








STATE OF MARYLAND
DEPARTMENT OF PUBLIC SAFETY AND CORRECTIONAL SERVICES

DIVISION OF PRETRIAL DETENTION AND SERVICES

PROGRAM: Resident Property & Clothing

PDSD: 220-5
•. " i'

TITLE: Resi~ent Property Disposition

ISSUED: March 31, 2004

APPROVED:

I. References: a) Estates a,nd' Trl.lst Artif,::I~, 'Sect. 5~60-1 to 5-608 Annotated
Code ofMD ", . .'

"

II. Applicable to:

III. Purpose:

IV. Definition:

b) MCCS .041,

c) PDSD # 75-10 and # 270-3

The Division of PretrialDetention and Services. 1-·

To ~stablisli procedures for the disposition of resident
property.' .' .

Aband9!1ed Property - Any property, valuable or medication,
Which is left at DPDS for more than 30 days.

V. Policy:

. t.' ,.

Resident money - All currency.twhlch have a standard face
value) and institutional checks (issu,ed by a security facility or
any state'agency) made payable to the resident. which are in
the resi~e,nt'\i.possession.

Valuable"':' Jew~lry, cellular phones, pagers, wallets! contents,
credit cards, pi.9ture I.D..keys, travelers' checks, and all
checks otherfna,p institutional checks, medication, and any
coin or currency of greater than face value.

It is the policy of the Divis.ion of Pretrial Detention and
ServiCes that the property rights of residents shall be fully
protected: The disposition of, resident property shall be
~an'dled in a manner that provides control and accountability.
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220-5

VI. Procedures

A. Property Disposition

The institution shall maintain resident property for up to 30 days. A resident may
elect to: pick up the property, ifthe resident has been released within 30 daysof the
arrest date; designate a third party to pick up the property; or' request that the
property be mailed out.

B. Property Release to Resident/ Designee

1. Within 3 days of arrest. propertY shall be issued from the BCBIC Property
Room. After the third day, it shall be issued from the JI Property Room.

2. Reliidents .may claim. property with .. a copy of their Personal Property
List/Receipt (Appendix A) or another institutional property receipt. If a
resident cannot produce a property receipt, but has a picture 10, the property
officer shall access CJIS to verify identifying information (10 number, Social
Security number, date of birthand address at time of arrest,) as provided by
the resident.

3. A designee, named by the resident on the institution's copy of the Personal
Property List/Receipt, may claim that property by presenting photo
identification. Those designees who are named after the booking
process must present photo identlflcaflon and written authorization from the
resident that specifies the name of the designee.

4. During issuance, the prope'rty officer shall instruct the resident/ designee to
compare property bag contents with the property list and then sign the
Personal Property List/Receipt to acknowledge receipt of all items.

5. If there isa di~crepflricythe property officer shall:
• . E • _ . .; ~'. .'

a. Instruct the recipi~ht to sign the Personal Property List/Receipt and
also print" I DIDNOT RECEIVE THE FOLLOWING ITEMS... "

. .. I . -

b. Prc?vide the resldent/ designee with written instructions for filling a
missing property claim (Appendix B);

;

c. Obtain the signature of the resident/designee on the institution'scopy
ofthe Notification of Grievance Procedure form letter to acknowledge
notification and forward a copy of the signed form to the Resident
Grievance Coordinator (If the individual refuses to sign, note their
refusal and all pertinent information regarding the discrepancy.)
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220-5
d. Prepare a Matter of Record within 24 hours and

forward copies to: i. manager of Resident Property; and
ii. coordinator of Resident Grievance.

For discrepancies involving cash exceeding$100 or property valued
in excess of $500, the Matter of Reeord shall also be distributed to
the following: iii. .commissioner

iv. deputy commissioner
v. DPDS Investigative Unit

C. Property Mail-Out

1. Propertyauthorized for mail-out shall be transported to the Property mail-out
roomby a correctional supply officer (CSO) III,designee, or a transportation
officer.

