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1.01  TOW SERVICE POLICY 
 

The Tow Service program coordinated by the St. Mary’s County Sheriff’s 
Office (SMCSO) is a voluntary participation program.  It is supervised on 
behalf of the Sheriff by the Traffic Safety Unit Supervisor.  The rules and 
regulations for tow service owners and operators are contained in the 
document “St. Mary’s County Sheriff’s Office Authorized Tow Service 
Requirements, Rules, Regulations, and Schedule of Fees for Services 
(SMCSO Form #81).  This document applies any time a tow truck is 
requested by the SMCSO, even if our call is at the request of the vehicle 
owner.  All employees will report violations of the rules and regulations of 
this program in writing to the Traffic Safety Unit Supervisor. 

 
1.01.01 Definitions: 
 

A. Towed:  Means we have simply provided a service to the vehicle 
owner or operator by calling assistance for him/her. Due to the 
request being made by the operator/owner no inventory or release 
will be required. When the owner or authorized operator is on scene 
and requests we contact a tow service on their behalf (nearest 
reliable or their choice) a Vehicle Tow/Storage Card is not required.  
The deputy will ensure the vehicle information and correct tow 
service utilized is listed in the CAD entry for the incident. 

 
B. Stored:  Means we have taken possession of the vehicle, even if 

our possession is temporary.  Stored Vehicles will have a Vehicle 
Tow/Storage Card (SMCSO Form #82) prepared by the storing 
officer. To reclaim the vehicle, the release section at the bottom of 
the Vehicle Tow/Storage Card must be completed. 

 
1.01.002 Tow Requests: 
 

When needed, a tow service shall be requested as follows: 
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A. When a vehicle owner, operator, or agent desires a specific tow 

service, the officer shall make the request to headquarters 
(Example:  10-51, Owner’s Request, ABC Tow Service).  The 
requested tow service will be honored unless the requested tow 
service cannot respond within a reasonable period of time (30 
minutes) and prompt removal of the vehicle is necessary. Exception 
will be if the tow is outside the tow service’s assigned tow area. The 
investigating deputy will inform the owner/operator/agent and either 
give him/her the opportunity to call a closer towing service or 
arrange (with or without their consent) for the next available tow 
service to respond. 

 
B. When a vehicle owner, operator, or agent has no specific tow 

service to call, the officer shall make the request to headquarters. 
(Example: 10-51, nearest reliable, owner’s request)  

 
C. When a vehicle is stored by an employee of this agency, or when a 

vehicle owner, operator, or agent is not present or is incapable of 
making a request for any reason, the officer shall make the request 
to headquarters. (Example: 10-51, nearest reliable, my request) 

 
D. Deputies are prohibited from suggesting specific tow services for 

any reason to any vehicle owner, operator, or agent. 
 

E. Deputies will provide headquarters with the following information for 
each vehicle to be towed: 

 
1. Make, model, approximate year, and condition of the vehicle 

to be towed. 
 

2. Brief description of the scene relative to that vehicle. 
(Example: vehicle overturned, over the guard rail, feet off 
roadway, large amount of debris, etc.) 

 
F. Deputies will not request specific types of tow equipment.  

Headquarters will relay information received to the tow service and 
the tow service will determine the appropriate tow equipment. 

 
G. Headquarters will advise the deputy which tow service will be 

responding and for which vehicle. 
 

H. Prior to a tow service departing the scene from a Stored Vehicle, 
the deputy completing the Vehicle/Tow Storage Card (SMCSO 
Form #82) or awaiting the arrival of the tow service will advise the 
tow operator if the owner, operator, or agent needs a release to 
reclaim the vehicle. The deputy will provide the tow operator any 
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owner/operator contact information known at the time as well as 
Complaint Control Number (C.C.N.) along with the deputy’s name 
and badge number, all of which will be printed on the Vehicle 
Tow/Storage Card. 

 
I. Prior to a tow service departing the scene, with a Stored Vehicle 

the deputy who completed the Vehicle Tow/Storage Card must 
provide to the tow operator the pink carbon copy of that Vehicle 
Tow/Storage Card. 

