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1.0  Introduction/Background 

Originating from the twin Persian words 'Mal' (property) and 'Khana’ (space), 

the word Malkhana, in context of the police station specifies the designated place to 

store the property seized by the police during the course of investigation under 

Criminal Procedure Code, 1973 (Cr.PC) and various Special and Local Laws or 

collected during a preliminary inquiry, for safe custody and producing before the 

concerned Magistrate/Court, as and when required. 

2.0  Overview 

The evidence/seized property is vital to the criminal justice process. The effective 

and efficient management of evidence gathered is integral to a law enforcement 

agency’s quality of service to the criminal justice system. The failure to manage the 

evidence/ seized property can affect the successful prosecution of criminal cases, 

resulting in law enforcement agency liability and loss of public confidence. The 

incidents of theft, replacement, pilferage, embezzlement and destruction of the seized 

property on account of the wholly unsatisfactory and unscientific methods of storage 

taint reputation of law enforcement agencies. At times, explosions have occurred due to 

unscientific storage of explosives at Malkhana. 

2.1  Project Title 

Malkhana Management System 

2.2  Vision 

Efficient management of Malkhana at Police Station Level 

2.3  Project Objective 
 

Malkhana Management System envisages maintaining proper Chain of Custody, 

safe & secure storage of seized/ gathered evidences and timely disposal in accordance 

with law. 

  

 

 



 
 

Page 2 of 110 

 

3.0 The Project 

 

3.1 Purpose of the Project 

The management of Malkhana at the Police Stations has become 

increasingly complex due to several factors like, large volume of evidence being 

collected, absence of adequate space and safe storage systems, exacting statutory 

requirements (especially where deterrent punishments are prescribed), the 

protection and preservation of biological/ DNA-related material, and lack of 

training of personnel posted at Malkhana. The significance of Malkhana can be 

summarized as follows: 

A. Chain of Custody: The possession, time and date of transfer, and location of 

evidence from the time it is obtained to the time it is presented in the Court is 

called the "chain of custody". The same has to be proved beyond reasonable 

doubt by unimpeachable evidence, to make it admissible in the court of law. 

The appropriate management of Malkhana facilitates the maintenance of 

chain of custody. The articles seized by the police are deposited in the 

Malkhana, thereafter, as and when required, same are retrieved from 

Malkhana through proper entry in the registers and records maintained at 

Malkhana. Quite often, Malkhana Registers are called for during trial to 

prove proper chain of custody or otherwise. 

 

B. Safety and Security of Seized Articles: Safety and security of the seized 

articles is of prime importance as these properties are deemed to beheld in 

the custody of the State. In Smt. Basawa  Kom Dyanmangouda Patil V. State 

of Mysore and Another, [1977] 4 SCC 358, The Hon’ble Supreme Court 

observed that where the property is stolen, lost or destroyed and there is no 

prima facie defence made out that the State or its officers had taken due care 

and caution to protect the property, the Magistrate may, in an appropriate 

case, where the ends of justice so require, order payment of the value of the 

property. Thus, keeping the articles in Malkhana in an appropriate manner, 

by way of recording and cataloguing, and their preservation becomes the 

duty. Storing and preserving biological evidence has been a cause of concern 

all along. Storing digital evidence in the Malkhana in a clean environment 

and at an appropriate temperature, is the new challenge. 
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C. Quick/timely disposal: After the final disposal of the case or at any time 

when directed by the concerned court, the items are required to be disposed 

either by way of returning the same to the owner or in any other matter as 

specified. The seized property, especially Motor Vehicles, occupying 

substantial space in Police Stations is a common sight. They are parked in the 

open and are also prone to fast natural decay on account of weather 

conditions as well as thefts. The Hon’ble Supreme Court of India in 

Sunderbahai Ambalal Desai V. State of Gujarat (2002) 10 Scc 283, has 

observed that “even good maintained vehicles lose their road worthiness if 

kept stationary in the PS for a long time. Upon being kept in open, they are 

also prone to fast and natural decay..... In any case, SHOs shall deposit case 

property in the concerned Courts within a week of their seizure and the 

Courts shall dispose them within a month...”. Similarly, in General Insurance 

Council and others v/s The State of AP and others (Write Petition [C] No. 14 

of 2008), the Hon’ble Supreme Court directed all the State 

Governments/Union Territories/ Director Generals of Police to ensure macro 

implementations of the statutory provisions. Andhra Pradesh Police has done 

a commendable job in this regard. The details are discussed later in this 

report. 

