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Logging 
Evidence

Enter complaint 
no. in computer 

log

Sort property 
sheets by 

complaint & 
control no.

Assign F-
number to 

Case

Write F-number 
on each property 

sheet

Enter all case 
& person info 
in computer

Storing 
Evidence

Place property sheets 
in order of F-num. in 

appropriate numbered 
slotted shelf

Store long 
guns in long 

gun shelf

Store envelopes in 
slotted shelves  w/ 
prop sheet, if poss.

Store gun boxes, 
bags & bulky items 

in open shelves

Enter control no. 
in computer log
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