 
J. The Complaint Control Number (C.C.N.) to be used on the Vehicle 

Tow/Storage Card will be the same as the one assigned to the initial 
event. 

 
1.01.003 List of Approved Tow Service Operators 
 

A. The Traffic Safety Unit Supervisor shall be responsible to maintain 
a list of all the Tow Service Operators who have signed an 
agreement to operate within the guidelines of this program. The list 
shall be continually updated to reflect any deletions or additions.  
The Traffic Safety Unit Supervisor shall ensure a copy of the list is 
maintained at the Duty Officer’s Station and will provide updates as 
they occur. 

 
B. The List of the Tow Services Operators shall contain: 

 
1. Name of the company 

 
2. Name of the owner or resident agent 

 
3.  Business address of the company, with directions 

 
4. Business telephone number of the company 

 
5. Address of the impound lot if it is different than the company 

address 
 

6. Hours of operation  
 

7. Type of towing equipment available 
 
1.01.004 Authorized Tow Services Requirements, Rules, Regulations, and 

Schedule of Fees for Services (SMSCO Form #81) 
 

To be considered for the Sheriff’s Office Tow List, the Tow Service must 
submit an application.  This application will be maintained by the Traffic 
Safety Unit Supervisor. This document specifies the tow service 
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requirements, rules, and regulations.  Requests for this application by Tow 
Service Companies will be forwarded to the Traffic Safety Unit Supervisor.  
Deputies and station clerks will be cognizant of the fact that amongst other 
regulations, these documents require the following to be adhered to: 

 
A. The promise of, or giving of, any special favor or gift by any tow 

service, or tow service employee or owner to any sheriff’s office 
employee is prohibited. 

 
B. Tow Company equipment or personnel are not permitted to 

respond to the scene of sheriff’s office operations unless requested 
to do so by SMCSO personnel. 

 
C. Tow Company personnel must respond to the scene within 30 

minutes after notification from the station clerk or duty officer while 
obeying all traffic rules.  If the tow company has not arrived in 30 
minutes, the requesting officer will notify headquarters, which will 
request another tow company.  Should the original requested tow 
company arrive after the second one has been dispatched, the 
requesting deputy will advise them a second tow company was 
requested and they will be asked to clear the scene. 

 
D. Tow service personnel will remove from the highway any glass or 

other injurious substance dropped from a wrecked or damaged 
vehicle.  Medical waste will be removed or washed down by the Fire 
Service. 

 
E. Tow service personnel will cooperate fully with sheriff’s office 

personnel and will not leave the scene of our operations until 
released by the deputy in charge.  Should any conflicts arise while 
dealing with tow service personnel, the deputy will forward an 
account of the incident via email to the Traffic Safety Unit 
Supervisor for follow-up.  

 
1.01.005 Storage of Vehicles 
 

A. All Vehicle Tow/Storage Cards completed and submitted for a 
“Stored” vehicle for which a release is required will be maintained 
in the filing cabinet labeled “Vehicle Tow/Storage Logs” at the Duty 
Officer’s Station. 

 
B. Deputies will inform vehicle owners or their representative of the 

process of recovering their “Stored” vehicle. The duty officer, a 
supervisor or his/her designee will process requests for the release 
of a stored vehicle and provide the owner or his/her representative 
with the signed yellow carbon copy of the Vehicle Tow/Storage 
Card. The owner or his/her representative must provide the signed 
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yellow carbon copy of the Vehicle Tow/Storage Card to the tow 
service, which serves as a valid release from the sheriff’s office. 

 
C. All Vehicle Tow/Storage Cards will be submitted to the duty officer 

by the end of the shift of the deputy who completed the Vehicle 
Tow/Storage Card.  

 
D. The duty officer is responsible for entering the Vehicle Tow/Storage 

Card completed and submitted for any “Stored” vehicle for which a 
release is required into the web-based Vehicle Storage Log located 
online and placing the Vehicle Tow/Service Card into the filing 
cabinet labeled “Vehicle Tow/Storage Logs” at the Duty Officer’s 
Station in the proper month folder in order of date towed. 