 

3.2 Sponsor 

Respective State/UT Government 

3.3 Financial Benefits 

The efficient Management of  Malkhana will certainly save the burden on 
Government exchequer as a result of saving of space/value of items/timely 
justice etc., quantum of which depends on the type of item kept in Malkhana. 

4.0  Situational Assessment and Problem Statement 

Directions of Hon’ble Apex Court w.r.t. Seizure and disposal of NDPS: 

Section 55 of the Narcotic Drugs and Psychotropic and Controlled Substance (NDPS) 

Act envisages is that the officer in charge of a Police Station shall take charge of and 

keep in safe custody the seized article pending orders of the Magistrate concerned. 

Section 52-A (1) of the NDPS Act, 1985 empowers the Central Government to 
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prescribe by a notification the procedure to be followed for seizure, storage and 

disposal of drugs and psychotropic substances. Section III of Standing Order No. 1/89 

dated 13th June, 1989 issued by the Central Government inter alia provides that all 

drugs shall invariably be stored in “safes and vaults” provided with double locking 

system and that the agencies of the Central and the State Governments may specifically 

designate their godowns for storage purposes and such godowns should be selected 

keeping in view their security angle, juxtaposition to courts etc. Expressing 

dissatisfaction that systems are not in place even after 26 years, the Hon’ble Supreme 

Court of India in Crl. Appeal No. 652 of 2012 (Union of India Vs Mohanlal and 

another) dated January 28, 2016 directed the Central Government and the State 

Governments to set up storage facilities (in each district or for several districts together, 

as per the need) for the exclusive storage of seized NDPS and conveyances duly 

equipped with vaults and double locking system to prevent theft, pilferage or 

replacement of the seized drugs. 

5.0      Critical Assumptions and Constraints 

While no over-whelming obstacles can be visualized perse, (a) lack of space at 

the police station level and (b) absence of immediate financial resources for initiatives 

like compactors to store the items/ use of RFID Tags, may be constraints. However, as 

Malkhana preserves the evidence and plays crucial role in Criminal Justice System, 

priority is to be given to such measures, so as to overcome the constraints. 

6.0      Implementation Strategy 

6.1. Implementation Strategy 

To achieve the above objectives of ensuring chain of custody, safe, secure 

and scientific storage and timely disposal, several police formations across India 

have experimented and innovated with diverse aspects of Malkhana 

Management, including, its maintenance, workflow, documentation and 

formulation of Standard Operating Procedures. Here, some of these good 

practices adopted in the Central Bureau of Investigation (CBI), Andhra Pradesh 

Police, Delhi Police and Kerala Police are discussed in para 6.4. 

6.2  Deliverables 

Uniform type  design for Malkhana at Police Station on pan India basis. 
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 6.3  Stakeholders 

Though Malkhanas are housed In Police Stations, Police is only custodian 

of evidence till trial. Malkhanas house seized/collected evidence that belong to 

common people or Government. To sum up Police/ Law Enforcement 

Organisation, Criminal Courts, Government and People are the stakeholders. 

6.4   Related Projects 

A. Central Bureau of Investigation (CBI) 

i. Malkhana Space and Storage Systems: Each CBI Branch has a 

secure and dedicated Room for Malkhana. The same is equipped with 

two Godrej Compact Storage Systems. This Compact Storage System 

consists of compactors, which are very useful in keeping voluminous 

records on the limited floor area and because of its restricted access, it 

is free from dust or pest problems. Modular Construction and Proper 

Labelling make it easy to locate the case properties. Fire extinguisher 

is provided for Malkhana. Rodent control treatment is done every 20 

days. 

 

ii. Records of seized property/ documents/ MOs deposited in 

Malkhana: Chapter 13 of CBI (Crime) Manual, 2005 stipulates the 

procedure to be adopted with regard to Seized and collected evidence, 

As soon as any property is seized, the Investigating Officer hands over 

the property along with a copy of the seizure memo to the Officer-in- 

charge of the Malkhana who makes an entry in the Malkhana Seized 

Property Register and accordingly the documents are paginated and 

MOs are numbered. Two more copies of the Seizure Memos are 

prepared and the details of numbering made is mentioned in these 

copies and one copy is given to the IO and one copy is retained in 

Malkhana records. Box files are maintained for keeping copies of 

Seizure Memos. Case properties are neatly arranged and kept in boxes 

or wrapped in cloth before storing them in the compactors year wise. 

