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Evidence Receiving 
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Main 
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Evidence Receiving – OUTSIDE AGENCY 

Evidence Receiving Process Flow 

(Outside Agency) 

Outside Agency 

Evidence 

Form 

Actual Evidence 

EVID-1 

Front Counter 

Check criteria (new case, in addition 

to, re-submit). 

Check the evidence form (EVID-1) 

completeness. 

Check the actual evidence submitted 

(packing and labeling). 

Assign a case number and barcode. 

Data entry (Liberty/Sentinel). 

Evidence packaging and put-away. 

submission 

evidence 



Evidence Receiving – New Case 

Evidence Receiving Process Flow 

(Outside Agency) 

Check criteria – NEW CASE 

1. Assign a case number from the log book. 

2. Check the evidence form (EVID-1) if filled-out correctly. 

3. Ensure the packaging is properly sealed (initial and date). 

4. Verify the evidence label is correct. 

5. Write your ARJIS, date and time on the evidence form. 

6. Assign a barcode on the form and on the evidence. 

7. Make three (3) photo copies of the evidence form (EVID-1). 

   Original - P&E warehouse (jacket) 

  Copy 1 - P&E warehouse (inside the evidence package) 

  Copy 2 - Outside agency copy 

  Copy 3  - Crime laboratory copy 

8. Data entry (case, affiliate and item). 

9. Package the evidence appropriately for storage. 



Evidence Receiving – New Case 

Evidence Receiving Process Flow 

(Outside Agency) 

Assign a case 

number from 

the log book. 

Check the 

evidence form 

(EVID-1) if filled-

out correctly. 

Check criteria – NEW CASE 



Evidence Receiving – New case 

Evidence Receiving Process Flow 

(Outside Agency) 

Data entry (Liberty/Sentinel) – NEW CASE 

TCRIM 

Don’t use this 

memo field. 



Evidence Receiving – New case 

Evidence Receiving Process Flow 

(Outside Agency) 

Data entry (Liberty/Sentinel) – AFFILIATE RECEIVING 

AUTO FILL/ MANUAL ENTRY 



Evidence Receiving – New case 

Evidence Receiving Process Flow 

(Outside Agency) 

Data entry (Liberty/Sentinel) – ITEM RECEIVING ;  Part1 

AUTO FILL / MANUAL ENTRY 

F7 FOR SELECTION 

LIST 

F7 FOR SELECTION LIST 

FIREARMS, 

COMPUTER, CELL 

PHONE 



Evidence Receiving – New case 

Evidence Receiving Process Flow 

(Outside Agency) 

Data entry (Liberty/Sentinel) – ITEM RECEIVING ;  Part2 

INTIAL&ARJIS,  MM/DD/YY, TIME 



Evidence Receiving – In addition to 

Evidence Receiving Process Flow 

(Outside Agency) 

Check criteria – IN ADDITION TO 

1. Locate for a case number in the log book. Make a notation on the logbook 

(“Add to”, date, ARJIS). 

2. Check the evidence form (EVID-1) if filled-out correctly. Write “In addition to” 

in the form. 

3. Ensure the packaging is properly sealed (initial and date). 

4. Verify the evidence label is correct. 

5. Write your ARJIS, date and time on the evidence form. 

6. Assign a barcode on the form and on the evidence. 

7. Make three (3) photo copies of the evidence form (EVID-1). 

   Original - P&E warehouse (jacket 

  Copy 1 - P&E warehouse (inside the evidence package) 

  Copy 2 - Outside agency copy 

  Copy 3  - Crime laboratory copy 

8. Data entry (item receiving). 

9. Package the evidence appropriately for storage. 



Evidence Receiving – In addition to 

Evidence Receiving Process Flow 

(Outside Agency) 

Annotate 

logbook (Add 

to, date/Arjis) 

Check 

evidence form 

(EVID-1) if 

correctly fill-out 

Check criteria – IN ADDITION TO 



Evidence Receiving – In addition to 

Evidence Receiving Process Flow 

(Outside Agency) 

Data entry (Liberty/Sentinel) – ITEM RECEIVING ;  Part1 

AUTO FILL / MANUAL ENTRY 

F7 FOR SELECTION 

LIST 

F7 FOR SELECTION LIST 

FIREARMS, 

COMPUTER, CELL 

PHONE 



Evidence Receiving – In addition to 

Evidence Receiving Process Flow 

(Outside Agency) 

Data entry (Liberty/Sentinel) – ITEM RECEIVING ;  Part2 

INTIAL&ARJIS,  MM/DD/YY, TIME 



Evidence Receiving – Re-submit 

Evidence Receiving Process Flow 

(Outside Agency) 

Check criteria – RE-SUBMIT 

1. Locate for a case number in the log book. Make a notation on the logbook 

(“Re-submit”, date, ARJIS). 