 
E.  The duty officer, a supervisor or his/her designee will complete a 

 Supplement (SMCSO Form #56A) upon providing the owner or 
 his/her representative with the signed yellow carbon copy of the 
 Vehicle Tow/Storage Card, which serves as a release for the 
 “Stored” vehicle. A copy of some form of photo identification for 
 the vehicle owner or his/her representative, proof of ownership 
 (i.e., certificate of title, registration card, Motor Vehicle 
 Administration printout) for the “Stored” vehicle, and the original 
 white copy of the Vehicle Tow/Storage Card must be attached to 
 and submitted with the Supplement. The supplement and 
 attached documentation will be placed into the Vehicle Storage 
 bin at headquarters to be reviewed by the Traffic Safety Unit 
 Supervisor and forwarded to the Records Section to be 
 maintained. 

 
F.  The duty officer is responsible for editing the entry for the released 

“Stored” vehicle previously entered into the web-based Vehicle 
Storage Log located online to indicate a supplement was 
completed. The appropriate numbered supplement date block and 
the blocks labeled “Releasing Date” and “Releasing Authority” must 
be completed. 

 
G.  All vehicles, motorcycles, ATV’s, scooters, go-carts, tractors, etc. 

which have an engine and are placed into the Sheriff’s Office 
Vehicle Storage Compound located at the Vehicle Maintenance 
Facility must be inspected upon arrival.  As part of the St. Andrew’s 
Municipal Landfill & Vehicle Maintenance Storm Water Pollution 
Prevention Plan for which the county was required to obtain a 
General Discharge Permit (for Storm Water) from the State of 
Maryland, every vehicle stored in the compound must be inspected 
to be in compliance with the United States Environmental 
Protection Agency as well as the Maryland Department of 
Environment.  To ensure compliance, the sheriff’s deputies must: 
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1. Upon placing a vehicle in the storage compound, the storing 

deputy will inspect the vehicle utilizing the St. Andrew’s 
Landfill Impound Vehicle Inspection Form.  Blank forms will 
be maintained in a folder in the large black mailbox just 
outside of the compound gate. 

 
2. Any vehicle found to have any fluids on the undercarriage or 

is leaking fluid from anywhere will have a drip pan with 
absorbent pads placed underneath of the leak.  If a drip pan 
is utilized, it is to be documented on the inspection form. Drip 
pans and absorbent pads are maintained in the shed located 
inside the storage compound. 

 
3. Any vehicle that is leaking any type of fluid and is damaged 

to the point that the hood is not properly covering the engine 
to prevent rain water from getting inside, a tarp is required.  
The tarp should cover any exposed areas where rain water 
could penetrate the engine compartment.  Tarps and tie 
down straps are located in the shed inside the Vehicle 
Storage Compound. 

 
I. Once the inspection form has been completed it is to be returned 

to the mailbox followed by an email to the Traffic Safety Supervisor.  
This email is a notification that a vehicle has been stored with a 
completed inspection form.  Additionally, once a vehicle is released, 
all items which were utilized (tarps, tie downs and drip pans) must 
be returned to the proper storage location.  An email to the Traffic 
Safety Supervisor is also required indicating the vehicle was 
released.  Release information must be reported so that this 
information can be disseminated back to Public Works.  Should 
there be any fluids in the drip pans or absorbent pads have been 
soiled, contact the Vehicle Maintenance Facility Supervisor who will 
assist in the proper disposal. 

 
1.01.006 Vehicles Involved in Accidents 
 

A. Motor Vehicles involved in accidents will be “Towed” or “Stored” if: 
 

1. The vehicle cannot be driven; or 
 

2. All persons having custodial interest in the vehicle have been 
removed from the scene; or 

 
3. The vehicle creates a hazard (exposure to danger, risk); or  

 
4. The vehicle can be driven but there is no person with a 
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custodial interest to remove the vehicle from the scene. 
 