2. The mail-out room supervisor shall ensure that:

a. Property is packed into mailing boxes;

b. The resident's name. and the recipient's name and address, as
recorded on the Person to be Notified to Obtain Property form
(Appendix C) are entered lnto the computer;

c. Address label, return address label and postage are secured;

d. Package numberand postage amount are recorded on the Personal
Property List/Receipt;

e. An audit report and ship-to report are prepared for all packages
mailed that day. Reports are forwarded to the manager of resident
property and to the fiscal clerk in Administrative Services.

f. On a daily basis, ledger recordings are made of: date; number of
packages mailed out; beginning postage used; postage used daily;
and ending postage used.

D. Transfer to Another Institution

To prepare a resident for transfer to another institution, a correctional officer, in the
presence of the resident and another correctional officer, shall:

1. Using the receiving institution's criteria, separate property in the resident's
possession into "allowable" and "non-allowable" property;

2. Bag allowable property for transport with the resident;
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220-5
3. Inventory non-allowable property on a Person to be Notified to Obtain

Property form DPDS #033-92 and bag that 'property;

4. Offer the resident the following options for non-allowable property: Mail-out
if MOBS account has sufficient funds; Pick-up within 30 days (resident is
responsible to notify a designee to make the pick-up) or the institution will
dispose of the property after 30 days.

5. Secure the signature and the initials. of the resident on the receipt;
.,-

6. Sign the receipt as the inventory officer;

7. Distribute receipt as follows: Original - inside property bag
Copy - to the resident
Copy - secured to the property bag

8. Secure bags in a designated area for collection by a Resident Property
officer or until transported by security to the JI Property Room; and

9. Maintain a Resident Property Log to include:
i. Date/timeof receipt
ii. Resident ID#
iii. Resident name
iv. Number of bags
v. Date/time released to Resident Property
vi. Signature of Resident Property officer receiving the bags

E. Resident Death Within the Institution

1. The shift commander shall ensure that:

a. Property is secured in compliance with PDSD#270-3;

b. In the presence of a witnessing correctional officer, a second
correctional officer inventories the property;

c. A signed receipt is obtained for any property taken by the DPDS
Investigative Unit;

d. Bagged property, inventory and InvestigativeUnit receipts, if any,are
turned over to a resident property officer; and

e. The director of Social Work is notified to enclose a notice of personal
property (Appendix D) in the family's notification packet;
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'220-5

2. The manager of Resident Property shall ensure that:

a. Property is released to the resident'snext-of-kin presenting a letterof
administration. A copy of the letter of administration shall be
maintained on file per the.sstablished retention schedule;

b. Unclaimedpropertyshall be maintained for up to 1year. After 1 year,
the director shall seekwritten authorlzatlonfrom the DPDSAssistant
Attorney General-to dispose of the-property. When so authorized,
property shall be handled as outlined in section VI.H ofthis directive.

F. Resident Death Outside of the Institution'

If a resident, in the custody of DPDS, dies while in an outside hospital or other
facility, the resident's property shall be handled as outlined in sections
VI.E.1,a,c,d,eand 2 of this directive.

G. Propertyof an Escaped Resident

1. The shift commander, or designee shall follow procedures in sections
VI.E.1.a. through d of this directive.

2. If the resident does not return within 30 days, the manager of Resident
Propertyshall ensure that the property is handledas outlined in section VI.!
of this directive.

H. Lost or Missing Property

1. When Property Room staff cannot locate property in response to an
resident'sl designee's receipted claim, the Resident Property officer shall
follow procedures outlined in section VLB:5 ofthis directive.

2. To determine loss, the Resident Grievance coordinator (RGC) shall:

a. Compare the merchandise receipt(s) submitted by the
resident/designee with' the DPDS property receipt to verify the
resident's possession of thearticle(s) and to determine the original
cost;

b. Consult the BaltimoreClaimsman Guide to estimatethe depreciated
value of the missing article(s) as follows:

Age of item
Life Expectancy=% DepreciatedApplication
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220-5
c. After assessing the current value, notify the deputy commissioner of

the. property toss, estimated value, and propose the restitution to be
paid.