2. Check the evidence form (EVID-1) if filled-out correctly. Write “Re-submit” in 

the form. 

3. Ensure the packaging is properly sealed (initial and date). 

4. Verify the evidence label is correct. 

5. Write your ARJIS, date and time on the evidence form. 

6. Make three (3) photo copies of the evidence form (EVID-1). 

   Original - P&E warehouse (jacket 

  Copy 1 - P&E warehouse (inside the evidence package) 

  Copy 2 - Outside agency copy 

  Copy 3  - Crime laboratory copy 

7. Data entry (refer to Re-instate Module). 

8. Package the evidence appropriately for storage. 



Evidence Receiving – Re-submit 

Evidence Receiving Process Flow 

(Outside Agency) 

Annotate logbook 

(re-submit, 

date/Arjis) 

Check the 

evidence form 

(EVID-1) if filled-

out correctly. 

Re-submit evidence requires a new evidence form 

with the barcode written in the barcode box (do not 

accept a photocopy of previous form). 

Check criteria – RE-SUBMIT 



Evidence Packaging 

Evidence Receiving Process Flow 

(Outside Agency) 

Evidence packaging 

1. Clasp envelope - small physical and narcotics items (outside agency). 

2. Pocket folder - media items and small narcotics items (sheriff). 

3. Paper bag - miscellaneous items and wet marijuana/mushrooms. 

4. Kapak (poly bags) - currency, jewelry and narcotics. 

5. Ziplock bag – freezer or refrigerator items. 

1. Window boxes - for handguns, rifles, other weapons. 



Evidence Receiving 

(Sheriff) 

Main 

Evidence 
Warehouse 

Evidence Flow – Front Office 

Evidence Receiving 



Evidence Receiving Process Flow 

(Sheriff) 

Evidence Receiving - SHERIFF 

SHERIFF 

Evidence 

Form 

Actual Evidence 

NetRMS 

Front Counter 

Check criteria (new case, in addition 

to). 

Check the evidence form (NetRMS 

Property & Evidence report) 

completeness. 

Check the actual evidence submitted 

(packing and labeling). 

Data entry (Liberty/Sentinel). 

Evidence packaging and put-away. 

submission 

evidence 

Note: Homicide detectives and Crime Lab 

personnel is allowed to submit evidence using 

EVID-1. 



Evidence Receiving – New Case 

Evidence Receiving Process Flow 

(Sheriff) 

Check criteria – NEW CASE 

1. Check NetRMS property & evidence form if filled-out correctly. 

2. Ensure the packaging is properly sealed (initial and date). 

3. Verify the evidence label is correct. 

4. Write your ARJIS, date and time on the evidence form. 

5. Assign a barcode on the form and on the evidence. 

6. Make two (2) photo copies of the evidence form. 

   Original - P&E warehouse (jacket) 

  Copy 1 - P&E warehouse (inside the evidence package) 

  Copy 2 - Detective / crime lab personnel copy 

  Copy 3  - Optional, if crime lab request is needed 

7. Data entry (case, affiliate and item). 

8. Package the evidence appropriately for storage. 



Evidence Receiving – New case 

Evidence Receiving Process Flow 

(Sheriff) 

Data entry (Liberty/Sentinel) – NEW CASE 

CRIM 

Don’t use this 

memo field. 