B. Any vehicle involved in a fatal accident, or whenever further 
investigation is required, will be “Stored” and appropriately inspected 
at the Sheriff’s Office Compound.  The box labeled “Hold” on the 
Vehicle Tow/Storage Card will be checked.  Once the investigation 
is completed, the investigating officer will contact the State’s 
Attorney’s Office to determine if the vehicle can be released. 

 
C. In those instances where the driver of the accident vehicle has fled 

the scene prior to police arrival or has been transported by 
emergency personnel before contact is made, the vehicle will be 
considered “Stored” unless the registered owner or legal 
representative responds to the scene. 

 
1.01.007 Vehicles in which Operator is Arrested 
 

A. If the operator of a motor vehicle is arrested and can arrange 
immediate legal removal of the vehicle, the vehicle will not be 
“Stored”.  Advise the owner/operator they may, if they so desire, 
release the vehicle to a licensed driver who is willing to assume full 
responsibility for the vehicle and all property contained therein. 

 
B. If the owner/operator chooses not to release the vehicle to a third 

party or is not competent or is otherwise unable to make disposition 
of the vehicle, the vehicle will be “Stored”. 

 
C. In the case where the owner/operator is arrested for any violation    of 

21-902 of the Transportation Article and there is no responsible party 
to release the vehicle to, the vehicle will be “Stored”. The duty officer 
will ensure the arrestee does not receive a release for his/her vehicle 
prior to twelve (12) hours after the arrestee’s arrest. This is to ensure 
compliance with Transportation Article 21-902.1, which prohibits an 
arrestee from driving a motor vehicle within twelve (12) hours after 
the arrestee’s arrest for a violation of 21-902. 

 
1.01.008 Obstruction – Unsafe Vehicle 
 

A. A vehicle illegally parked where it unreasonably obstructs or 
impedes the free flow of traffic or the movement of pedestrians, or 
where a vehicle is being operated on the highway in an obviously 
unsafe condition or is for any other reason being operated contrary 
to law, such vehicle will be removed in the manner hereafter 
prescribed: 

 
1. Where appropriate, the owner/operator will be issued a 

citation for the appropriate offense. 
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2. If the vehicle is parked and obstructing the free flow of traffic 

or pedestrians, the owner/operator will be required to move 
the vehicle.  If the owner/operator is unwilling or unable to 
move the vehicle, then the deputy sheriff will arrange for the 
vehicle to be removed by an agency-dispatched tow vehicle 
and placed in the custody of the tower (Stored). 

 
B. If the vehicle, because of condition, cannot be legally moved on the 

highway and must be moved, then the owner/operator will be allowed 
to make suitable disposition. In lieu of arrangements for removal by 
the owner/operator, the deputy sheriff will have the vehicle removed 
in the manner previously described. 

 
1.01.009 Recovered Stolen Vehicles 
 

A. Vehicles recovered in stolen or unauthorized use cases will be 
“Stored.” 

 
B. Deputies will make every attempt to process all recovered autos for 

latent fingerprints and physical evidence prior to releasing the 
vehicle back to the owner.  If Crime Lab Technicians are needed to 
process the scene, the request is made through the duty officer. 

 
C. If the vehicle must be retained as evidence or for further processing, 

it will be stored at the Sheriff’s Office Compound and kept there until 
it is no longer needed as evidence.  Deputies will not enter a vehicle 
that needs to be processed to complete an inventory search.  They 
will document items of value in plain view.  The officer will secure 
the vehicle prior to towing and follow the vehicle as it is being towed 
to our compound for proper safeguarding and chain of custody. 

 
D. If the owner of the vehicle lives close to the recovery location, and 

the vehicle is operable, the officer should make attempt to contact 
the owner and request they respond immediately to the scene to 
take custody of the vehicle.  If the owner is able to respond to take 
custody of the vehicle, this information will be noted in the 
Offense/Supplement Report. 

 
E. If the vehicle has been processed on scene and the owner cannot 

arrange for pick-up of the vehicle on scene, the vehicle will be 
“Stored” at the Sheriff’s Office Storage Lot.  The vehicle owner is 
responsible for all tow fees. Tow fees are due prior to the release 
of the vehicle. 

