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IF YOUR PROPERTY and 
evidence department is planning 
to relocate to larger quarters, 

allow ample time and create a tight 
SODQ��7KDW·V�WKH�DGYLFH�IURP�VHYHUDO�
agencies that have accomplished their 
own moves. Property room moves 
will only proliferate as agencies 
struggle with growing volumes of 
property and evidence, coupled with 
DJLQJ�EXLOGLQJV�DQG�SRRU�HIÀFLHQF\�
for storing and handling evidence. 
With non-stop evidence intake, 
storage space runs out fast. Purging 
can help with this challenge, yet many 
evidence items can linger a long time 
LI�RIÀFHUV�ZDQW�WR�NHHS�WKHP�IRU�WKHLU�
FDVHV�IRU�XQGHÀQHG�SHULRGV��RU�GXH�WR�
statute of limitations status. 

Even when an agency has moved 
its property and evidence operation, 
having more space is not always 
the biggest concern. Purging is. 
This is the opinion of Ty Routley, 
evidence control supervisor for the 

3RUWODQG��2UH���3ROLFH�%XUHDX·V�
property-evidence division. The 
division takes in nearly 5,000 items 
each month. Increases in intake 
YROXPHV�DUH�GLIÀFXOW�WR�PDQDJH�
since manpower resources often do 
QRW�JURZ�SURSRUWLRQDWHO\��´7KDW·V�
where agencies gain a large backlog 
RI�SURSHUW\��EHFDXVH�WKH\�FDQ·W�
control what comes in,” Routley 
explained. “They have to receive 
all the property. The purging part 
VXIIHUV�EHFDXVH�\RX�GRQ·W�have to do 
it.” However, Routley emphasized, 
“The purging is just as important as 
receiving the property.”

7KHUH·V�QR�TXHVWLRQ�WKDW�D�QHZ�
facility can make dramatic differences 
for any agency because more square 
footage and improved storage 
PHWKRGV�\LHOG�KLJKHU�HIÀFLHQFLHV�DQG�
smoother management of evidence. 

Surprisingly, in Portland Police 
%XUHDX·V�FDVH��WKH�VTXDUH�IRRWDJH�LQ�
the new facility is less compared to its 
RULJLQDO�EXLOGLQJ��´%XW�ZH·UH�ODUJHU�LQ�
YROXPH�KDQGOHG�EHFDXVH�ZH·UH�DEOH�
to go up higher,” Routley said. For 
example, at the old facility, shelving 
was 6 to 7 ft. tall. In the new one, 
shelving can go up 12 to 15 ft., thanks 
to rack shelving.

3RUWODQG�3ROLFH�%XUHDX·V�SURSHUW\�
DQG�HYLGHQFH�GLYLVLRQ·V�PRYH�LV�
probably typical of many such moves. 
All storage locations and shelves for 
the new building were entered into 
a computer. Staff was split in two, 
with half the staff situated in the new 
building and half in the old one. A 
moving crew was hired for the move 
itself, and Routley supervised them. 
For example, “They would pull items 
off shelf one and put them on shelf 
one of the cart and keep doing this 
until the cart was full,” explained 
Routley, who added that this same 

Property Rooms 
on the Move

Written by Bob Galvin

Advanced, thorough planning is vital 
for smooth property room relocations

The Portland (Ore.) Police Bureau property-evidence 
division used its State Emergency Response Team 
officers and their armored vehicle to escort and 
transport evidence personnel and high-value items, 
including guns, money, and drugs, as part of the 
agency’s property move. (Photo courtesy Portland 
Police Bureau)
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procedure was repeated for each 
successive shelf in the old facility 
and corresponding moving cart. Each 
ÀOOHG�FDUW�ZDV�SODFHG�RQ�WKH�PRYLQJ�
truck and then documented on a form 
on a clipboard. When the truckloads 
arrived at the new facility, the crew 
leader scanned each cart to its new 
location in the new facility. Applying 
this method, the Portland Police 
%XUHDX·V�PRYH�WRRN�WHQ�GD\V�DQG����
truckloads. 