Trap Bottles are numbered and packed properly in boxes and kept with 

due care in the compactors which are placed adjacent to the walls as 

they are fixed. 
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iii. Valuable Property: The Trap Money and valuable items like 

Jewellery etc. are kept in Safe Vault available in Malkhana. The same 

is operated in the presence of the authorized officers by making proper 

entries in Vault Operation Register for opening and closing of Safe 

Vault. A ‘Valuable Properties Register’ is maintained for updating the 

records of Trap Money and other valuable items like jewellery, etc. and 

it is updated as and when the Safe Vault is operated and put up to SP’s 

perusal every month. The jewellery is generally shifted to Bank Locker 

as soon as possible. In case of seized money (not the trap amount), 

initially it is deposited in the safe vault. Thereafter, the same is 

deposited in the Current Account maintained in Nationalised Bank 

with the approval of HOB and after taking permission of the Court and 

the entries are updated in the ‘Bank Account Register’ maintained in 

Malkhana. The statement of Account is taken every month. Both are 

put up to Head of the Branch’s perusal every month. At times, on the 

orders of the Court, the seized amount is also put in FDs and entries are 

updated in the ‘FD Register’ maintained in Malkhana. FD Receipts are 

also kept in Malkhana Safe Vault. 

 

iv. Issue of documents to the IOs for the purpose of Investigation: 

Once the documents/properties are deposited in the Malkhana any 

further movement of the same are recorded in Temporary Issue 

Register, which is maintained case wise. It consists of the details 

regarding date of issue, no of documents issued, MR No., purpose 

issued for (like GEQD examination, investigation, witness 

examination/ interrogation of accused, filing charge sheet etc.), Date of 

return, items returned, not returned, signature of the IO. From this 

register, the details of number of documents remaining in the 

Malkhana in a particular case can be culled out. 

 

v. Return of Un-relied Upon Documents: On completion of the 

investigation and filing of the charge sheet, Un-relied upon documents 

are returned to the concerned parties with the approval of HOB and 

after taking permission of the Court, under proper acknowledgement 

letter and acknowledgement is also taken in the ‘Under Trial Disposal 

Register’. Box files are maintained for safe keeping of all the related 
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correspondence. 

 

vi. Inspection of the Malkhana: Senior Officers and Law Officers inspect 

Malkhana regularly. Paragraph 7.13.16 of the CBI (Crime) Manual 

2005, stipulates that the Inspection of Malkhana is to be conducted by 

Senior Public Prosecutor of the branch every three months and 

Inspection Report shall be submitted to Deputy Legal Advisor. Further, 

the Head of the Branch also conducts annual inspection of the 

Malkhana and submits report to Joint Director. 

 

vii. Malkhana Management Module of CBI Core Application: An 

effective Malkhana Management System must perspicuously capture the 

entire chain of work flow associated with the Malkhana. The chain 

starts from the point when a particular property lands-up with the 

police authority and culminates in its final disposal based on orders of 

the competent court. In this backdrop of the work flow involved in up-

keep of a Malkhana, a comprehensive Malkhana Management System 

is being developed by CBI. The detailed Workflow is presented in 

Annexure A. 
 

B. Andhra Pradesh Police: The Andhra Pradesh Police has taken the 

initiative of formulating an SOP (Standard Operating Procedure) for 

disposal of properties lying in the Police Stations. Crime Investigation 

Department, Andhra Pradesh prepared the SOP which covers the entire 

spectrum of scenarios and issues that can arise relating to the disposal 

of  Malkhana Property, including Under Investigation, Pending Trial, 

102 CrPC cases. Detailed proformae and drafts of the proposals, which 

had been successfully moved before the different judicial   authorities, 

had also contained in the compendium. The compendium is at 

Annexure B (separately enclosed). Secondly, AP Police developed a 

software application based on Quick Response Code to tag seized 

vehicles parked at Police Stations and ensure speedy disposal by 

regular tracking and monitoring. The same is discussed later in this 

report. 
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C. Kerala Police: Kerala Police has introduced the practice of collecting 

all the seized motor vehicles at one place to ensure effective 

monitoring and timely disposal. Such centralized yard helps in proper 

storage. 
 