 
F. In cases where a vehicle is stolen from another jurisdiction and the 

owner cannot immediately respond to recover the vehicle, it will be 
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stored at the Sheriff’s Office Compound if there is room.  In 
instances where the compound has no room, the jurisdiction 
investigating the theft will be provided with the contact number for 
the nearest reliable tow facility for storage of the vehicle pending 
recovery by the victim.  In those cases, the storing jurisdiction is 
responsible for the tow and storage fees. 

 
1.01.010 Vehicles with Missing or Altered Vehicle Identification Numbers 
 

Vehicles with missing, altered, or obliterated Vehicle Identification 
Numbers (V.I.N.) will be “Stored” if the vehicle is not displaying an 
assigned V.I.N. from the Motor Vehicle Administration.  Officers will 
forward the case to the Traffic Safety Unit Supervisor via email.  The Traffic 
Safety Unit Supervisor will subsequently contact the M.S.P. Auto-Theft 
Unit for follow-up. These vehicles will be stored at the SMCSO Vehicle 
Storage Compound due to unknown response time from the allied agency. 

 
1.01.011 Illegally Parked Vehicle 
 

Vehicles shall not be routinely “Towed” or “Stored” for parking violations. If 
practical, the officer should give the owner/operator a reasonable 
opportunity to remove the vehicle.  (This in no way restricts officers from 
issuing appropriate citations.)  However, if the nature of the parking violation 
is such that an officer feels towing cannot be delayed, it is authorized in the 
following circumstances: 

 
A. Whenever a vehicle is parked or standing in such a fashion that 

impedes the movement of vehicular or pedestrian traffic or blocks a 
driveway or entrance. 

 
1. If the owner/operator is at the scene or can be contacted, the 

vehicle will be considered “Towed.” 
 

2. If the owner/operator is not at the scene and is not able to be 
contacted, the vehicle will be considered “Stored.” 

 
B. Whenever the Snow Emergency Plan is put into effect, any vehicle 

that is parked on a snow emergency route and could interfere with 
snow removal efforts or impedes traffic will be removed. 

 
1. If the owner/operator is at the scene or can be contacted, the 

vehicle will be considered “Towed.” 
 

2. If the owner/operator is not at the scene and is not able to be 
contacted, the vehicle will be considered “Stored.” 

 
1.01.012 Abandoned Vehicles 
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A vehicle defined as abandoned on public property by the Transportation 
Article (TR 25-201) of the Annotated Code of Maryland will be tagged with 
an orange Assistance Rendered/Unattended Vehicle Check Tag (SMCSO 
Form #13).   “Public” is defined as public roadways maintained by state or 
county roads, county and state parks, and county and state facilities. 

 
If the vehicle has not been removed within 48 hours after tagging, the 
vehicle will be “Stored.”  It is the responsibility of the tagging officer to follow 
up on his/her next scheduled shift after the 48 hours has elapsed to 
determine if the vehicle has been removed.  Once the tagging officer has 
followed up on the abandoned vehicle, he/she will record any known 
information regarding its removal in the CAD narrative of the Complaint 
Control Number assigned when the vehicle was tagged. 

 
1.01.013 Person to prove Authorized Possession 
 

Vehicles shall not be “Stored” solely because the owner or operator does 
not have a registration card available, unless there are no other reasonable 
means to establish ownership or authorized possession to the satisfaction 
of the officer.   

 
1.01.014 Vehicles stored for Evidentiary Purposes 
 

A. Vehicles used in a crime may be “Stored” at the Sheriff’s Office 
Vehicle Storage Compound, M.S.P. Vehicle Bay, or Tow Service 
Lot at the discretion of the duty officer, CID supervisor or CID 
detective in charge of the scene for evidentiary/processing 
purposes. 

 
B. It will be the responsibility of the CID detective in charge of the 

scene to complete the Vehicle Tow/Storage Card.  The keys to the 
stored vehicle (only vehicle keys) will be placed in Property Held 
and a Property Record will be completed. 

