able to identify the manufacturing 
source of commercial dosage forms and to relate exhibits originating 
from common clandestine sources. In this way we are able to show 
diversion o{ legitimate products into illicit channels and to identify 
illegal distribution systems and marketing levels. 

In the past year-to give you an example-the United States has been 
flooded with small amphetamine tablets known as IIminibennies." 
Ballistics examination indicates that most of these tablets originate 
from three sets of punches and dies used on multiple punch tableting 
machines. To date. GIver 30 million "minibennies" have been purchased 
or seized. 

As with source identification of tablets and capsules through ballistics 
examination. we are also attempting to determine common sources of 
powders. We have developed methodology which will provide intelligence 
on heroin evidence. This is not done routinely. but only on specific 
request. The technique has been used to trace distribution routes and 
to assist in the development of conspiracy cases. The technique con­
sists of microscopic examination. the determination of elemental com­
position. and the determination of the ratios of heroin hydrochloride, 
morphine, 03 and 06 monoacetyl morphine. codeine. and acetyl codeine. 
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Special Analysis 

Quantitative analysis of drug evidence is standard procedure in our 
laboratories. The nature of the charge and the sentencing of the 
defendant is, in many instances. dependent on the amount and purity 
of the drug. Large quantities and high purity usually indicate the 
higher echelon drug trafficker. Rapid. accurate. quantitative labora­
tory analysis can therefore be an aid to enforcement strategy. 

In one conspiracy case. information was obtained that indicated a trans­
fer of heroin had taken place in a garage. During the transfer one of the 
bags of heroin had allegedly fallen ant: ~roken. Six months after the 
transaction had taken place the laboratory was asked to verify this in­
formation. even though the heroin had reportedly been swept up and 
there was no visible trace of it. 

The laboratory devised a special vacuum cleaner with a vacuum pump 
and filters to take samples from various sections of the garage. The 
laboratory was able to confirm the presence of heroin. using rigorous 
isolation techniques combined with fluorimetry. thin-layer chromato­
graphy. and mass spectrometry. The laboratory's work played a major 
role in the successful prosecution of this case. 

Recently. the compound 1. 3-diphenyl-2-methylaminopropane hydro­
cloride was identified in two different samples of methamphetamine 
powder. The identification was based on a combination of TN, IR. 
NMR and mass spectrometry. The presence of this compound in 
methamphetamine indicates that the clandestine operators were syn­
thesizmg phenyl-2-propanone (P2P) from phenylacetic acid rather than 
purchasing this essential raw material. A byproduct of this synthesis 
is dibenzylketone. which. if not removed. would react when methamphet­
amine is made and produce 1. 3-diphenyl-2-methylaminopropane. This 
identification is very valuable intelligence for our agents who are looking 
for clandestine drug operators. 

Methaqualone is being widely abused by youths in this country. Recently. 
in the northeast. some abusers were stricken with severe side effects. 
including bloody urine and gastrointestinal cramps. The tablets were 
found to be of clandestine manufacture. They contained fairly large 
amounts of impurities from a poor synthesis. The impurities were 
o-toluidine .. o-aminobenzoic acid. and o-methyl acetanilide--a.gain 
proving the old proverb "L,et the buyer beware." 
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Clandestine Laboratories 

In the past year. our forensic chemists participated with special agents 
in the seizure of over 30 domestic clandestine laboratories which were 
producing LSD. phencyclidine (PCP). dimethyltryptamine (DMT). 
methamphetamine. and liquid hashish. DEA chemists have also ex­
amined illegal laboratories in Europe, South America, and the Far 
East. These laboratories were producing heroin or cocaine. 

In examining a seized illegal laboratory, we feel that the following 
information is best acquired by a chemist: production capability; 
estimated length of time in operation; source of chemicals and equip­
ment; methods of waste removal; efforts at concealment; method of 
manufacture. This and other information can be used to measure the 
impact of an immobilized laboratory and can provide possible means 
to assist in the detection of similar laboratories. 