3. To process the proposal to the resident; the RGC shall, in writing, notify the
'resident of the institution's offer of restitution, as authorized by the deputy
commissioner. The resident has 30 days to accept or reject the proposal.

a. If the offer is accepted, the RGC shall secure the resident's signature
on a Statement of Restitution Acceptance form (Appendix E) and
forward a copy to the fiscal administrator for payment.

b. If the initial offer is rejected, the deputy commissioner may offer a
counter-proposal.

I. Property Disposal

1. The Resident Property Room supervisor shall ensure that:

a. After the 30th day of storage, all items are separated into either
"valuable" or "regular" property groups;

b. All items are inventoried by group, to include resident name and item;

c. A copy of the "valuable" and "regular" inventory is forwarded to the
Compliance Office. A copy is also forwarded to the Resident
Grievance Coordinator in an attempt to match abandoned property
with complaints of missing property; :

d. All "valuable" abandoned property is inventoried on an Excess State
Property form (Appendix F) in conjunction with the D.G.S. Inventory
Man'agement Division officer; and turned over to the Inventory
Programs Officer for disposal in compliancewith applicablesectionof
PDSD# 75-10. A copy of the inventory is forwarded to Compliance
staff;

e. All remaining "regular" abandoned property shall be turned over to
the Laundry supervisor/designee and receipted on a Resident
Property Unit Abandoned Property form (Appendix G.)

2. Laundry Services staff shall separate property into:

a. Serviceable items to be forwarded to the chaplain (for distribution to
indigents) and documented on a Linen Collection Form DPDS# 378­
97 (Appendix H) under "Linen Delivered, Misc."; and
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b. Non-serviceable items, to be documented on the Linen Collection
Form under "Linen Destroyed, Misc." and discarded as trash.

J. Disposal of Abandoned Personal Medication
.' r:'"' .

The Resident Property Room supervisor shall ensure that, after the so" day of
storage:

1. Medication is inventoried on an "Abandoned Personal Medication Transfer
Record" (Appendix I) and secured in a deslqnated area.

2. Within 30 days, such medication shall be transferred to contractual medical
personnel for disposal per established protocol. The transfer shall be
documented on an "Abandoned Personal Medication Transfer Record" and
remain on file in the Properly Room for a period of no less than 3 years.

VII. Attachments:

VIII. Rescissions:

Distribution:

Appendix A - Personal Property List/Receipt

Appendix B - Notification of Grievance Procedure

Appendix C - Person to be Notified to Obtain Property

Appendix D - Notice of Personal Properly

Appendix E - Statement of Restitution Acceptance

Appendix F -'- Excess Properly Declaration

Appendix G - Resident Properly Unit! Abandoned Property

Appendix H - Linen Collection Form

Appendix I - Abandoned Personal Medication Transfer Record

PDSD# 220-1, Inmate Properly Control (4-30-02)

B
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220-5 Appendix A

Personal Property LisUReceipt

DATE: _ TIME:

Defendant's Name:

Cash:

Valuables:

Regular:

Number of Bags Amount I
Number of Bags

Number of Bags

Valuable Items:

Regular Items:

Note: If you are incarcerated! committed, you may have your personal property mailed (at your
expense) or released to your next of kin or other person you want to designate. If you do not
designate someone, your property will be held 30 days from today and disposed of if not claimed.

Check One: Designee Name:

(No
Address:Mail: Release to Designee:__

Hold:________________ Designee)
City, State, Zip: ,0

Telephone No:Continued on Next Page

Receipt of Personal Pronertv
Date Defendant.