Besides, the citizen searching for the lost vehicle needs to check at one 

place, rather than visiting all the Police Stations. The vehicles seized in 

criminal cases, cases under the Kerala Protection of River Banks and 

Regulation of Removal of Sand Act, 2001 (KPRRB Act), Mines and 

Minerals (Development And Regulation) Act, 1957 (MMDR Act), 

Excise Act, other Special and Local laws as well as unclaimed vehicles 

used to be dumped in or around the police station for long period, for 

want of disposal orders from the concerned courts or District Collector 

or Asst. Excise Commissioner. A Circular dated 9.5.2013 issued by the 

Additional Director General of Police (Intelligence) issued directions 

on various aspects of seized vehicles. Vehicle Yards have been created 

in the recent times by the District SP at one or more places at Police 

land or at Revenue land in the districts for the parking of the vehicles 

till that time. A Guard is posted for the safety of the Yard. On a public 

interest litigation in WP(C) No.26277/14, the High Court have ordered 

State Government to take steps to start Vehicle Yards in every Police 

Circle Headquarters for parking the seized vehicles. Recently, the State 

Government directed DGP to identify suitable Revenue land or Private 

land to be used as parking yard under the Jurisdiction of each Police 

Circle Office and forward detailed proposal including financial 

commitment involved therein to Government. 

 

6.5  Work Plan 

 

1. Proper identification of the seized property: 

Proper identification constitutes the bedrock for up-keep and timely 

disposal of Malkhana items. Once stored in the Malkhana, the items have to 

frequently move in and out during the trial. In many instances, the courts are 

located far away from Malkhana. An effective identification system must help in 

tracking the entire sequence of movement of the Malkhana items from the time 
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they are procured from the Malkhana to the time when they are deposited back. 

At all stages of Malkhana Management, unique, resilient, error-free and 

convenient identification of the item is of primary importance. 

 

2. Automated Identification and Data Capture Technologies: 

 The first technology relates to Bar Coding, wherein a uniquely coded 

sticker is attached to the item which can be read through a barcode reader. A 

barcode is an optical machine-readable representation of data about an object. 

One of the most commonly used forms of barcode is the Universal Product Code 

(UPC). It is cost effective and easy to adopt. There are two types of barcodes, 

linear or one- dimensional and 2D. Linear barcodes are composed of bars and 

spaces all in a single line. Linear barcodes cannot store much data. They can 

typically store nine data characters for every inch of horizontal barcode space. 

2D barcodes consist of black and white "cells" or modules arranged in either a 

square or rectangular grid on a white background. The information to be encoded 

can be text or raw data. Unlike linear barcodes, 2D barcodes can store up to 2 

kilobytes of data. A Quick Response Code is an example of a 2-D Bar-code. It 

is a bit costlier compared to Bar Coding, but there are several advantages. 

Andhra Pradesh has been using it successfully. Initially, a simple web 

application at a low cost of Rs. 70,000/- was developed to enable capturing of 

information related to seized/unclaimed vehicles at the Police stations across the 

92 sub-Divisions in AP, after tagging each one of them with QR stickers. After 

tagging, it is revealed that over 22,000 vehicles were in custody either related to 

crime, or abandoned, or unclaimed by owner. As many as 11,883 of these have 

been disposed already (5170 by auctioning with permission of judicial and 

executive magistrate and the rest have been returned to the rightful owner). The 

details are at Annexure C. The third technology is the RFID (Radio- 

Frequency Identification) which involves the use of electromagnetic fields to 

automatically identify and track tags attached to objects. The RFID tags are of 

three types: 

i. Active tags: Here the RFID tag attached to the object, carries its own 

power supply. There life cycle is typically between one to three years. 

ii. Passive tags: Passive RFID tags do not have their own power supply and 

energy required to communicate is provided by the radiation received 

from the RFID reader. These tags have a virtually unlimited life 
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expectancy. 

iii. Semi-Active tags: These tags carry their own power supply, but remain 

active only while receiving or transmitting data and have a life expectancy 

of three to five years. 
 

