XXXX  Police Department
PROPERTY ROOM INSPECTION REPORT

Date of Inspection: ______________________ Property Custodian: _______________________

Inspector Name: ________________________________  Rank/Position: __________

Inspection process requires Inspector to review of Property and Evidence handling policies and procedures prior to Inspection and requires the detailed inspection of property and evidence handling to ensure compliance with those procedures.  Inspections conducted at least every six months.
1. Property and Evidence Procedures Reviewed:




Y   
N 

Comments: 

Security and In-Processing

2. Is Property Room maintained in a secure manner?




Y
N


Comments:

3. Is the alarm system working as intended?





Y
N

Date Last Tested: _________________ 

Comments:                               
4. Is the sign-in log being utilized and properly completed?



Y
N

Comments:

5. Review recent Property submissions by officers.  Is property


Y
N

being submitted properly?

Comments:

6. Observe Property Custodian process one item from receipt to


Y
N

storage.  Are proper processing and storage procedures followed?
Comments:


Maintenance of Property
7. Is the Property being maintain in a safe and orderly fashion?


Y
N

Comments:

8. Is the property room clean, free from clutter, and all property and 


Y
N

evidence properly processed and stored?  (No Backlog)
Comments:

9. Are tickler files being maintained to identify items checked out of the 

Y
N

Property Room?

Comments: 

Property Disposal

10. Is property being processed for disposal in a timely manner?


Y
N

Last property disposal date:____________ Next: ____________________

Comments:

11. Were proper procedures followed, including disposal authority and paperwork?
 Y
N
Comments:
Property Custodian:

12. Is the Property Custodian aware of any missing items or items that cannot be
Y
N

 accounted for?

Comments:

13. Is the Property Custodian aware of any items in the Property Room without
Y
N

Any identification or accompanying documentation?

Comments:

14. Is the Property Custodian aware of any issues which may affect the integrity, 
Y
N
security, or proper operation of the Property Room?

Comments:

Item Inspection

15. Randomly select at least one item of property from the listed categories below from the intake log or computer list, review the property and evidence paperwork and request the item be located.  Determine if property is properly packaged, processed and properly stored and located.
Item Type
   Report/Invoice#
Pkg’d Properly       Processed        Stored        Located   
Money
   ____________
____________       _________       _____         ______  
Drug Item
   ____________
____________       _________       _____         ______  
Drug Item     ____________
____________       _________       _____         ______  
Handgun      ____________
____________       _________       _____         ______  
Random
   ____________
____________       _________       _____         ______  
Random
   ____________
____________       _________       _____         ______  
Comments:
16.  Does the inspecting officer believe that the current operation of the Property
Y
N

Room is in compliance with the current policies and procedures?

Comments:

Overall Comments:

Inspector Signature:







Date:
Chief Review:








Date:
