
 

 

 

 

 

 

 

 

River Bend Police Department  
Property and Evidence Processing Guide 

  



Operations: 

Availability: The general public shall have access to pick up property only during the hours that 
the Property and Evidence Control Officer(s) are working. Those wishing to pick up found 
property or property being returned as the result of a case being adjudicated shall be referred to 
the days and times the Property and Evidence Control Officer(s) will be working.  

Right of Refusal: The Property and Evidence Control Officer(s) possess the ability to require 
personnel to correct any issues with the packaging and/or submission of any submitted item.  

Frequently Encountered Questions: 

What if I have a question for Property and Evidence personnel after hours?  

Call the Property and Evidence Control Officer(s) with any questions. If you are unable to reach 
anyone before the end of your shift, secure the item in question in a temporary evidence locker. 
Send an email to Property and Evidence Control Officer(s) explaining what the issue is so they 
can further direct you on how to solve it.  

What if I packaged an item wrong and already locked it in a locker? 

Send an email to Officer Royston advising of what the issue is so he can provide you with access 
to your item to be packaged correctly.  

What is the email address for the evidence officers? 

Officer Aaron Royston: aroyston@riverbendnc.org 

 

 

 

 

 

 

 

 

 

 



Forms 

Completion of the DCI IR 205 Form also known as the “green sheet” 

Check box for either recovered / found property report 

Agency: River Bend Police Department 

ORI# 0250700 

Date / Time Reported: Date and time of call  

Owner: Owner of the item – if you are charging someone with possession for example this will 
be the same information as found in possession of. Fill out all three boxes for the name, address, 
and phone number. Use the home address of the owner, not the location in which the incident 
occurred.  

Found in Possession of: If that information is the same as the owner information, you can write 
same as above in the name line and use “   “ for the address and phone number line. 

Location from which property was obtained: Ex: traffic stop US 17 s and Shoreline Dr. 

Collecting Officer: Your name 

Property Control Number: 1- however many items you will be turning in to property 

Description of Articles: Be as descriptive as the space will allow. Ex: Pill bottle with no label 
containing 3 white pills with the numbers 285 stamped on them.  

When you are finished listing your items if there are any empty lines, please draw a diagonal line 
indicating that there is no further evidence. Please write out no further evidence or the letters 
“NFE” along with your initials.  

Officers Name: your name 

Officers Signature: your signature 

Date/Time Submitted: Date and time you are submitting items into evidence. 

Supervisors Name: the name of your immediate supervisor 

Case Status: Check which option applies 

Case Disposition: Check which option applies 

Page: ex 1 of 1 

Back side of the form 



Property Control number: the number range of items you’re submitting.  

Date: Date submission to evidence is being made 

Released by: Print and sign your name in the appropriate boxes 

Received by: Leave this blank for the person accepting the items into evidence. 

Purpose for change of custody: Submit to evidence 

*Do not use whiteout on this form if you make a mistake.* 

On the following two pages are examples of how the “green sheet” should be completed. 

 



 



 

 



SBI-5 Example—Instruction Page 

 



SBI-5—Part A 

 



SBI-5—Part B and Part C 

 



BD-4--Instructions 

 



BD-4—Completed Example 

 



General Property Packaging 

Helpful Hints:  

Please use the smallest available packaging as to optimize the limited amount of storage space 
we have. 

Wet items need to be dried before being packaged and submitted.  

Do not submit items containing liquids in them that are not properly secured into evidence as this 
can be breeding ground for mold. 

 For example: If you are submitting drug paraphernalia containing water, please eliminate the 
water by emptying prior to packaging.  

Do not submit bottles of alcohol or drug test kits. Please thoroughly photograph these items and 
attach them to your report.  

Items with different owners must be packaged in separate bags. 

Complete the chain of custody information on the evidence bag.  

Money must always be packaged separately from all other items.  

Once packaged, evidence needs to be placed in the lockers in the evidence shed for temporary 
storage.  

Evidence Tape 

When using evidence tape, ensure the tape is placed on to the item in a smooth manner and do 
not allow the tape to bunch to create a tamper evident seal.  

If packaging a larger or bulky item, you may use packing tape. Evidence tape must be placed on 
top of the packing tape to create the tamper evident seal. 

 



Sealing 

Tape applied to an evidence envelope. Initial as shown. 

 

 

 

Evidence tape must be used in addition to create a true tamper evident seal. Initial as shown. 

  



 

Special Labels 

 

Use for any item that is known or suspected to contain biological fluids. 