Evidence Receiving – New case 

Evidence Receiving Process Flow 

(Sheriff) 

Data entry (Liberty/Sentinel) – AFFILIATE RECEIVING 

AUTO FILL/ MANUAL ENTRY 



Evidence Receiving – New case 

Evidence Receiving Process Flow 

(Sheriff) 

Data entry (Liberty/Sentinel) – ITEM RECEIVING ;  Part1 

AUTO FILL / MANUAL ENTRY 

F7 FOR SELECTION 

LIST 

F7 FOR SELECTION LIST 

FIREARMS, 

COMPUTER, CELL 

PHONE 



Evidence Receiving – New case 

Evidence Receiving Process Flow 

(Sheriff) 

Data entry (Liberty/Sentinel) – ITEM RECEIVING ;  Part2 

INTIAL&ARJIS,  MM/DD/YY, TIME 



Evidence Receiving – In addition to 

Evidence Receiving Process Flow 

(Sheriff) 

Check criteria – IN ADDITION TO 

1. Check NetRMS property & evidence form if filled-out correctly. 

2. Ensure the packaging is properly sealed (initial and date). 

3. Verify the evidence label is correct. 

4. Write your ARJIS, date and time on the evidence form. 

5. Assign a barcode on the form and on the evidence. 

6. Make two (2) photo copies of the evidence form. 

   Original - P&E warehouse (jacket) 

  Copy 1 - P&E warehouse (inside the evidence package) 

  Copy 2 - Detective / crime lab personnel copy 

  Copy 3  - Optional, if crime lab request is needed 

7. Data entry (case, affiliate and item). 

8. Package the evidence appropriately for storage. 



Evidence Receiving – In addition to 

Evidence Receiving Process Flow 

(Sheriff) 

Data entry (Liberty/Sentinel) – ITEM RECEIVING ;  Part1 

MANUAL ENTRY 

F7 FOR SELECTION 

LIST 

F7 FOR SELECTION LIST 

FIREARMS, 

COMPUTER, CELL 

PHONE 

Note: If case number do not exists this is a 

new case. 

INTIAL&ARJIS,  MM/DD/YY, TIME 



INTIAL&ARJIS,  MM/DD/YY, TIME 

Evidence Receiving – In addition to 

Evidence Receiving Process Flow 

(Sheriff) 

Data entry (Liberty/Sentinel) – ITEM RECEIVING ;  Part2 



Evidence Receiving – Re-submit 

Evidence Receiving Process Flow 

(Sherriff) 

Check criteria – RE-SUBMIT 

1. Item re-submit by DA’s Office from Sheriff case don’t need an evidence form 

when reinstating. 

2. Ensure the packaging is properly sealed (initial and date). 

3. Obtain the Name and ID number of the personnel re-submitting the item. 

4. Data entry (refer to Re-instate Module). 
5. Package the evidence appropriately for storage. 



Evidence Flow – Front Office 

Evidence Check-out 

Main 

Evidence 
Warehouse 

Evidence Check-out and Check-in 



Evidence Check-out Process Flow 

(Crime Lab) 

Crime Lab 

Evidence 

Form EVID-1 or  

RMS EVID 

FORM 

Front counter – CL window 

Check CL request box periodically. 

Check evidence form completeness 

(personnel & date for check-out) and 

log in the board. 

Check location. 

Pull or pick item. 

Data entry (prepare check-out form). 

Item check-out. 

request 

check-out 

Evidence Check-out – Crime lab 



Evidence Check-out Process Flow 

(Crime Lab) 

Check CL request box (periodically). 

Check evidence form completeness (personnel & date 

for check-out) and log into the board. 

Check location. 

Evidence Check-out – Crime lab 



Evidence Check-out Process Flow 

(Crime Lab) 

Pull or pick item. 

Evidence Check-out – Crime lab 



Evidence Check-out Process Flow 

(Crime Lab) 

Data entry (prepare check-out release form). 

Evidence Check-out  - Crime lab 

Click on New 

Check-out 



Evidence Check-out Process Flow 

(Crime Lab) 

Evidence Check-out  - Crime lab 

Case number 

CL for crime lab 

P&E ARJIS 

Date of check-out 

Crime lab 

personnel Liberty 

number. 

Data entry (prepare check-out release form). 



Evidence Check-out Process Flow 

(Crime Lab) 

Evidence Check-out  - Crime lab 

Scan or enter 

barcode number 

Confirm quantity 

Click OK 

Data entry (prepare check-out release form). 



Evidence Check-out Process Flow 

(Crime Lab) 

Evidence Check-out  - Crime lab 

Click on Print 

Release Form 

to print. 

Data entry (prepare check-out release form). 