 
C. It will be the responsibility of the CID detective in charge of the 

scene to determine when the vehicle can be released and make the 
arrangements (to include reimbursement of tow service fees) for 
the owner or agent to pick up the vehicle. 

 
D. Any vehicles stored at the authority of CID will be reviewed by a 

CID supervisor bi-annually.  This review will include the status or 
disposition of the case involving the vehicle, i.e. evidence, 
forfeiture, released.  This disposition review will be forwarded to the 
Traffic Safety Unit Supervisor via Detailed Report by March 31st and 
September 30th of each year. 
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E. The sheriff’s office will pay tow service fees only in cases of crimes 
when the vehicle owner/operator is a violent crime victim and the 
vehicle is processed. 

 
F. At a minimum, the CID detective responsible for the vehicle that is 

in storage will submit a supplemental report every ninety (90) days 
updating the status of the vehicle storage case. 

 
1.01.015 Narcotics Related Storage 
 

When a vehicle is stored in connection with C.D.S. related violations, the 
vehicle will be towed or driven to the St. Mary’s County Sheriff’s Office 
vehicle storage compound.   

 
A. If the vehicle involved arises out of a C.D.S. investigation made by 

a member not assigned to the Vice/Narcotics Division, the on-call 
Narcotics Supervisor will be notified, and he/she will give the 
approval for seizing the vehicle. 

 
B. The seizing officer will complete the Vehicle Tow/Storage Card and 

will forward a copy to the Vice/Narcotics Detective in charge of 
Asset Forfeiture for follow-up/disposition (to include reimbursement 
of tow service fees, if any, if the vehicle is released back to the 
owner).  The keys to the seized vehicle (only vehicle keys) will be 
placed in Property Held and a Property Record will be completed. 

 
C. If the vehicle involved arises out of a C.D.S. investigation made by 

a member of the Vice/Narcotics Division, the Vice/Narcotics 
Detective will complete the Vehicle Tow/Storage Card and forward 
a copy to the Vice/Narcotics Detective in charge of Asset Forfeiture 
for follow-up/disposition (to include reimbursement of tow service 
fee, if any, if the vehicle is released back to the owner). 

 
D. Any vehicle stored in reference to any C.D.S. investigation will be 

reviewed by the detective in charge of Asset Forfeiture.  This review 
will include the status or disposition of the case involving the 
vehicle, i.e. evidence, forfeiture, released.  This disposition review 
will be forwarded to the Traffic Safety Unit Supervisor via detailed 
report by March 31st and September 30th of each year. 

 
E. At a minimum, the Vice/Narcotics Detective responsible for the 

vehicle that is in storage will submit a supplemental report every 
ninety (90) days updating the status of the vehicle storage case. 

 
1.01.016 Collision Reconstruction Related Storage 
 

All vehicles stored pursuant to a collision reconstruction investigation will 
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be towed to the St. Mary’s County Sheriff’s Office vehicle storage 
compound. Vehicles will remain in the vehicle compound and all access 
to the vehicles and contents for investigative, insurance or personal 
reasons will be facilitated by the primary crash investigator. All authority 
for access to or release of the vehicle remains with the primary crash 
investigator.  

 
A. The storing officer will complete the Vehicle Tow/Storage Card 

ensuring the box labeled “Hold” is checked. The keys to the stored 
vehicle (only vehicle keys) will be placed in Property Held and a 
Property Record will be completed. The original Vehicle 
Tow/Storage Card is to be submitted to the Collision Reconstruction 
Team Commander. 

 
B. The Collision Reconstruction supervisor is responsible for entering 

the completed Vehicle Tow/Storage Card for any vehicle stored 
pursuant to a collision reconstruction investigation into the web-
based Vehicle Storage Log.  Upon completing the log entry, the 
supervisor will place the Vehicle Tow/Service Card into the filing 
cabinet labeled “Vehicle Tow/Storage Logs” at the Duty Officer’s 
Station in the proper month folder in order of date towed. 