Our chemists also have had the opportunity to partiCipate with special 
agents in debriefing informants regarding the manufacturing of clan­
destine drugs. There is much literature on the commercial manufacture 
of most drugs of abuse. Clandestine manufacturers, however. do not 
always follow these procedures or use the same equipment and techniques. 
It is therefore necessary for a law enforcement agency to determine 
exactly how the drugs are made. This information has many investigative 
and intelligence ramifications. 

Information From Drug Evidence 

The laboratory is the focal point for almost all information regarding a 
purchase or seizure of drug evidence. This information must be retrieved, . , 
evaluated, and reported to the proper parties in a timely manner. Infor­
mation retrieval and reporting mechanisms are therefore an important 
and integral part of our laboratory system. 

Our laboratory d~ta processing system is known as STRIDE (System to 
Retrieve Information from Drug Evidence). It is now in its third year 
of operation. In 1974 we will be installing in each laboratory computer 
terminals connected to the main computer in Washington. Every piece 
of evidence analyzed is entered into the system. The type of information 
includes: the subject's name; where the purchase or seizure was made; 
the amount of money expended; the suspected drug; what the drug was 
found to be; the purity of the drug; and what excipients and adulterants 
were present. 
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The system is designed to serve several purposes. It provides informa­
tion for decisions as to whether or not a drug should be controlled by 
showing how much and in what form it is appearing in the illicit market. 
The "Early Warning System"--designed to make DEA aware of new 
abusable drugs-relies on STRIDE as one of its input sources. 

Our ~ffice of Intelligence also uses this system. By comparing potencies 
and adulterants in various exhibits, distrl.bution systems can be identified, 
indiyiduals can be tied together, and trends can be shown. Moreover, 
the use of a unique cutting agent for heroin such as methapyrilene, appear':' 
ing in one section. or" the country. can provide investigative leads to our ' 
special agents. 

The computerized laboratory analytical data of heroin exhibits is used to 
calculate the price per milligram of pure heroin. The price-purity data 
can be used by statisticians as a market index-like Dow Jones-to 
determine trends and changes in the domestic heroin market. 

International Liaison 

Drug abuse is an international problem. We exchange scientific informa­
tion with police laboratories in over 60 countries. as well as the U. N. 
Laboratory and Interpol. Recently, the importance of our foreign liaison 
paid off when Canadian authorities brought to our attention 4-methoxy­
amphetamine, a new hallucinogen that was causing deaths. Shortly 
thereafter this drug made its appearance in the United States. The in­
formation supplied by Canadian authorities enabled DEA to bring this 
drug promptly under control. 

Conclusion 

The role of the forensic drug laboratory has changed over the last few 
years and is continuing to change. We must keep pace with these changes 
by using the most modern instruments and techniques. Demands are 
increasing from drug law enforcement officers for more information on 
exhibits for intelligence purposes. We must also be ready to respond to 
increasingly sharp questions from attorneys, who are today better pre­
pared and more knowledgeable about drugs than ever before. The con­
clusions reached by the laboratory must leave no room for doubt since 
they are used within the criminal justice system. The forensic labora­
,tory. in the final analysis. is an instrument of justice. 
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Chart 1 

Chart 2 

Chart 3 

Chart 4 

Chart 5 

Chart 6 

APPENDlX V 

Routing of evidence and associated forms 
IA. From seizure to initial storage in evidence 
room (drop-box not used) 
lB. From seizure to initial storage in evidence 
room (drop-box used) 

Routing of evidence and associated forms 
IIA. From evidence room to labtV:t-atory 
(registered mail or express) 

Routing of evidence and associated forms 
lIB. From laboratory to evidence room 
(registered mail or express) 