Evidence Check-out Process Flow 

(Crime Lab) 

Evidence Check-out  - Crime lab 

Data entry (prepare check-out release form). 



Evidence Check-out Process Flow 

(Crime Lab) 

Item check-out. 

Evidence Check-out – Crime lab 

1. Crime lab personnel will check the evidence versus the item requested. 

2. Crime lab personnel will ensure the packaging is properly sealed (initial and 

date) before checking-out the item. 

3. The check-out release form will be signed by the requesting party and 

return to P&E personnel or place on the check-out box. 

4. Update the check-out screen using the signed check-out release form. 

5. Place the updated check-out release form into the bin for filing. 



Evidence Check-out Process Flow 

(Sheriff Personnel) 

Sheriff Personnel Front office 

Check form completeness 

(personnel & date for check-out). 

Check item location. 

Pull or pick item. 

Data entry (prepare check-out form). 

Item check-out. 

request 

check-out 

Evidence Check-out – Crime lab 

Property 

release & 

receipt. 

EVID-3 

Evidence 

viewing 

request 

EVID-5 

Other forms of 

request from the 

sworn staff. 



Evidence Check-out Process Flow 

(Sheriff) 

Data entry (prepare check-out release form). 

Evidence Check-out  - Sheriff 

Click on New 

Check-out 



Evidence Check-out Process Flow 

(Sheriff) 

Evidence Check-out  - Sheriff 

Case number 

Location where the evidence 

to be checked-out. 

P&E ARJIS 

Date of check-out 

Sworn  staff 

ARJIS or Liberty 

number. 

Data entry (prepare check-out release form). 



Evidence Check-out Process Flow 

(Sheriff) 

Evidence Check-out  - Sheriff 

Scan or enter 

barcode number 

Confirm quantity 

Click OK 

Data entry (prepare check-out release form). 



Evidence Check-out Process Flow 

(Sheriff) 

Evidence Check-out  - Sheriff 

Click on Print 

Release Form 

to print. 

Data entry (prepare check-out release form). 



Evidence Check-out Process Flow 

(Sheriff) 

Evidence Check-out  - Sheriff 

Data entry (prepare check-out release form). 



Evidence Flow – Front Office 

Evidence Check-out 

Evidence Check-in 

Main 

Evidence 
Warehouse 

Evidence Check-out and Check-in 



Evidence Check-in Process Flow 

(Crime Lab) 

Crime Lab 

Evidence 

Form EVID-1 or  

RMS EVID 

FORM 

Front counter – CL window 

Check-in item with evidence form. 

evidence 

check-in 

Evidence Check-in – Crime lab 

Actual Evidence 

Check the actual evidence for 

check-in the barcode, the label and 

the seal.  Must have initial and date 

on the seal. 

Write ARJIS, date and time in the 

evidence form. Check-in the 

evidence to the front counter 

location. 

Note : If submitting a new item on an existing case 

during check-in, please refer on the next page. 



Evidence Receiving – New item from the check-in 

Evidence Receiving Process Flow 

(New item from check-in) 

Check criteria – IN ADDITION TO 

1. Check the evidence form (EVID-1) if filled-out correctly.  

2. Ensure the packaging is properly sealed (initial and date). 

3. Verify the evidence label is correct. 

4. Write your ARJIS, date and time on the evidence form. 

5. Assign a barcode on the form and on the evidence. 

6. Make three (3) photo copies of the evidence form (EVID-1). 

   Original - P&E warehouse (jacket 

  Copy 1 - P&E warehouse (inside the evidence package) 

  Copy 2 - Outside agency copy 

  Copy 3  - Crime laboratory copy 

7. Data entry (item receiving). 

8. Package the evidence appropriately for storage. 



Evidence Check-in Process Flow 

(Sheriff) 

Sheriff Front counter 

evidence 

check-in 

Evidence Check-in – Sheriff 

Actual Evidence 

Check-in item without evidence 

form. 

Ensure the packaging is properly 

sealed (initial and date). 

Check-in the evidence to the front 

counter location. 

Obtain information (Name, ARJIS, 

date and time submitted) from 

person checking-in the evidence. 