 
C. A copy of the Tow Invoice will be obtained from the Fiscal Section 

and attached to the Vehicle Tow/Storage Card when it is received 
so the sheriff’s office can make all viable attempts to be reimbursed 
for the costs of towing the vehicle. 

 
D. Once the investigation is completed, the primary investigating       

officer will contact the State’s Attorney’s Office to determine if the 
vehicle can be released.  

 
E. Any vehicle stored in reference to any collision reconstruction 

investigation will be reviewed by the Collision Reconstruction Team 
Commander. This review will include the status or disposition of the 
case involving the vehicle, i.e. evidence, projected released.  This 
disposition review will be forwarded to the Traffic Safety Unit 
Supervisor via detailed report by March 31st and September 30th of 
each year. 

 
F. At a minimum, the collision reconstructionist responsible for the 

vehicle in storage will submit a supplemental report every forty-five 
(45) days updating the status of the vehicle storage case. 

 
1.01.017 Officer’s Responsibilities when Storing Vehicles 
 

A. When an officer stores a vehicle, the officer shall be responsible to 
accomplish the following: 
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1. Obtain registration information via registration card, 

computer inquiry or any other documentation; 
 

2. Verify the V.I.N. by visual inspection; 
 

3. Check for wanted/stolen; 
 

4. Attempt to contact the last registered owner in person or by 
telephone; 

 
5. Complete a Vehicle Tow/Storage Card (SMCSO Form #82).  

If for any reason the vehicle cannot be released, this should 
be noted in the lower portion of the top half of the form by 
ensuring one of the boxes labeled “12 Hour Hold (DUI/DWI)” 
or “Hold” is checked. 

 
B. If the owner cannot be contacted in person or by telephone, the 

storing officer will make and document three (3) attempts to notify 
the owner within ten (10) days that the vehicle can be released. 
After three (3) documented attempts, if the officer is unable to notify 
the owner on how to reclaim his/her vehicle, then the storing officer 
will forward a copy of the Vehicle Tow/Storage Card and all 
supplemental reports to the Traffic Safety Unit Supervisor, who will 
take the necessary steps to complete the disposal process of the 
vehicle. 

 
1.01.018 Stored: Unknown Owner(s) 
 

Whenever a vehicle is stored, and the last registered owner is unknown, 
the storing officers will be responsible for the following: 

 
A. Completion of Vehicle Tow/Storage Card; 

 
B. Obtain computer inquiry documentation; 

 
C. Forward a copy of all paperwork to the Traffic Safety Unit 

Supervisor for follow-up. 
 
1.01.19 Issuance of Release for “Stored” Vehicle 
 

A. A release for a “Stored” vehicle will not be denied to a person who 
has produced personal identification and adequate documentary 
evidence that he/she is entitled to the vehicle unless: 

 
1. The vehicle was stored for evidentiary purposes; 
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2. The vehicle has a missing, altered, or obliterated V.I.N.; or 
 

3. The vehicle was stored pursuant to a narcotics 
investigation as set forth elsewhere in this policy. 

 
B. Such documentary evidence will be required when a person other 

than the last titled/registered owner is requesting release.  These 
documents must be photocopied, attached, and submitted with the 
supplement completed by the duty officer, a supervisor or his/her 
designee who authorized the release of the “Stored” vehicle. 
Examples of adequate documentary evidence include (but are not 
limited to) one or more of the following: 

 
1. Certificate of Title or Bill of Sale 

 
2. Notarized Authorization – must contain vehicle V.I.N. and to 

whom release is authorized 
 

3. Properly endorsed Certificate of Title (has signature of seller 
and information on purchaser inserted in appropriate 
location) 

 
4. Power of Attorney 

 
5. Official designation of administrator of an estate 

 
6. Must possess government issued photo I.D.  

 
1.01.020 Release Following Request for Towing Services 
 

When a tow has been called for a vehicle and the owner/custodian arrives 
at scene prior to tow hook-up, the officer will release the vehicle to the 
owner/custodian without compensation to the tow operator.  If the tow has 
hooked up to the vehicle but has not departed the scene prior to the arrival 
of the owner/custodian, the owner/custodian will need to make payment to 
the Tow Service prior to obtaining their vehicle. 