Date Arresting Officer

Date CBFPersonnel

Return of Personal Pronertv
Date Recipient Agency Name

(blank if Defendant)
Date CBFPersonnel

(BARCODE)
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= I

I 1
. To bereproduced on i

official ;

I LETTERHEAD
i
t. ._ _. __ _ _._._..__ __..__._._._..:

220-5

Date: -

Appendix B

Please be advised that any claims for missing property should be forwarded in writing within seven
(7) days from the date and receipt of this letter to:

Resident Grievance Coordinator's Office
Baltimore City Detention Center
401 E. Eager Street
Baltimore, MD 21201

Resident Property Staff/individual issuing this form

I hereby acknowledge that I have received a copy of this letter, and have been notified that any
claim for missing property must be filed in writing within seven (7) days from the date of this letter

. to the Resident Grievance Coordinator, at the above listed address.

Resident's Identification # and Name: _

Signature of Designee or Resident : ~ --"-~--- _

Date: _
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220-5 DIVISION of PRETRIAL DETENTION and SERVICES AppendixC

OFFICER'S SIGNATURE _

DATE _

RESIDENTS NAME, 10#, _

PERSON TO BE NOTIFIED TO OBTAIN PROPERTY

NAME -'- _

ADDRESS _

CITY, STATEAND ZIP CODE _

TELEPHONE NUMBER, OFFICER'S SIGNATURE _

COURT --,- ,--__

RESIDENTS SIGNATURE, ~ _

QUAN ITEM QUAN ITEM

BELT ROBES

BOOTS SHIRTS

BRAS SHIRTS (SWEAT)

DRESSES SHOWER SHOES

DRESS SHOES SOCKS

GOWNS SUITS

HAT SWEATERS

JACKET TENNIS SHOES

LONGJOHNS (SHIRT) TIES

LONGJOHNS (pAf\lTS) UNDERSHIRTS

OVERCOAT' , UNDERSHORTS

PANTS (LONG) OTHER .: '

PANTS (SHORT) OTHER

PANTS (SWEAT) OTHER

I acknowledge that I havebeenadvised that if I or mydesignated representative, which I have noted above,
does not pick up my property within 30 days, that this properly will be considered abandoned and will be
disposed of in accordance with Division of Pretrial & Detention Services policy.

INITIAL

WHITE (Inside Properly Bag) CANARY (Resident's) PINK & GOLDENROD (Attach to Properly Bag)

DPDS #033-92 Rev, 3-04
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220-5 Appendix D

Date _

Dear -'

As the next of kin to , you are hereby notified that the

Division of Pretrial Detention and Services (DPDS) has custody of all personal property

belonging to the deceased, other than any property that may have been taken for an

investigation. As the next of kin, you'are authorized to pick up the property because no one

had been designate to pick up the property in the case of death.

The property will be released to you only if you present current photo ID and a

LETTER OF ADMINISTRATION to the Resident Property Window at 531 E. Madison Street,

___-;;---.__=-:--:;---;- -;-:--;----,. The LETTER OF ADMINISTRATION
(Insertcurrentdayslhours ofoperation.)

simply appoints you as the administrator of the decease's estate. It can be obtained from the

Orphan's Court of Baltimore City.

You are also notified that if you do not pick up the property it may be disposed of,

pursuant to DPDS policy.

Sincerely,
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220-5

STATEMENT OF RESTITUTION

r····_····_·-·_········_·····_········_·····_····_·-··.-................ ·······1

1
To be reproduced on

official

LETTERHEAD
~._ __.......•............_....•._ _._ - _-_ _ _ _ :

Appendix E

I, a current or former resident who was incarcerated with the
Division of Pretrial Detention and Services (DPDS) from until am filing out this form
because there is a discrepancy between the amount of resident property that was collected by
agents and employees of DPDS during my incarceration, and the amount that is being proffered
by the DPDS to myself and/ or my designee.

, " .

I hereby acknowledge that I agree to accepted $, .from DPDS as
restitution for the following property:

In exchange for this amount of money, I hereby release, remise and discharge any claims, causes
of action, lawsuits, or rights against the State of Maryland, its employees, its agents, or its assigns
which have resulted from, or relate to, the discrepancy described above. This release does not
apply to any other claims, causes of action, lawsuits, or rights that I have against the State, its
employees, its agents, or its assigns, so long as those claims, causes of action, lawsuits, or rights
do not relate to the discrepancy described above.