The following table compares the three systems: 

Attribute Barcode QR code RFID 

Line of Sight Required Required Not required (as 

longs as tags are in read 

range) 

Read Range Several inches 

to feet 

Several inches to 

feet 

Passive RFID -Up to 30 

feet Active RFID -Up to 

100s 

feet 
Read Rate Slow 

throughput, 

labels have to be 

read one at a 

time 

Slow 

throughput, 

labels have to 

be read one at a 

time 

Very High 

throughput, reads several 

hundreds of       labels      

in 

seconds 

Identification Most  barcode 

only identify 

only type of 

item (not 

uniquely) 

QR   code  can 

identify each 

item uniquely 

(Limited   up to 

certain value) 

It can uniquely 

identify each item 

Read/Write Only read Only read Read Write 

Technology 

used 

Optical (laser) Optical (laser) RF(Radio 

frequency) 

Automation Most barcode 

Scanners need 

humans to 

operate 

QR scanners 

need humans to 

operate 

Fixed scanners don’t need 

human intervention 

Updating Cannot 

Updated 

be Cannot 

Updated 

be New information 

can be written on old tag 

Tracking Manual 

tracking 

Manual 

tracking 

No need 

tracking 

of 
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Attribute Barcode QR code RFID 

 required Required  

Information 

Capacity 

Very less Less More than QR and 

Barcode 

Ruggedness No No Yes 

Reliability Wrinkled and 

smeared tags 

won’t work 

Wrinkled tags 

may work 30% 

data recoverable 

Nearly flawless 

read rate 

Data 

capacity 

<20 characters 

with linear 

up to 7,089 

characters 

100s to 1000 

characters 

Orientation 

Dependent 

Yes No No 

Marginal 

Cost 

Low Low High 

 

A comparative analysis of the aforementioned three technologies reveals 

that bar coding and QR coding started with the distinct advantage of being cost 

effective. Yet, as the technology improved and became more accessible, the cost 

of RFID tags and readers has come down substantially. For instance, the cost of 

RFID tags has come down front 26.8 INR in 2005 to about 6.70 INR presently. 

The RFID affords an opportunity to “proactively” track an item when it passes 

from near the scanner, unlike the bar coding and the QR coding, where the item 

has to be physically juxtaposed against the scanner. The RFID scanner placed at 

the entry point in the Malkhana and at a convenient place in the court can capture 

the entire movement of the case property. With QR codes becoming increasingly 

mobile friendly, RFID addresses the security concerns associated with Malkhana 

items in a better fashion as they can be read only by a specific RFID reader. 

Moreover, the RFID tags can be conveniently and securely attached to the items, 

unlike the barcode stickers which are susceptible to damage and peeling-off. 

However, before RFID technology is introduced, there is an urgent need to 

standardise the packaging of evidence and the envelopes/ containers. Once the 

standards are in place. RFID vendors and system integrators can engineer and 

tailor solutions for specific evidence handling processes. Without standards, it is 
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difficult to realise the true value of RFID technology, as the envelopes/containers 

remain vulnerable to tampering/contamination. 

3.  Security of Malkhana Property: Certain types of evidence require 

heightened security. It is recognized that cash/valuable property, fire arms, and 

narcotics fit into this category. As such, these items should always be separately 

vaulted within the secure area of the property room. One strategy is to employ 

double key vaults and another strategy is the use of motion-activated video 

cameras within the Malkhana as well as within the firearms, narcotics, and 

Cash/FDR/Jewellery vault. Such video serves as both a deterrent to staff theft, 

but also has evidentiary value should a theft occur. 

 

4.  Security of Electronic Gadgets: A large number of electronic gadgets 

like mobile phones, laptops etc, which have huge evidentiary value, are seized 

and stored in the Malkhana. There is a likely hood of damaging the electronic 

items by use of high intensity magnetic field devices. Therefore, material used 

for Malkhana building as well as for packaging of such electronic items should 

provide safeguard to such items from magnetic damage 

 

7. Conclusions: 

 

a) The Paper/ Plastic envelopes/ containers containing the seized property should 

be labelled with, description of item, Case number, Date of seizure, Place 

from where seized, Name of the IO who seized the item and quantity of the 

item etc. Compactors may be used to ensure safe and orderly storage of 

Malkhana Property. It may contain a table on it to record the change in 

custody/movement of the property. Bar Coding/ QR Code/ RFID Tags may be 

used to identify and track the item. 

 

b) For the quick and timely disposal of vehicles, SOP and QR Coding (for 

property identification and networking system) developed by Andhra Pradesh 

Police is recommended. In big cities, Centralized Vehicle Yards may be set up 

as proposed by Kerala Police. 

