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Substantive changes are in italics 

PURPOSE: To establish a uniform method for handling seized, confiscated or found 

firearms.          

                

POLICY: Firearms in the Division's custody shall be handled in manner such as to 

preserve their evidentiary and intrinsic value.  Intrinsic value refers in part 

to the firearm’s collectable or sentimental value.   

 

PROCEDURES:     

 

I. Marking firearms as evidence: 

 

In order to preserve a firearm’s evidentiary and intrinsic value, officers shall not 

permanently mark firearms.  Gun Bags shall be used to maintain the chain of 

custody.  The process of tagging and recording a firearm is meant to ensure that the 

evidentiary value of the firearm is not compromised. 

 

II. Reporting:  

 

A. An officer taking possession of a firearm shall complete the “Firearms 

Seized, Confiscated, Found” section of the Record Management System 

(RMS) report.  

 

B. Firearm Checks 

 

1. The seizing officer shall complete a computer check and a Crime 

Scene and Records Unit check of the weapon. 

 

2. If a firearm check reveals that the weapon was stolen in Cleveland, the 

seizing officer shall make an RMS recovery report.  If the NCIC check 

reveals the weapon was lost or stolen in another city, the seizing 
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officer shall note this in the RMS report, and shall request further 

investigation by district detectives. 

 

3. All seized firearms require the completion of a Bureau of Alcohol, 

Tobacco, Firearms and Explosives (ATF) National Tracing Center 

Trace Request form.  The completed form shall be faxed to ATF 

National Tracing Center at 1-800-578-7223.  The fax number can also 

be found in the upper right corner of the form.   

 

4. The faxing of this form shall be noted on the RMS report.  A copy of 

the National Tracing Center Trace Request form shall be attached to 

the RMS report.  

 

III. Handling: 

 

A. Officers responding to the scene of a homicide or serious assault involving a 

firearm shall secure the scene for the Homicide Unit and shall not handle the 

firearm, except as necessary to ensure their safety, the safety of others or the 

evidentiary value of the firearm. 

 

B. Firearms found independent of a crime scene shall be subject to the same 

procedures as those seized or confiscated. 

  

C. All firearms shall be transported unloaded.  If an officer takes possession of a 

firearm that is jammed or damaged and cannot be unloaded, or if the officer is 

unsure if the firearm is loaded, the officer shall: 

 

1. Tape the hammer closed and place tape around the trigger guard. 

 

2. Mark the Gun Bag tag with large red letters indicating that the firearm 

is or may be loaded. 

 

D. Loaded or possibly loaded firearms shall be carefully conveyed to the 

Forensic Unit for inspection, unloading and processing.  The Forensic Unit 

shall convey the weapon to the Property Unit. 

 

If the Forensic Unit is closed, the weapon shall be kept at the district/unit, 

separate from other property and evidence, until it can be transported to the 

Forensic Unit.  At the district/unit, the Officer-in-Charge (OIC) shall be 

responsible for the safekeeping of the weapon.    
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E. The bag portion of the Gun Bag shall serve as the receptacle for live or spent

cartridges found in the firearm, magazines or other related parts of the

firearm.  The bag portion with its contents shall be closed and tied.  The

closed bag, with the completed tag and attached RMS report, shall be tied to

the trigger guard with a single knot.

F. Firearms shall never be inserted into the bag.

G. The officer who takes possession of the firearm shall attach a copy of the

RMS report to the Gun Bag, and make the necessary property book entry.

H. Cartridge casings and/or spent pellets found outside of the firearm shall be

forwarded to the Forensic Unit in a Property/Evidence Envelope.  Live

ammunition located outside the firearm should be forwarded to the Property

Unit.
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