 

 

 

 

Use for any item that has a sharp edge that may pose a safety hazard. 

 

 



 

Containers 

 

Syringe Tube--use for syringes that are being held as evidence.  

 

 

Knife Box--Use for knives that are being held as evidence. 



 

Hand Gun Box--use for hand guns that are being held as evidence.  

 

 

Rifle Box--use for rifles that are being held as evidence.  



 

 

Paper Evidence Bag--use for objects that will need the breathability of a paper bag that are being 
held as evidence.  

 Plastic Evidence Bag--use for objects that will need the ability to be seen while stored that are 
being held as evidence. 



 

Completed evidence label example 

 



Drugs 

Paraphernalia must be packaged separately from drug item. Pills must be packaged in separate 
bags by markings. 

 

Paraphernalia 

 

 

Drug Item 



 

Drug Items that must be packaged in paper 

*Items for destruction 

*Items to be tested for DNA 

*Items to be processed for fingerprints 

*Wet or live plant material 

 

SEAL ALL SEAMS 

 

Seal, tape, and initial. 

*Drugs belonging to an inmate MUST accompany that individual to jail. 

 

 

 

 



 

Jewelry  

Jewelry must be packaged separately from any other type of item. 

 

 

Description Examples: 

 Ring-ladies, silver clrd w/clear stone 

 

 Earrings-gold colored, hoops 

 

 

Watch-Seiko, men’s, two-tone, blue face 

 



 

Guns 

ALL guns submitted must have an NCIC Gun Query run prior to submission. 

Example remarks:  

NCIC gun check completed, no record found. 

NCIC gun check completed. Hit received (List hit information) 

Firearms and accessories must be packaged as seen below:  

 

 Gun box 

 

  

Separate bag 

 

 

Separate bag 

 

 



 

Description examples 

Glock 9mm semi-auto pistol 

 

Colt .38 cal revolver 

 

NAA .22 Derringer pistol 

 

Mossberg 12 gauge pump-action shotgun. 

 

 

 

 



 

Gun Safety 

ALL FIREARMS must have a plastic zip tie attached to make a weapon safe. If a firearm cannot 
be made safe, see procedure listed below. 

 

 

Step 1: Complete the information on the green sheet. 

Step 2: Handgun- Place in small locker with barrel facing away. 

Long gun-Place in large locker with barrel facing down. 

Step 3: Attach magnet that says *UNSAFE FIREARM* on locker. 

Step 4: Email Officer McKee and Sgt Rogers with details about the situation and any special 
evidence handling required to protect evidentiary integrity.  

 

 

 

 

 

 



 

Biological Evidence 

DWI Kits 

 

Step 1 - Complete property sheet and label on the box. 

Step 2 – Complete SBI 5 form, rubber band form to outside of box. 

 

Sexual assault kits  

Remove pink forms from box. Seal with evidence tape. Complete property sheet and attach to 
box.  

 



 

Envelope containing hair  

Complete information on the evidence bag and seal with evidence tape. 

 

Bag containing clothing 

Complete information on the evidence bag. Use thicker tape to create initial seal to bag and 
cover with evidence tape to ensure integrity seal.  

 

 

 

 

 

 



Pink sheet information 

 

Submit to original documents for retention. 

 

 

ANY item submitted to property and evidence must be packaged in paper and have a biological 
hazard label attached. 

 

Biological Disposal: 

Any item believed to contain biological substances, and is not submitted to property and 
evidence, should be placed in appropriate receptacles for disposal. 

 



Hazardous Items 

  

Explosives - Local bomb squad should be contacted to handle suspected explosive items. 

 

Fireworks- Only collect fireworks if absolutely necessary. Items may be photographed for future 
reference. 

 

 

Spent Taser cartridge – Package spent Taser cartridge in a small cardboard box and seal. Place 
box inside paper bag for storage.  

 

If a syringe needs to be destroyed place into red sharps container. 

 



Property and evidence WILL NOT accept any toxic chemicals or unknown substances. 
HAZMAT should be notified during such instances. 

 

Other Items 

Perishable items should not be collected unless absolutely necessary for evidentiary purposes. 

 

Release of Property and Evidence 

Safekeeping/ Found Items – Such items can be released to the owner listed on the green sheet. 

Evidence - pre-trial- Before a case is adjudicated in court ONLY the District Attorney’s Office 
can authorize release. 

Evidence- post -trial- After a case has been adjudicated only a judge, by means of a court order, 
can authorize release.  

  

 

 

 

 

 