Dated:
(Sign)

(Witness) (Print Name)

IIF YOl,JftE'jeOr THE OFFEROFRESTITl,J'I'IQN,READ'ANDSIGNBELOW.

I hereby reject the offer of $ from DPDS as restitution for the following property:

Dated:
(Sign)

(Witness)

DPDS #0453-01 (Rev. 3/04)

(Print Name)
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220-5 Appendix F

Pnlln Clf •
INS ,nUCTIONS:

I. flohu 10 ("DrOlly "Ispoan' PfocodurolllnUnpOlhnolllnl
Oonoml SorvlcDs InventoryControlMOllual.

2. SOD J1Jopn,ollon lnalrucllonson rovorso aldo.
3. !lund lwo caplall 01Iho complolod humIn::

(Ju,ullhnonl 01Gonalol Sorvlcos
h1\lc,"IO'1 Standards and Surpo,l SorvlcDs 01,,151011
3UI W. Preston SIUIOn a r1001llM·7
Oaillmolo, Maryland 21201

EXCESS PROPERTY DECLARATION

STATE OF MARYLAND
DEPARTMENT OF GENERAL SERVICES

301 W. PRESTON STREET
BALTIMORE, MARYLAND 21201

(410) 225·4256 DGS Couliol No.
-------------------- 11 I -----.--.-
AGENCY: _

SUB·UNIT: _

SUB·UNIT COOE: ~ _

AODRESS:

fonWJ\'UlED OV

fi,opellY m'·,IC~.~,-----·

Slgllfth ll'

----------._-_.._._....

0"10

DATE ,

All8m::y rr;;a;..;;,o;;;;.r.J"';;;o.;;;.,---------------------------------CONTACT PERSON: ~,;--__
PIIONE ND. _

a';rOfl.h,t,. -_._- _1-. __ • _ •• --_.-_ •• 'Iilii"

lIemall.led below .re c.•rlmed 10 be In aXClllI1 0' Ihle ageney's needs. The DopailnuII1I 0' General Services Is hereby requestod 10 arrange disposal.

Acqul.lIlon -! If t1n..rvlce"ble. plovlde

I "epalr
lIem Oil' I .~ I r Eellmal,! O••c.lpllon of n..ded repalre,
No. QIY D"c"pllon Coal MoIV' " $ or olher comm.nl.-

.
( -

TOTAL
.----------_._._--_._--_.......... , ........_.. .- - •.... ~ ......--- -- _. __. ..

OOS·O!lf)·g
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220-5 Appendix F

INSTRUCTIONS FOR COMPLETING FORM

1. ITEM NUMBEn-NlIlllbor IIams all nnch declaratlcnconsecutlvely slnrllll!l'l'OlII l.

2. QUANTITY-LIst, the number 01 ldantlcat Items under a single descrlpllon. (I.e. 25 classroom chairs....).

3. DESCRIPTION - Provldo as much descrlpllve Inlormallon for each lIem as necessary for poslllve Idenlllicatlon, such
" as color, size, type olrnaterlal, unit IImeasure If other Ihan each, elc. Forequlprnant, also Include the yaar.make, model

and sorlal number.

4. ACQUISITION COST AND DATE-L1sllhe 10101 purchase cost 01 all units and month and year acquIred.

5. CONDITION· Check Ihe column marked "Good", "Falr" or "Poor" to Indicate thaI an lIem can be used "as Is" wllhour
repairs or refurbishing, even thouqh It may be old, worn or obsolete. "Good" moans an Item Is servlcenblo nnd both
appearance and operation are completely sallsfactory. "Fair" means an lIem Is servIceable and the.appearance or
operalion does not show signs of abuse or hard wear, "Poor" means serviceable bUI abuse or hard wear Is obvious
In lhe appearance or operalion. '

Check the column marked "Unserviceable" to Indlcale Ihat an ltern Is Inoperable, will not operate In a sallsfaclory
manner or Is nol luncllonal wilhoul repairs or .refurblshlng.