Routing of evidence and associated forms 
IIIA. From evidence room to court 

Routing of evidence and associated forms 
IIIB. From court to evidence room 

Routing of evidence and associated forms 
IV. From evidence room to final disposition 
or destruction of evidence 
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ROUTING OF EVIDENCE & ASSOCIATED FORMS 
I A. From Seizure to Initial Storage in Evidence Room (Drop-Box not used) 
I B. From Seizure to Initiol Storage in Evidence Room (Drop-Box used) 

IA 

SEIZING 

OFFICER 

Initiatingr:>! j 
Action I 

EVIDENCE ..... PROPERTY / f* ROOM EVIDENCE 
FILE ~ ROOM 

1. Evidence 

t Ledger 
Annotated 

EVIDENCE 
ROOM 

STORAGE 

Route of: 

PROPERTY 
ROOM 

FILE 

1. Property 
Ledger 
Annotated 

SEIZING 

OFFICER 

nitiating .1 
ction r:> 

I 
A 

DROP-BOX 

EVIDENCE 
ROOM 

FILE 

1. Evidence 
Ledger 
Annotated 

- LEGEND-

lB. 

RECORDS 
SECTION/ 
CASE FILE 

\ 1 
\~o(~ 

, I 
, I 
, I 

\ I 
, I 
\ I 

'J 
r-••.• PROPERTY/ 

EVIDENCE 
~ ROOM 

EVIDENCE 
ROOM 

STORAGE 

a. Evidence package with quadruplicate inventory & chain of custody form attachedl _____ _ 

b. Original evidence receipt: 

c. Copy of evidence receipt: .0 •••••• fiG;; ••••••••••• 

d. Original property (ontrol card: I;' II / 1/ / I 
e. Copy of property control cardl X XX X )( )( )( X 

Chart 1 
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PROPERTY 

ROOM 
FILE 

1. Property 
Ledger 
Annotated 
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ROUTING OF EVIDENCE & ASSOCIATED FORMS 
II A. FroM Evidence ROOM to Laboratory (Registered Mail or Expre .. ) 

Initiating 
Action~ 

EVIDENCE 
ROOM 

STORAGE 

PROPERTYI 
EVIDENCE 

ROOM 

• • • • • 

LABORATORY 

RECORDS 
SECTION/ 
CASE FILE 

EVIDENCE 
ROOM 

FILE 

....... PROPERTY 
ROOM 

FILE 

LABORATORY 
EVIDENCE 

ROOM 

FORENSIC 

ANALYSIS 

Route of: 

1. Evidence 
Ledger 
Annotated 

2. Copy of Property 
Control Card 
Annotated 

- LEGEND-

•• Evidence package with quadruplicate inventory 

1. Property 
Ledger 
Annotated 

2. Property 
Control Car" 
Annotated 

• • • • t 
LABORATORY 

EVIDENCE 
ROOM 

FILE 

1. Eviden~. 
Ledger 
Annotated 

& chain of cu.tody forM attached: _____ _ 
NOTE: If the evidence i. picked up b:.2.!!!. the evidence room 
by laboratory personnel or delivered !i. the laboratory by 
police courier, an evidence receipt is subsmuted for the 
reoistered lIIaii or expreu receipt and is furnished to the police 
evidence roolll by the laboratory or police courier. The 
indiv;dual translllitting the evidence lIIuSt, in turn, obtain a 
receipt frOM the laboratory upon delivery of the evidence • 

b. Original reque.t for exaMination of 
evidence forM: ______ _ 

c. Copy of reque.t for eXCIMination of 

evicJ ... ce form: ··.'·····A·.·· ... " .... ,4, 

... Regi.tered Mail receipt for evidence package: 

•. Information (coordination): 0 ••••••••• 

I J I I I ) } ; I ; 

Chart 2 
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ROUTING OF EVIDENCE & ASSOCIATED FORMS 
II B. From Laboratory To Evidence Room (Regidered Mail or Express) 

EVIDENCE !. PROPERTY / 
1. Normally, the laboratory retains original of 

document showing results of evidential analysi 
ROOM EVIDENCE LABORATORY 

& forwards copies to: 
ROOM 

a. Court officer concerned (District Attorney 

• State's Attorney). 