Evidence Flow – Front Office 

Evidence Disposal 

Main 

Evidence 
Warehouse 

Evidence Disposal 



Evidence Disposal Process Flow 

(Outside Agency) 

Crime lab front office Front Office 

for disposal 

Evidence Check status of the evidence in the 

system; 

If IN status – get location, pull the 

item, prepare disposal release form. 

If OUT status – place the laboratory 

service request in respective file or 

box with some notes to check status 

later. 

If DISPOSED status – provide the 

copy to the agency and make note 

“Report Only - Disposed”. 

Data entry (prepare disposal form). 

Evidence Disposal – Outside Agency 

Laboratory 

Service 

Report 



Evidence Disposal Process Flow 

(Outside Agency) 

Check status of the evidence in the system; 

Evidence Disposal – Outside Agency (IN status) 

If IN status – get location, pull the 

item, prepare disposal release form. 

Status 



Evidence Disposal Process Flow 

(Outside Agency) 

Evidence Disposal – Outside Agency (IN status) 

Data entry (prepare disposal form). 

Click on New 

Disposal 



Evidence Disposal Process Flow 

(Outside Agency) 

Evidence Disposal – Outside Agency (IN status) 

Data entry (prepare disposal form). 

Outside Agency code 

P&E ARJIS 

Disposal date & time 

Outside agency  

staff Liberty 

number. 

Case number 



Evidence Disposal Process Flow 

(Outside Agency) 

Evidence Disposal – Outside Agency (IN status) 

Data entry (prepare disposal form). 

Scan or enter 

barcode number 

Confirm quantity 

Click OK 



Evidence Disposal Process Flow 

(Outside Agency) 

Evidence Disposal – Outside Agency (IN status) 

Data entry (prepare disposal form). 



Evidence Disposal Process Flow 

(Outside Agency) 

Check status of the evidence in the system; 

Evidence Disposal – Outside Agency 

If DISPOSED status – provide the 

copy to the agency and make note 

“Report Only”. 

Status 



Evidence Disposal Process Flow 

(DA Representative) 

DA Representative 
Front Office 

for disposal 

Evidence 
Check status of the evidence in the 

system; 

If IN status & in main evidence – get 

location, pull the item, prepare disposal 

release form. 

If IN status & in off site location  – 
notify DA rep and arrange pick-up 

schedule. 

If IN status & in station location  – 
notify DA rep and arrange pick-up 

schedule. 

If IN status & in transit from the 

run – notify DA rep and arrange pick-up 

schedule.  
If OUT or DISPOSED status – notify DA 

rep about the status. 

Data entry (prepare disposal form). 

Evidence Disposal – DA Representative 

Property 

Release & 

Receipt EVID-3 



Evidence Disposal Process Flow 

(DA Representative) 

Evidence Disposal – DA Representative 

Check status of the evidence in the system; 

If IN status & in main evidence – get 

location, pull the item, prepare disposal 

release form. 

Status 



Evidence Disposal Process Flow 

(DA Representative) 

Evidence Disposal – DA Representative 

Data entry (prepare disposal form). 

DA location code 

P&E ARJIS 

Disposal date & time 

DA Representative 

Liberty number. 

Case number 



Evidence Disposal Process Flow 

(DA Representative) 

Evidence Disposal – DA Representative 

Data entry (prepare disposal form). 

Scan or enter 

barcode number 

Confirm quantity 

Click OK 

Authorized by 

and date. 



Evidence Disposal Process Flow 

(DA Representative) 

Evidence Disposal – DA Representative 

Data entry (prepare disposal form). 



Evidence Disposal Process Flow 

(RTO, FP & SK)  

Assigned Detective 
Front Office 

for disposal 

Evidence 
File the received copy. 

Data entry (prepare disposal form). 

Evidence Disposal – RTO, FP & SK 

The owner or the representative will 

call the P&E for an appointment. 

Check status of the evidence in the 

system. Confirm appointment if the 

status and location are OK. 

Property 

Release & 

Receipt EVID-3 

Safekeeping Property 

Notification and 

Release Form 
EVID-7 

Note: Requirements to release   

          evidence to the rightful owner  

          please next page. 