 
1.01.021 Vehicle Inventory 
 

A. It is the policy of this agency to inventory all “Stored” vehicles for 
property of value such as currency, securities, jewelry, electronic 
and photographic equipment, tools, clothing, etc. Vehicle 
inventories are done for the purpose of safeguarding property of 
value, not as a search for evidence or contraband. 

 
B. All property in the vehicle must be inventoried, including items in 

unlocked baggage, unsealed cartons, etc.  Items in the trunk and 
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glove compartment will be inventoried as will items in locked 
suitcases or containers, but only if a key is available.  Forced entry 
to a trunk, glove box, suitcase or other item is not permitted to 
complete an inventory search.  Items such as clothing in a suitcase 
or tools in a tool kit need not be individually itemized, but can, for 
example, be described on the Vehicle Storage Card simply as 
“women’s clothing” or “auto mechanic tools.”   

 
C. Dependent upon the type of property located, it will either remain in 

the vehicle or be placed in Property Held.  Items such as currency, 
credit cards, jewelry, and personal identification (i.e. passports, 
birth certificates, and social security cards) will be placed in 
Property Held.   

 
D. A list of all other property of value remaining in the vehicle will be 

recorded on the bottom half of the Vehicle Tow/Storage Card.  
Items not removed will be locked in the trunk.  If access to the trunk 
cannot be made, the items will be stored out of public view as best 
as possible.  The tow truck operator will also sign the Vehicle 
Tow/Storage Card as an acknowledgement of the items remaining 
with the vehicle. 

 
E. Certain limitations are imposed on the scope of an inventory.  An 

inventory may extend to any part of the vehicle where personal 
property would ordinarily be kept; looking elsewhere will call into 
question the deputy sheriff’s motives.  Unlocked packages may be 
opened for the mutual protection of the deputy sheriff and the 
owner.  Evidence or contraband discovered in the conduct of a 
bona fide inventory may be seized and used to prosecute.  The 
burden is on the deputy sheriff, however, to show the inventory was 
reasonable and pursuant to agency policy. 

 
F. Promptly after evidence is discovered during an inventory, the 

inventory should be halted, the property secured, and a search 
warrant obtained.  Only after execution of the search warrant should 
the inventory be completed. 

 
1.01.022 Stored Vehicle Log Inventory 
 

A. During the months of April and October of each year, an on-site 
inventory of all stored vehicles will be conducted by the Traffic 
Safety Unit Supervisor.  This Inventory will be forwarded to the 
sheriff by way of a detailed report. 

 
B. This report will include the status of all stored vehicles, and any 

discrepancies will be resolved, and the Vehicle Storage Log 
adjusted as necessary. 
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1.01.023 Tow Truck Log 
 

When a tow service is requested by a deputy sheriff, the station clerk will 
make the appropriate entry in the computer-aided dispatch system (CAD). 
All tow services called, whether they respond or not, will be noted in the 
CAD. 

 
1.01.024 Tow Payments 
 

When vehicles are stored at our compound for evidentiary purposes or 
Accident Reconstruction Investigations, the storing officer will instruct the 
tow service operator to forward the tow bill to the Sheriff’s Office Fiscal 
Section for payment. This will settle the sheriff’s office financial responsibility 
to the tow service up front. When the vehicle is returned to the owner, the 
releasing officer will coordinate the reimbursement of the tow bill prior to 
releasing the vehicle.  Any payment received will be forwarded to the 
Sheriff’s Office Fiscal Section.   
 
Only the following forms of payment will be accepted by an individual to 
satisfy an outstanding tow bill:  cash, money order or other certified funds 
(i.e. cashier’s check). No personal checks will be accepted.  Business 
entities and insurance companies can submit payment using a business 
check or one of the above-mentioned forms of payment. 

 
In narcotics-related cases, the sheriff’s office will be responsible for the 
tow service bill. The owner of the vehicle may be responsible for the bill 
depending on the outcome of the forfeiture proceedings and the 
adjudication of the criminal case. 