 

c) With respect of NDPS, the Narcotics Control Bureau and other law 

enforcement agencies should immediately create separate exclusive storage as 
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per the direction of Hon’ble Apex Court. Besides, it is also suggested that 

RFID tagging system should be applied. 

 

d) For biological evidence also, a separate refrigerated storage should be ensured 

at Police Stations. The electronic evidence also require specific storage area. 

Each Malkhana should ensure storing the digital evidence in electrostatic bags 

with label and tagging should be done. 

 

e) Though Police Manuals/Police Regulations contain detailed instructions, there 

is an urgent requirement to revisit them in the light of changes in Laws, 

Forensics/Technology, and judicial pronouncements with a view to frame a 

written policy and bring out procedural manual. Specific training should be 

provided to the Malkhana in charge and other officials in this respect. 

 

f) Surveillance cameras/motion activated cameras at Malkhana/Vaults should be 

operated on a 24-hour basis. 

 

Post Script: Technology alone can’t prevent theft, embezzlement, pilferage or 

replacement, intentional contamination of the seized property/evidence. Regular 

and periodic Inspections and strict compliance to written policies and SOPs is 

essential 
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Annexure-A 

 

Malkhana Management System Module of CBI Core Application: 
 

The proposed Malkhana Management System, comprises of the following 

components: 
 

1. Use of Compactors for keeping records, documents and small articles. 

 

2. Thematic segregation of articles and documents to be carried out on the basis 

of case number, size of articles, etc. 

 

3. Creation of a database for indexing of Malkhana articles /documents, using a 

customized and user- friendly software. (Development is under way) 

 

4. Identification of articles/documents through tagging, using RFID tags. (Pilot is 

proposed at Mumbai CBI Branches) 
 

A. Documentation 
 

Across various police and law enforcement formations in India, the 

documentation involved in the maintenance of the Malkhana includes: 

 

1. Malkhana Register Or Seized Property Register 

2. Case Index Register 

3. Temporary Issue Register 

4. Closed Case Register 

5. Seized Arms Register 

6. Official Arms Register 

7. Locker Register 

8. Seized Cash Register/ Cash book 

9. Seizure Memo File 

10. Correspondence File 

11. Office Order File    

12. Bank Account File  

13. Disposal File 

14. GEQD /FSL File  

[Note: Case file comes to Malkhana when the court order for disposal of items is 

forwarded by the higher authorities down to the Malkhana Incharge] 
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B. Obtaining/Seizure of items 

 

1. Any document or material thing can be taken into possession in either 

of the following ways: 
 

a) Issue a written order to the person in  whose  possession  or  power  such  

document  or  thing  is  believed to be, for its production under Section 

91Cr.P.C. 

b) Search and Seizure 

c) Handing over / Taking over 

d) Dak 

e) Sec 25 Police Act Unclaimed Property/Lost &Found 

f) Any seized property which may be alleged  or  suspected  to  have  been  

stolen,  or  which  may  be found under circumstances which create 

suspicion  of the commission of any offence(102 Cr.PC). 

g) Court can hand over certain objects/documents for analysis. 

 

2. (A) A search list/seizure memo is prepared by the IO on the spot, 

indicating the proceedings of the search and the list of documents and 

articles seized during the search in the presence of independent 

witnesses. This process is undertaken as per the provisions of section 

93 Cr.PC or section 165Cr.P.C. 

 

   OR 

(B) A recovery memo is prepared by the IO on the spot during the 

course of investigation, if the items are taken into possession without 

formal search 

 

(C) This may also include proceedings pursuant to recovery of 

materials on disclosure by accused person as discussed u/s 27IEA. 

 

C. Submission of seized items: 
 

1. IO deposits the seized items in the Malkhana along with a  copy  of  

seizure  memo  (Production  Memo/ Handing over Memo/Taking  over  

Memo /  Panchnamas/  Search  List  7  Recovery Memo). 
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2. Malkhana Incharge makes an entry in the Seized Property Register. 

Seizure of cash (including trap money), jewellery and other valuables will 

also be entered in this register.  A unique Malkhana number known as 

Malkhana Receipt No, is assigned to each item. 

 

3. Malkhana Incharge makes an entry in the Case  Index  Register  for  

the  purpose  of  locating  the  various items concerned in a particular case. 