/ • b. Agency that requested analysis. • • dnitiating Action 

RECORDS EVIDENCE PROPERTY LABORATORY 
SECTION/ ROOM ~ ..... ROOM EVIDENCE [---_.- FORENSIC 

CASE FILE FILE FILE ROOM 
ANALYSIS 

1. Evidence 1. Property I f\ Ledger Ledger 

/ Annotated Annotated 
2. Copy of Property 2. Property 

LABORATORY Control Card Control Card 1. Evidence 
Annotated Annotated EVIDENCE Ledger 

ROOM Annotated 
FILE 

- LEGEND-

Roule of: 
a. ~vidence package with quadruplicate Inventory & chain of custody form attached: ______ _ 
b. Ori"inal request for examination of evidence form: ______ _ 

c. Copy of Inventory & chain of custo~y form: -0--0-0-0-0-0-0-

d. Registered mail receipt for avideneil package: / / / / / / / / / I 
e. Evidence package with triplicate\i)irentory & chain of custody form attached: )()()()()()( )( 

f. Evidence package with original i,~~ ~ntory & chain of custody form attached: ... ov .... • ........ • 
g. Information (coll'rdinatio .. ): ••• :~l ••••••• 
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EVIDENCE 
ROOM 

STORAGE 

-~--~------

ROUTING OF EVIDENCE & ASSOCIATED FORMS 
III A. frolll Evidence RoolII to Court 

PROPERTYI ~------
EVIDENCE , , 

ROOM /;} 

11 ! Initiating 

• Action 
• • ; 

EVIDENCE PROPERTY 
ROOM 4- ......... ROOM 

FilE 

1. Evidence 
ledger 
Annotated. 

2. Copy of Property 
Control Card 
Annotated. 

I 
filE 

1. Property 
ledger 
Annotated. 

I 

2. Property Control 
Card Annotated. 

- LEGEND-

SEIZING 
OFFICER OR 
INlllVIDUAl 

TRANSMITTING 
EVIDENCE 

1. Retains Copy 
of Evidence 
Receipt. 

' , 

Route of: 

a. Evidence paclcage' & !riginal invento;y & chain of custody forlll: 

b. Original evidence receipt: ---.,-110----
c. Authorization for relea.e of eYideWl11~ for pre.entation In court: 

d I f • ( l' .) ·'1 ,.J • n orlllahon coorcH,nahon: ••••• Itti ••••• 
! 1\') 

, I,! 
:1 J 

,:~} 
i( I j 

iil: 
\,~'?,., 

"' .. .=. 
~ .. 

Chart .. 

,,11(" rrrr; T; 

/. 

COURT 

1. If Court Retains 
Evidence, Eviden ce 

hed Receipt is Furnis 
to Individual 
Bringing Eviden ce 
to Court. 

\ 

\ 
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EVIDENCE 
ROOM 

STORAGE 

h 

ROUTING OF EVIDENCE & ASSOCIATED FORMS 
III B. From Court To Evidence Room 

PROPERTY I ------.-
EVIDENCE 

ROOM . 
! 

.......... • • • • ,/ , 
EVIDENCE PROPERTY 

ROOM ~ ........• ROOM 
FILE 

1. EVidence 
Ledger 
Annotated 

2. Copy of Property 
Control Card 
Aflnotated 

Route of: 

FILE 

1.l'.roperty 
Lodger 
Annotated 

2. Property Control 
Catd Annotated. 

- LEGeND .... 

SEIZING 
OFFICER 'OR . 
INDIVIDUAL 

TRANSMITTING 
EVIDENCE 

Retains copy of 
evidence receipt 
given to court officer 

(U '0.,1 had P, •• 'o •• I, \ 
retained evidence) 
until receipt for 
evidence is received 
from evidence room. 