Mock Move Advised
While not essential, conducting a 
test or mock move can prove very 
helpful and be a blueprint for success 
with the actual property move. This 
LV�ZKDW��0F0LQQYLOOH��2UH���3ROLFH�
Department concluded, and it used 
its evidence management software, 
EvidenceOnQ from FileOnQ, Inc., 
during the mock move. “With the 
software, I was able to scan key 
information such as what items were 
placed in each box, where those items 
ZHUH�JRLQJ��LQ�WKH�QHZ�HYLGHQFH�
URRP��GXULQJ�WKH�PRYH��ZKDW�WLPH��
when the boxes were unloaded, and 
ZKDW�RIÀFHUV�ZHUH�KDQGOLQJ�WKH�
boxes—all for court purposes and 

chain of custody,” noted McMinnville 
3'·V�SURSHUW\�URRP�WHFKQLFLDQ��0DUFL�
Peters. “I was able to scan all of 
this information with the evidence 
management software and have a 
complete record of chain of custody 
for each item. As a result, we were 
able to package all of the boxes ahead 
of time and have them put on pallets 
and move into the new facility. It 
went so smoothly,” Peters said. 

Precise Reports are the Goal
For the mock move, McMinnville PD 
PDGH�VRPH�WHVW�ER[HV��RI�HYLGHQFH�
LWHPV��DQG�VFDQQHG�WKHP��MXVW�DV�
they would for a real move. “This 
was to make sure we could get the 
exact reports from the evidence 
management software showing chain 
of custody and showing items going 
into a moving box, the moving box 
JRLQJ�WR�WKH�RIÀFHU��WKHQ�RYHU�WR�
the moving van and into the new 
facility.” The mock move and test 
reports were accomplished about two 
weeks before the actual move.

This extensive planning and 
testing paid off for McMinnville PD, 
said Peters. “Doing the mock move 
was extremely helpful, and gave us 

peace of mind that everything was 
going to turn out as we planned,” 
Peters said. The police chief, citizens, 
and defense attorneys also could 
see how smoothly the property and 
HYLGHQFH�UHORFDWLRQ�RFFXUUHG��´:H·YH�
never been questioned or challenged 
on it.”

7KH�6SRNDQH��:DVK���3ROLFH�
Department moved from a 17,000 sq. 
ft. property facility to one with 64,000 
sq. ft. in 2011. Like Peters, Tom Bell, 
6SRNDQH�3'·V�HYLGHQFH�WHFKQLFLDQ��
conducted a test of his property move 
using The Crime Fighter BEAST 
evidence management software 
program. It proved valuable as a way 
to verify that key aspects of the move 
occurred as needed. 

Every movement of evidence 
during the relocation was recorded in 
the evidence management software, 
according to Bell. “For the actual 
move, we set up a marshaling 
yard,” Bell said. “As the items were 
transported, they would get  scanned 
at every stop.” 

7KH�EHDXW\�RI�WRGD\·V�VRIWZDUH�IRU�
tracking evidence is how intuitive, 
productive, and time-saving it is. 

Installation of high-density shelving in the Spokane (Wash.) Police 
Department’s new property and evidence facility provides improved 
functionality for storage of items. (Photo courtesy Spokane PD)
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Bell recalls that he could load a 
pallet with 11 boxes and his software 
could tell him what was in each 
box. “For example, I would scan 11 
times and pick up 600 items on that 
transaction,” Bell said. 

,W·V�D�JRRG�WKLQJ�WHFKQRORJ\�ZDV�
RQ�%HOO·V�VLGH��DORQJ�ZLWK�SXUH�SHRSOH�
power. Spokane PD mandated the 
property-and-evidence move be 
executed in seven days. It took only 
six days using 19 53-foot trailers that 
WUDYHOHG�EDFN�DQG�IRUWK�����PLOHV����
PLOHV�URXQG�WULS���8VLQJ�WKH�VRIWZDUH��
KDYLQJ�D�ZHOO�GHÀQHG�SODQ�RI�DFWLRQ��
support from top administration, and 
a well-organized staff all helped to 
HQVXUH�6SRNDQH�3'·V�SURSHUW\�PRYH�
was successful. As a result, chain of 
custody was tight and secure. 