Evidence Disposal Process Flow 

(RTO, FP & SK)  

Evidence Disposal – RTO, FP & SK 

Propety California

Release Valid Medical

Form Photo Court Marijuana

(Evid-3) ID Order ID

PHYSICAL EVIDENCE

(NOT SEARCH WARRANT CASE)

PHYSICAL EVIDENCE

(SEARCH WARRANT CASE)

PRESCRIPTION PILLS

MEDICAL MARIJUANA

Yes Yes

Yes Yes Yes

Yes Yes

Yes Yes Yes Yes

Requirements for  

Return To Owner (RTO) 

Note: Prescription pills patient’s   

           name must be the same  

           person and pills not expired. 



Evidence Disposal Process Flow 

(RTO, FP & SK)  

Evidence Disposal – RTO, FP & SK 



Evidence Disposal Process Flow 

(RTO, FP & SK)  

Evidence Disposal – RTO, FP & SK 

Check status of the evidence in the system. Confirm 

appointment if the status and location are OK. 



Evidence Disposal Process Flow 

(RTO, FP & SK)  

Evidence Disposal – RTO, FP & SK 

Data entry (prepare disposal form). 

Release to owner 

(RTO) 

P&E ARJIS 

Disposal date & time 

Owner’s 

information 

Case number 



Evidence Disposal Process Flow 

(RTO, FP & SK)  

Evidence Disposal – RTO, FP & SK 

Data entry (prepare disposal form). 

Scan or enter 

barcode number 

Confirm quantity 

Click OK 

Authorized by 

and date. 



Evidence Disposal Process Flow 

(RTO, FP & SK)  

Evidence Disposal – RTO, FP & SK 

Data entry (prepare disposal form). 



Re-instate module process flow 

Evidence Re-instate 

Evidence Disposal 

Evidence Re-instate 

Main 
Evidence 

Warehouse 

User with re-instate and quantity 

changes capabilities has the 

access with this module. 



Re-instate module process flow 

Evidence Re-instate 

DA Representative Front Office 

Check evidence information and 

packaging. Record personnel’s 

name & date received. 

Re-submit actual 

evidence 

Outside Agency 

Re-submit actual 

evidence with 

form. 

EVIDENCE 

FORM 

EVID-1 

Check evidence information and 

packaging.  Write your ARJIS, date 

time receive on the EVID-1. 

Annotate on the evidence logbook. 

Front Office 

Data entry (Re-instate module). 

Data entry (Re-instate module). 

Evidence packaging and put-away. 

Evidence packaging and put-away. 

Evidence 

submission 

Evidence 

submission 



Re-instate module process flow 

Evidence Re-instate 

Evidence to be 

re-instated 

must be in this 

status : 

Data entry (Re-instate module). 



Re-instate module process flow 

Evidence Re-instate 

Data entry (Re-instate module). 

Select or click Run Function (Main Menu) 



Re-instate module process flow 

Evidence Re-instate 

Data entry (Re-instate module). 
1. Select or click Utilities 

2. Select Reinstate Disposed Items 



Re-instate module process flow 

Evidence Re-instate 

Data entry (Re-instate module). 

Reinstate Dispose Items screen 



Re-instate module process flow 

Evidence Re-instate 

Data entry (Re-instate module). 

Enter evidence 

barcode number. 

Evidence 

previous location. 



Re-instate module process flow 

Evidence Re-instate 

Data entry (Re-instate module). 

Enter front 

counter or hold 

location. 

Select add a 

check-in record. 

These fields will 

show-up. 



Re-instate module process flow 

Evidence Re-instate 

Data entry (Re-instate module). 

Enter Liberty 

number received 

BY and received 

FROM. 

 

Click OK. 



Re-instate module process flow 

Evidence Re-instate 

Data entry (Re-instate module). 

Inquiry status to check 

Evidence after 

re-instated 

must be in this 

status : 



Other Evidence Request – Photos in CD 

Other Evidence  

Request – PHOTOS in CD 

Main 

Evidence 
Warehouse 

Other Evidence Request – Photos in CD 



Authorization

Subpoena from the Client Authorization

from the thru Insurance Court from the

Court or Lawyer Order P&E Mgr.