Initiating 
oAction 

COURT 

If a court officer ha d 
ed 
nd 

previously receipt 
for the evidence a 
is now returning it, 

/Ihe. Ih ... ", •• 
officer or other 
individual receivin 
evidence must rece 

. ......for it. 

g 
ipt 

Applies only if court had 
pi'!:ntioLls/y retained evidence 
and h!1d Ut!;l1Iipted h~f it. 

a. Evidenc. J!!O.ckQue & original Inventorv & chain of cUitody form: _~~ __ _ 

b. OrigilH.11 evidence rei:eipt: ______ . 

c. Cqpy of evld~nc. ·receipt: ............ !~~ •••••• 
IV'-

d. Inft;lrmation (coordination): •••• ~ \ ( •••••• 

i\ '!; 
iii: 

Ii': Chart 5 
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ROUTING OF EVIDENCE & ASSOCIATED FORMS 
IV. FroM Evidence Roo", to Final Disposition or D.struction of Evid.nce 

EVIDENCE 
ROOM 

STORAGE 

Route of: 

PROPERTY / 1-------
EVIDENCE' 

ROOM 
I I ....... l' 1 .0 • '. • Initiating ..... / ~ • Action ..... 11" ~ ; 

EVIDENCE PROPERTY 
ROOM 1-+ ......... ROOM 

FILE 

1. Copy of Prop.rty 
Control Card 
Annotat.d. 

2. Evidence Ledger 
Annotated. 

3. All Documents "rtainlng 
to Evidence Transf.rred 
to "Cr.dit" Sid. of 
Evldenc. Voucher File. 

FILE 

1. Property Control 
Card Annotated. 

2. Prop.rty L.dg.r 
Annotated. 

- LEGEND-

a. Evidence: ______________ __ 

PERSON (S) 
RECEIVING 

EVIDENCE FOR 
DISPOSITION/ 
DESTRUCTION 

1. R.tains Copy 
of Evidence 
Rec.ipt. 

b. Original inv.ntory & chain of custody \lorM: ..................... . 
c. Originalevid.nce r.ceipt: ____ ,J,~ ___ _ 

/. 

PLACE OF 
FINAL 

DISPOSITION/ 
DESTRUCTION 

d. Docu",.ntation authoridnl» final .vil.h .• ~tial disposition/d.struction: I I I I I I I , , , 
• • >~,! r r r r r r I I r I 

e. Original docum.nt Il,ont~ining particll,liJrs of final evid.ntial disposition/destruction (date, ti",., place, 
aMount, type, witntJ1sses, m.thod of: ~ ,isposition/destruction): ~ 

f. Copy of docu",.nt containing partie ilars of final .vidential disposition/destructioll (date tl",e, place, 
aMount, typ., witn.sses, Method qfi; 3Isposition/d.structioll): .u ................ . 

g. InforMation (coord illation): ••• ~'lt .. "iI •• • •• 

'~-' .: 
chart 6 
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Figure 1 

l1igure 2 

Figure 3 

II Figure 4 

Figure 5 

Figure 6 

Figure 7 
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APPENDIX VI 

Processing Sequence 
(Narcotic and Dangerous Drug Evidence) 

Inventory and Chain of Custody 
(Narcotics and Dangerous Drugs) Form 

Chain of Custody 
(Narcotics and Dangerous Drugs) Form 

Evidence Receipt 
(Narcotics and Dangerous Drugs) Form 

Request for Examination of Evidence 
(Narcotics and Dangerous Drugs) Form 

Evidence Ledger 
(Narcotics and Dangerous Drugs) Form 

Method of Using a Self-Locking Narcotic and 
Dangerous Drug Evidence Drop-Box Type 
Depository (Cutaway Side View) 

I 

I' 

Ill! 
) :f l ,) 
Iii' 
Iii 
I:l: 
'.1 ) 

" ~I 

;~':; 

, . 