Inventory Checks During Move
7KH�*LOEHUW��$UL]���3ROLFH�'HSDUWPHQW�
conducted a property move in 
2006. Although it had purchased a 
UHFRUGV�PDQDJHPHQW�V\VWHP��506��
from Intergraph with a property 

Pallets in the receiving area of Spokane Police Department’s new property 
and evidence storage facility are ready for bulk pallet-style shelving as one 
method of providing easier access to items. (Photo courtesy Spokane PD)
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and evidence module, the software 
proved too new and unfamiliar to 
the evidence staff to use in time 
for the move. When Roy Casto, 
property and evidence supervisor, 
began his job, there were only three 
technicians including himself. After 
that, it dropped to two people. “Our 
inventory system was so far behind 
with purging,” Casto recalled. “That 
was the biggest part of getting ready 
for the move—getting rid of items we 
MXVW�GLGQ·W�QHHG�µ

*LOEHUW�3'·V�PRYH�ZHQW�VPRRWKO\��
but using a mostly manual evidence 
management approach demonstrated 
just how much longer, slower, and 
cumbersome the move was compared 
to how much more easily it could 
have unfolded by using the RMS 
VRIWZDUH��*LOEHUW�3'·V�ODVW�LQYHQWRU\�

of evidence prior to the relocation 
was in 1999, Casto said. 

For the move, each location 
containing evidence was given an 
inventory check, detailing every item 
on each shelf. Then, all items were 
put in a large bin, and the bin was 
sealed and labeled. Finally, all of this 
information was entered into an Excel 
spreadsheet. Each bin containing 
its own Excel spreadsheet showing 
inventory was placed in the new 
location, and items were placed on 
the shelves.

Software Installed Aids Agency, 
After Move

Older evidence items remain 
organized within the same bins that 
were utilized for the move, while 
newer evidence is placed on shelving 
LQ�WKH�QHZ�HYLGHQFH�IDFLOLW\��´,W·V�

QRW�WKH�PRVW�HIÀFLHQW�ZD\�WR�UHWULHYH�
evidence,” Casto said, but eventually 
all evidence will be documented 
ZLWKLQ�WKH�,QWHUJUDSK�VRIWZDUH·V�
evidence module. “If I had to move 
again, the evidence module is a tool 
ZH�ZRXOG�GHÀQLWHO\�XVH�µ

Meanwhile, the software has 
dramatically improved evidence 
PDQDJHPHQW�IRU�WKH�*LOEHUW�3'·V�
property and evidence unit. Audits 
are performed quarterly. “With our 
inventory, I can go to the software 
and enter a storage location and that 
will give me a list of everything in 
that location,” Casto explained. “I can 
scan all the barcodes and the software 
will tell me if there are missing items 
or items in that location that should 
QRW�EH�WKHUH�µ�$OVR��DQ\�RIÀFHU·V�
report for a case is accessible along 
with case notes.

Plan Move Far In Advance
Given the daunting logistics of 
relocating evidence and property 
operations to a new facility, what kind 
of planning should there be, and how 
far in advance? “I would say start 
thinking about your move seriously 
a year in advance,” offered Lauren 
Zephro, forensics services supervisor 
IRU�6DQWD�&UX]�&RXQW\��&DOLI���
6KHULII·V�2IÀFH��7KH�VKHULII·V�RIÀFH�
property-and-evidence unit moved to 
a new facility in three days. While the 
move went smoothly, preparing for it 
was somewhat challenging.

“The problem with our move, and 
one of the reasons we got evidence 
management software, is that we 
had multiple evidence management 
systems in place that had never 
been consolidated,” Zephro said. 
With the software installed, “We 
can say how many evidence items 
ZH�KDYH�QRZ��EXW�ZH�FRXOGQ·W�WHOO�
you how many we moved.” Much 
of the new evidence was entered in 
the software, but other evidence that 
was inventoried before the move 
was on an Excel spreadsheet that 
eventually was uploaded into the 
software. Lisa Gomez, evidence 
RIÀFHU��QRWHG�WKDW�LW�FDQ�EHQHÀW�DQ\�
agency launching a move to have all 
evidence in some kind of automated 
evidence management program 
before the move occurs, which makes 

With the flow of incoming property and evidence never slowing down, 
the ability to store evidence high up in these vertical shelves at the Gilbert 
(Ariz.) Police Department facility gives more space for storage now, and 
even allows room for growth in the future. (Photo courtesy Gilbert PD)
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tracking the evidence received at a 
new location much easier. Now, with 
its software fully in place, Santa Cruz 
&RXQW\�6KHULII·V�2IÀFH�FDQ�EHWWHU�
WUDFN�LWV�HYLGHQFH��´,W�KDV�GHÀQLWHO\�
been helpful because now when we 
release property to other agencies, we 
can supply them with a report of the 
full chain of custody,” Gomez said. 