6. Do nolllsl serviceable and unsorvlceable Ilt:!~s on the same declarallon. Use a separate declarallon for each Iype.

7. REPAfR ESTtMATE AND QESCRIPTION OF NEEDED REPAIRS AND ANY COMMENTS-If the unserviceable
column Is checked,lIsl repalresurnate and describe repairs necessary to reslore 10"Good" condlllon. Agencies wlthout
repair facllllles can obtain estimates lrom vendors, even If Ihe esllmates are provided over the telephone rroman

, agency's description 01 Ihe problem. Repair estlrnateslor office furnllure may be oblalned from State Use Industries.
This space also may be used for general commenls If,repair Information ls not applicable. "

O. TRADE·IN ITEMS-Refer toExcass Property Disposal procedures In the DGS Inventory Control Manual. Note Ihat
an Item Is 10 be traded-In and IIslthe trade-In .allowance Immediately under Ihe description.

9. MOTOR VEHICLES-":'Refer 10 Excess Properly Disposal procedures In Ihe DGS Inventory Conlrol Manual.

I
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220-5 AppendixG
STATE OF MARYLAND

DEPARTMENT OF PUBLIC SAFETY AND CORR~CTIONAL SERVICES
DIVISION OF PRETRIAL DETENTION AND SERVICES

RESIDENT PROPERTY UNIT

ABANDONED PROPERTY

# of Bags:Disposal Month:__~__

. Property Officer: Date:
'---------'

Correctional Supply SupervisorlDesignee: _ Date:

THE FINAL DETERMINATION FOR DISPOSAL IS TO BE MADE BY
ADMINISTRATIVE SERVICES.

Property Officer: Date:

Disposal Month: _ #ofBags:

Administrative Services: Date:

cc: BCBIC Warden
Resident Property Manger

DPDS #0430-99 (Rev. 3/04)
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220-5 Appendix H

DEPARTMENT OF PUBLIC SAFETY ANDCORRECTIONAL SERVICES
DIVISION OF PRETRIAL DETENTION AND SERVICES

LINEN COLLECTION FORM
.

SECTION: DATE:

BODY COUNT: TIME:

LINEN PICKUP LINEN DELIVERED LINEN DESTROYED

SHEETS: SHEETS: SHEETS:,

TOWELS: TOWELS: TOWELS:

WASHCLOTHS: WASHCLOTHS: WASHCLOTHS:

BLANKETS: BLANKETS: BLANKETS:

MISC: MISC: MISC:

UNIFORMS: UNIFORMS: UNIFORMS:

GOOD GOOD GOOD

DAMAGED DAMAGED DAMAGED

LEG LEG LEG

ARM ARM ARM

SIDE SIDE SIDE

CROTCH CROTCH CROTCH

OTHER OTHER OTHER

(SIGNATURES:) (SIGNATURES:) (SIGNATURES:)

."

SECTION OFFICER SECTION OFFICER SECTION OFFICER

.

LAUNDRY OFFICER LAUNDRY OFFICER LAUNDRY OFFICER

• Please verify your linen count before the Laundry Officer leaves!

COMMENTS: ~ _

DPDS #378-97 (rev. 11-G1)
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220-5

DIVISION OF PRETRIAL DETENTION AND SERVICES
ABANDONED PERSONAL MEDICATION

TRANSFER RECORD

Appendix I

I have inventories the following personal medications which were declared "abandoned property"
per PDSD # 220-5.

(Property Staff Signature)

ITEM
(Description)

RESIDENT
NAME

(Date)

RESIDENT
ID#

ORIGINAL INVENTORY
DATE

I have accepted custody of the above listed medication for the purpose of disposal per
established pharmacy protocol: .

(Medical Personnel Signature! Title) (Date)
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