~ 
II 
1/ 

j 
1 

I 
I 
I 
<~ 
.j • 

11 

I 

fl 
1 J 

II 

Ii 
I 
.1 

j 

~ 
~ .1 

~ 

Each block rep-
resents nn Item 
01 narcotic and 
dangerous drug 
evidence a t a 
particular junc-
ture or transfer 
point along the 
proceSSing a,,-
quence which 
requires "hand-
llng" 01 the evI-
denoe. 

Reanalyzing 
(It required) 

,. 

PROCESSING SEQUENCE 
(NARCOTIC AND DANGEROUS DRUG EVIDENCE) 

12 

FIGURE 1 

•• Represents point 
along th~ processing 
sequence where a 
change In ~vldentiary 
custOdy Is probable 
(the chaln of custody 

• Indicates collective 
steps In the proces_ 
alng sequence which 
oomprlse the inven­
tory operation, 

Disposing 

NOTES 

1 -Ahcene 

2 - At scene or durlnr 
!nvenIQry 

3 - At acene and/ordurlDJ 
inventory 

• - During !nvenlD". 

5 - At evld.nc. room In 
laboratory or proper~ 
room 

• - At laberato". 

7 - At evldenoe room In 
, property room 

• - At trial 

8 - Final dlsposmon or 
destruction carried oat 
by polloe agency 

10 - Accepted as evidence 
retained by court and' 
.!ored !n court facUI~ 

11 - It not returned to polloe 
agency. !lnal diSPOSition 
or destruction carried 
out by court 

lZ - l! no trial results from 
collection or seizure 
final diSPOSition or • 
destruction carried out 
by polloe agency 

,/ 
,( 
,1 
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POLICE DEPARTMENT, CITY, STATE, ZIP CODE I.!J Page __ 01 ___ 

INVENTORY A CHAIN OF CUSTODY t l!:.l SEIZING OFF ICER: 
(Narcotics A Dangerous Drugs) DIVISION/DISTRICT: 

BADGE NUMBER: 
~ SUSPECT/DEFENDANT ~ARREST /CQMPLAINT leASE NO: 

Name: OFFENSE: -

Addre .. : ~ DATE/TIME: 

~ PROPERTY CONTROL NO: 
Sex: Race: Age: SSA~: Z:.I EVIDENCE LOCATOR NO: 

~ LOCATION OF SEIZURE/COLLECTION OF EVIDENCE: 

I COUNT AND WEIGHT -, 
SEIZING T I LABORATORY ANALYST 

DESCRIPTION OF SEIZED/COLfiEcTED ITEMS OFFICER 
E WT· AMT. RECEIVED CONSUMED 
M {Include all identifyinglnarks) CTo GO CTo WTo IN ANALYSIS 

NO. N° GO CTo WTo 
N· GO 

~ ~ 2!:1 ~ E:I W ~ ~ !ZJ !!:I 

1-'t_S.!! not~,!!!,:::!r.!.! ___ -1 °C!.:..Count. WT=Weight, N=Net,~~~,-_______ 
CHAIN OF CUSTODY 

THE FOLLOWING NAMED INDIVIDUALS HAVE HAD CUSTODY OF THE ITEMS LISTED ABOVE 
DURING THE PERIODS AND FOR THE PURPOSES STATED BELOW: 

IW SIGNATURE OF SEIZING OFFICER: ~.DATE/TIME/PLACE OF 
SECURING(Sealing) 

!~WITNESS(Signature ABadge No. 

/\, EVIDENCE: 

~_RECEivED BY (Name) ~ PURPOSE/LOCATION: ~ RECEIVED WITH SEAL: 
Signature: 
Printed: o Broken 

o Infact 
ID No: SEAL: ONot Broken 0 Broken Date/Time: 
Received: 0 In Person 0 Drop-Box EVIDENCE RESEALED: 

By Receiver 

ClOthe, DNa DYes 
~~ECEIVED BY (Name) ~ PURPOSE/LOCATION: ~RECEIVED WITH SEAL: 

Signature: o Broken 
Printed: o Intact :\) 
ID No: SEAL: 0 Not Broken 0 Broken 
Date/Time: By Receiver 
Received: 0 In Person ODrop-Box EVIDENCE RESEALED: 

o Other DNa DYes 

Figure 2 

" 
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Note 

Each block on the face of this form bears a number in its upper 'eft-hand 
corne r. Indivld uals normally responsible for compleling each block are 

Indicaled below: 

Blocks #1 through #5: Seizing officer. 

