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LONG BEACH POLICE DEPARTMENT 
TRAINING BULLETIN 

 
 
Jerome Lance, Chief of Police 

205 – Proper Handling of Prisoners 
Property

REVISED July 2000 
 

PROPER HANDLING OF PRISONER PROPERTY 
 
PURPOSE 
The purpose of this Training Bulletin is to provide accountability for prisoner’s property 
when booked into the jail. 
 
Booking 
Upon arrival in booking, every officer transporting a prisoner will collect any property 
belonging to that prisoner.  Each officer shall confirm that they have included any property 
that may have been retained in the field, together with property removed from the 
prisoner, and place into the plastic trays provided in booking. 
 
After completing the booking work sheet, the searching officer shall note each item in the 
plastic tray on the booking work sheet under the title of prisoner property.  These items 
shall then be placed into a clear plastic bag. 
 
Search and Property Inventory 
• It is recommended that only one officer begin and complete the searching procedure 

in order to avoid any missed areas 
• All property removed from a prisoner shall be noted on the booking worksheet 
• All loose property will be placed in the provided, clear plastic bag.  Property that does 

not fit into the clear plastic bag will be sent to fifth floor property room with the 
appropriate property report being filed and appropriate notation made on the booking 
worksheet 

• All shoelaces shall be removed from the prisoner’s shoes and placed into the clear 
plastic bag 

• No lighters, matches, open packs of cigarettes or tobacco products shall be placed in 
the plastic bag (unopened, sealed packs of cigarettes or tobacco products are the only 
exception) 

• All batteries shall be removed from pagers and cell phones, they should not just be 
turned off 

• Jewelry shall be identified on the booking sheet and placed in the special envelopes 
provided 

• All medication shall be placed into the plastic bag, NO medication, prescription or 
otherwise is to be brought to the jail 

• Special items such as collectible coins, currency, food stamps or checks shall be 
placed into the plastic bag with the loose property 

 
Cash 

Attachment D



205 – Proper Handling of Prisoner’s Property 

500 | P a g e  
Return to the Table of Contents 

• All money belonging to the prisoner shall be placed into the provided envelope after 
being counted by the searching officer 

• The searching officer shall ask the prisoner if he/she has any money concealed on 
their person 

• The searching officer shall complete the required information located on the outside 
of the envelope and then give the envelope to the booking supervisor 

• The booking supervisor shall ensure that the cash count is accurate, initial and seal 
the envelope with clear tape 

• The booking supervisor shall return the envelope to the searching officer who will 
retain it until the envelope is sealed into the plastic bag 

• The searching officer will ensure that the prisoner’s booking number is written on the 
cash envelope 

• The searching officer must also write the amount of cash on the booking sheet and be 
sure all counts listed are the same on the booking worksheet, on the cash envelope 
and on the final booking face sheet 

 
Sealing the Bag 
• All loose property, including the jewelry envelope, will go into the lower portion of the 

plastic bag 
• The pink copy of the completed booking slip shall be placed in the lower portion of the 

bag in a manner that the prisoner’s name, booking number and money deposited, can 
be read.  The lower portion will be sealed 

• The cash envelope shall be placed in the top portion of the bag and sealed separately 
from the loose property 

• It is the booking supervisor’s responsibility to ensure that the money is counted 
properly and that the plastic bag is sealed correctly before the bag is placed into the 
safe 

 
Any property that does not fit into the plastic bag, for example, large back packs, large 
purses, etc., will be inventoried and placed into the fifth floor property room.  The correct 
property form will be filed with a receipt copy being placed in the plastic bag to ensure 
that the prisoner can locate his/her property when released.   
 
When a prisoner’s bicycle is placed into property, a property report will be filled out, a 
copy attached to the bike and a copy placed in the prisoner’s plastic bag.  Bicycles do not 
remain at the station; they are taken to the bicycle warehouse.  Paperwork indicating the 
bicycle has been stored is necessary for the subject to locate the bike when he/she is 
released. 
 
Any property or money that is kept as evidence also needs to be indicated on the booking 
sheet. 
 
It is the responsibility of every searching officer to be certain prisoner’s property is 
correctly collected and stored. 
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