TRAFFIC ACCIDENT CASE

HOMICIDE CASE

CHILD ABUSE CASE
Yes Yes

Yes Yes

Yes

Yes

YesYes

Requirements for  

Request of Photos in CD 

Other Evidence Request – Photos in CD 

Other Evidence Request – Photos in CD 

OR 

OR 

OR 

Fees: 

CD/DVD - $25.00 per copy 

Mailing -     5.00 

Free of charge: 

All units under the Sherriff’s 

Department 



Other Evidence Request – Photos in CD (TRAFFIC accident) 

Other Evidence Request – Photos in CD (TRAFFIC accident)  

Verify contents of the CD, make a copy of the CD.  

Prepare evidence form (EVID-1) for the derivative 

copy and entered in the system. Sealed the evidence 

(master/copy).  Prepare Property Release and 

Receipt (EVID-3). 

Check information (case number, affiliate, address, 

etc) for verification. 

If evidence is not submitted notify case 

detective about the client request. 

Pull or pick item. 

Notify the client if the requested item is 

ready.  Inform the requesting party about 

fees, mode payment, and mailing policy. 

Mailing policy: 

1. The client must send check payment (payable to San Diego County Sheriff’s Department) 

before we mail the CD. 

2. Upon receiving of the payment, the P&E personnel will prepare the following :Disposal 

Release Form, receipt, copy of the Property Release and Receipt (EVID-3), and a return 

stamped envelope. 

3. The above mentioned documents and the CD will be sent through registered mail. 

Client Request thru Law 

Office or Insurance Company Front Office 
Documents 

submitted via  

postal mail, walk-

in, or e-mail 



Other Evidence Request – Photos in CD (TRAFFIC accident) 

Other Evidence Request – Photos in CD (TRAFFIC accident)  

Sample document: 

SUBPOENA 



Other Evidence Request – Photos in CD (TRAFFIC accident) 

Other Evidence Request – Photos in CD (TRAFFIC accident)  

Sample documents : Client’s Authorization 



Other Evidence Request – Photos in CD (TRAFFIC accident) 

Other Evidence Request – Photos in CD (TRAFFIC accident)  

Sample document : Evidence Form (EVID-1) for the copy CD 



Other Evidence Request – Photos in CD (TRAFFIC accident) 

Other Evidence Request – Photos in CD (TRAFFIC accident)  

Sample document : Property Release and Receipt (EVID-3) for the copy CD 



Other Evidence Request – Photos in CD (TRAFFIC accident) 

Other Evidence Request – Photos in CD (TRAFFIC accident)  

Sample document : Disposal Release Form for copy CD 



Other Evidence Request – Photos in CD (TRAFFIC accident) 

Other Evidence Request – Photos in CD (TRAFFIC accident)  

Sample document : Check and Receipt for copy CD 



Other Evidence Request – Evidence Viewing 

Other Evidence  

Request – Evidence Viewing 

Main 

Evidence 
Warehouse 

Other Evidence Request – Evidence Viewing  



Other Evidence Request – Evidence Viewing 

Other Evidence Request – Evidence Viewing  

SHERIFF Front Counter 

The viewing of property and/or  

evidence must be pre-approved  

or authorized by the case  

detective. 

Evidence 

Viewing 

Request EVID-5 

Case detective can arrange viewing schedule 

thru; 

1. Telephone 

2. Fax 

3. Email 

4. Walk-ins 

Provided that EVID-5 must be completed before 

the actual viewing. 

Check date and room for availability. 

Collect information such as case 

number, barcode or item number to 

be viewed, person/s involve in the 

viewing if Evidence Viewing Request 

(EVID-5) is not available. 

Check location of the items for 

viewing. 

Pull or pick items. 

Data entry (prepare check-out form). 

Items check-out for viewing. 



Other Evidence Request – Evidence Viewing 

Other Evidence Request – Evidence Viewing  

Evidence Viewing Request (EVID-5) 

will only be used if one or more person 

will view the evidence aside from the 

case detective. 

The case number, date 

and time of viewing, 

viewing location, 

item/s to be viewed, 

signature, ARJIS, date 

of detective/deputy 

authorizing viewing 

and names of all 

individuals viewing 

the evidence. 



Other Evidence Request – Evidence Viewing 

Other Evidence Request – Evidence Viewing  

In the event that the case detective 

allows an individual to view evidence 

without his/her presence, the case 

detective must fill-out  Evidence 

Release Form (EVID-16).  In addition 

to Evidence Viewing Request (EVID-

5).The case detective must specify on 

the special instruction portion if his/her 

presence is not needed. 