Block #6: Property Of evident. custodians or their alternates. 

Block #7: Evidence cuslodlan or his alternate. 

Blocks #8 through #12: Seizln9 offj~er. 

Blocks #13 through #18s Laboratory Clnalyst. 

Blocks #19 and #~ Seizing officer. 

Block #21: Individual witne .. i"g the Inventoryln, and lealinll 

ofthe evidenc •• 

Blocks #22 through #~4: Properly or evidence cUltodlanl or 

their alt5rnales. 
i' 

Blocks #25 through #27~ .1~jj!H\lldual receivIng the evidence 
from the penoll! listed if).l1H1ill~t~ #22. 
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POLICE DEPARTMENT CITY STATE ZIP CODE f , , 
CHAIN OF CUSTODY t r ARItEST /COMPLAINT /CASE NO: 
(Narcotics & Dangerous Drugs) PROPERTY CONTROL NO: 

THE fOLLOWING NAMED INDIVIDUALS HAVE HAD CUSTODY Of THE ITEMS LISTED ABOVE 
DURING THE PERIODS AND fOR THE PURPOSES STATED BELOW: 

~ RECEI'/ED BV (Name) .!:lPURPOSE/LOCA110N: .!J RECEIVED WITH SEAL: 
Si8nalure: [] Broken 
Printed: [] Intact 
IDNo: SEAL: 

Dote/Time: o Not Broken tJ Broken 
Received: by Receiver 

o In Person o Drop-B07 EVIDENCE RESEALED: 
o Other ONo OYes 

~RECEIVED BY (Name) 
Signature: 

~PURPOSE/LOCATION: ~RECEIVED WITH SEAL: 
o !5roken 

Printed: . o Intact 
ID No: SEAL: 
Date/Time o Not Broken 0 Broken 
Received: by Receiver 

o 'n 'erson o Drop-Box EVIDENCE RESEALED: 
[] Other ONo OVes 

~RECEIVED BV (Name) [J ~URPOSE/LOC" liON: ~ RECEIVED WITH SEAL: 
Signature: o Broken 
Printed: o Intact 
'DNo: SEAL: 
Date/Time: tJ Not Broken OBroken 
Received: by Receiver 

[] 'n 'erson o Drop-Box EVIDENCE RESEALED: 
o Other ONo OVes 

.!!JRECEIVED BY (Name) ru PURPOSE/LOCATION: I!!l RECEIVED WITH SEAL: 
Signature: o Broken 
Printed: o Intact 
IDNo: 5£AL: 

Date/Time: o Not Broken o Broken 

Roceived: by Receiver 

o In '.rson o Drop-ISo EVIDENCE RESEALED: 

o Other ONo OVes 

~ RECEIVED IY (Name) WPURPOSE/LOCATION: ~ RECEIVED WITH SEAL: 
Signature: [J Broken 
Printed: o Intact 
10 No: SEAL: 
Date/Tillie: o Not Irohn 0 Broken 
Received: by Ree!)iver 

[] In 'erson o DrOll-lox EVIDENCE RESEALED 
COther ONo OYes 

~RECEIVED IY (Name) illpURPOSE/LOCA TlON: .!!:I RECEIVED WITH SEAL: 
Signa'ure: Olrohn 
Printed: o Intact 
10 No: SEAL: 
Date/nme: ONot Broken !JBroke" 
ReCeived: by Receiver 

o In Person o Drop-Box EVIDENCE RESEALED: 
OOther. ONo OYe. 