Advanced planning and tapping 
the capabilities of an automated 
evidence tracking solution are two 
key ways to help assure a successful 
move. In addition, noted Peters, 
the McMinnville PD property and 
evidence technician, “You should 
KDYH�D�ZULWWHQ�SODQ��IRU�D�SURSHUW\�
PRYH��µ�$QG��VKH�DGGHG��´<RX�ZDQW�
as few people as possible helping 
you because this means fewer hands 
touching your evidence.”
Inventory and Purge Before Move

Since most property room staffs 
DUH�QRW�ODUJH��*LOEHUW�3'·V�&DVWR�
agrees that at least a year is needed 
to plan a facility move. Even more 
important, Casto stressed, is to 
inventory evidence and property on 
hand before the move. “Trying to 
inventory while you move can cause 
a lot of extra work, headaches, and 
problems,” Casto said. Also, relative 
to performing inventory, Casto 
urges any agency thinking about or 
planning for a move to “purge, purge, 
purge!” He also advises to “use all 
property room people available to 
move. Do not use more than one 
outside person per property room 
person, and have them always work 
in pairs.” Finally, Casto feels it is 
vital to try using only personnel for a 
move who work in the property room 
as they clearly understand all needs 
for managing evidence.

Plan to Accommodate Growth
One more critical aspect to factor 
into a move to a new facility is how 
functional it will be, and how well 
it will handle the non-stop intake 
of property and evidence. Bell, of 
Spokane PD, was able to design his 
new storage facility that includes 
high-density, rolling shelving brought 
over from the older building, plus 
rivetier and bulk pallet-style shelving. 
“We also have the ability to compress 

aisles in the future, and we can go 
up,” Bell said. “As a result, we think 
this building should be functional 
for us for at least 20 to 30 years. We 
designed in potential growth.”

Software Can Be Crucial Tool
If your agency has an evidence 
management software program 
installed, make sure all property-and-
evidence personnel know how to use 
it. The software can be invaluable 
for a facility move. Darrell Allen, 
property-room supervisor for the San 
$QWRQLR��7H[���3ROLFH�'HSDUWPHQW��
coordinated his property room move 
a few years ago from a 50,000 sq.-ft. 
warehouse to one with 100,000 sq. ft. 
$OOHQ�FDOFXODWHG�WKH�EHQHÀWV�RI�XVLQJ�
his evidence management software 
program, EvidenceOnQ, in terms 
of inventory management and, in 
particular, time savings. Allen said his 
IDFLOLW\·V�PRYH�LQYROYLQJ����WUDFWRU�
trailer loads in three weeks would 
have required 6,110 hours without 
use of the software. With it, the move 
took just a little more than half this 
time and saved $125,910. Every piece 
of evidence that was moved received 
an automated transaction record of 
when it was loaded on the truck and 
when it was taken off and put on the 
shelf in the new warehouse, as well as 
the appropriate authorization at each 
step of the process. “The end result 
was a complete and meticulous chain 
of custody maintained for each item 
during the entire move,” Allen said. 

Bell concurs with Allen on the use 
and value of evidence management 
VRIWZDUH��´,I�\RX·UH�FRXQWLQJ�RQ�\RXU�
VRIWZDUH�WR�ZRUN��IRU�D�PRYH���SXW�LW�
through the wringer,” Bell said. “Run 
test loads, see how many loads you 
FDQ�ÀW�LQWR�\RXU�PDUVKDOLQJ�\DUG��
know your storage requirements, 
and how long it will take the trucks 
WR�WUDQVSRUW�ORDGV��,W·V�SODQQLQJ��
planning, planning.”
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