Figure 3 t See not. on revers. 
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Note 

Each block on the face of this form bears a number in its upper left-hand 
corner. Individuals normally responsible for compteting each block are 

Indicated below: 

Block #1: Property custodian or his alternate, lllevidence 
custodian or his alternate, llliaboratory analyst, ~ indi­
vidual r",caiving evidence from the person who completed 
the last block on the attached, immediately preceding form. 
Arrest/complaint/case numbers (s) and property number must 

agree with the numbers shown in Blocks #4 and #6 ' 
respectively on'the attached Inventory and Chain of Custody 

Forin. 

Blocks #2 throuGh #4: Individual receiving the evidence from 
the person who completed the last block on the attac:hed, 

immediately preceding form. 

Blocksns through #7: I ndividual receiving the evidence from 
the person named in BioI: k '#2. ' 

Blocks #8 through #10: Individual receiving the evidence from 

the person named in Block #5. 

Blocks #11 through #13: Individual receiving the evidence from 

the person named in Block #8. 

Blocks #14 through #16: Individual receiving the evidence from 

the person named in Block #11. 

Bloc'ks #17 through #19: Individual receiving the evidence from 

the persoll named in Block #14. 

l' , 

1 
I 

\. , 

POLICE DEPARTMENT, CITY, STATE, ZIP CODE PAGE OF 

EVIDENCE RECEIPT (Narcotics & Dangerous Drugs) DATE: 

ARREST /COMPLAINT /CASE NO: IPROPERTY CONTROL NUMBER: 

~b~ DESCRIPTION OF ITEMS: 

(If additional space is required, use continuation sheet) 

EVIDENCE RELEASED BY: EVIDENCE RECEIVED BY: EVIDENCE 
Name (Signature): Name (Signature): RECEIVED: o In Person 
Name (Printed): Name (Printed): o From Drop-
10 No: 10 No: Box 
Division/District: Divis i 0 n/Distri ttl o Other 

'IF COURT RETAINS EVIDENCE, COMPLETE FOLLOWING: 
CASE OF VI :1 DATE rVIDENCE RETAINED BY (Court Clerk or Authorized Rep.) 
COURT: RETAINED: Name (Signature): 
COURT DOCKET NO:' Nom e (Printed): 

Figure 4. 
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POLICE DEPARTMENT, CITY, STATE, ZIP CODE I DATE: 

REQUEST FOR EXAMINATION OF EVIDENCE (Narcotics & Dangerous Drulls) 

TO: CONTRIBUTOR'S ARREST/COMPLAINT/ 
CASE NQ: 

OFFENSE: 

INVESTIGATOR'S NAME (Printed): TELEPHONE NQ: ( ) 
-,,~ 

BRIEF HISTORY QF CASE: 

EXAMIHAT!OH (A:::!,:b) REQUUnl~, 

LIST OF SPECIMENS: 

(Continue a" reve,.e, If "eellary) 

NAME OF REQUESTER (Printed): I SIGNATURE OF REQUESTER: 
TELEPHONE NQ: ( ) I 

Figure 5. 
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Police Department. City. State. Zip Code Evidence Ledger (Narcotics and Dangerous Drugs) 

Acquisition Property Evidence Arrestl Release 
Control/ Locator Complaint I Description of Evidence 

Date From Voucher No. No. Case No. Date To Purpose 

-
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Exterior 

Unlocked 

METHOD OF USING A SELF-LOCKING NARCOTIC AND 
DANGEROUS DRUG EVIDENCE DROP-BOX TYPE DEPOSITORY 

(CUTAWAY SIDE VIEW) 

" 

Interior Exterior Interior Exterior 

Jrpcked 
I 

Locke a'. 
wheo' 

cloSII!l 
(Self-loc! lng) . ,. 

Locked Locked 

FIGURE 7 
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Legend­
Wall 

Evidenoe 

Drop-Box 

Inte:"'ior 

~Out 

Unlocked 
by 

authorized 
person 
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