This register will contain the information such as case no., name and 

address of accused, MR no., name of IO, particulars of almirahs or racks 

where the documents are kept, etc. 

 

4. The copy of seizure memo/taking over memo/ dak letter cover, 

submitted by the IO, will be placed in the Seizure Memo file. 

 

5. The Malkhana Incharge gives the acknowledgment of the received 

items along with the Malkhana no. to the concerned IO. 

 

6. All money and valuables will be deposited with the Malkhana by the 

Investigating Officer in the first instance in sealed covers and will be 

entered in the Malkhana Register by the Malkhana Incharge. The details of 

the cash seized and deposited in the Malkhana is required to be maintained 

in a Seized Cash register. This register contains the details of the cash 

received as sealed, as trap money, unsealed, etc. 

 

7. Valuable jewellery and cash (other than trap money) may be kept 

either in locker  of  some  Nationalized Bank or in the current account of the 

Nationalized bank, operated in the name of the Branch/Joint A/c holders, 

depending on whether the  identity  of  the  cash  has  to  be  established  or 

not. As the trap money notes are legally very important and have to be 

preserved till the end of the case, the same shall be treated as an item unlike 

other cash items. This will be kept in the Nationalised Bank’s locker and the 

same will be produced as evidence in the court against the accused. The 

relevant entries will be made in the Malkhana Register by the Malkhana 

Incharge. Copies of the monthly Bank statements and fixed deposits made, 

if any, as per Court orders, will be placed in the Bank Account File. The 

relevant entries shall also be made in the Locker Register for the items kept 

in the locker of the Branch in the Bank. 

 

[Note: The trap money is also sometimes kept in the Malkhana.] 
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D. Issuance and receipt of Items: 

 

1. During the course of investigation or trial, items or documents kept in 

the Malkhana may be temporarily issued to the Investigation Officer/HIO 

/PO. IO raises demand of the case properties indicating the Malkhana  nos. 

to the  Malkhana Incharge.  If issued items are to be sent to GEQD /FSL for 

expert opinion then copy of such requests will be placed in GEQD /FSL 

file. 

 

2. Malkhana Incharge takes note of the Malkhana number and retrieves 

the items with the help of Case Index Register which has the details of the 

physical location of the item. 

 

3. Entries would be made in the Temporary Issue Register on issuance as 

well as when the items are received back. In Temporary Issue Register, 

purpose of issue like for investigation, forwarding for forensic opinion, etc. 

is supposed to be specifically mentioned and Malkhana Incharge has to 

obtain acknowledgement from the I.O. 

 

4. Necessary entries will be updated when the items are received back. 

 

5. The status of the items is updated as “issued” on issuance to an IO in 

the Temporary Issue Register and IO will acknowledge the receipt of the 

documents /materials /items in the register and sign against the items 

received. 

 

6. While receiving back the items, Malkhana Incharge will update the 

entries in the Temporary Issue Register and will sign against the item 

received back. 

 

E. Disposal of Items: 

 

1. The court may order to return the seized properties to the party. The case 

file containing the order comes to the Malkhana Incharge with the approval of 

higher authorities. The Malkhana Incharge initiates correspondence with the 

concerned party to collect the items.  Disposal of items is withheld, in case, 

concerned LEA files an appeal and the disposal of items then depends on the 

fate of the proposal. Similarly, the cases in which the closure report has been 

filed and the final order of the court has been passed for closure of the case, 

internal directives in investigation agencies like CBI, stipulate that the case 
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properties should be disposed within 13 days from the date of final order. A 

register of closed cases is also to be maintained containing the details such as 

MR No. of items pertaining to cases, date of disposal, remarks. 

 

2. Correspondence to be sent to the concerned party is prepared by  

Malkhana Incharge and  a  copy  of the same is placed in the case file and a 

Correspondence file. 

 

3. An invoice is prepared with a unique invoice no., mentioning the details 

such as case no.,  party name, items to be returned along with its Malkhana No., 

court order no., court order date, GD particulars. Invoice is prepared at the time 

when the party comes to collect the items or the items are being handed over to 

the IO for returning them to the concerned party. 

 

4.  Invoice is maintained in triplicate, one copy each is for party, IO/ 

Malkhana staff who is taking the item out for returning, and Malkhana 

records. 

 

5. An entry is done in the disposal register, indicating the case no., 

invoice no., invoice date, Malkhana no. of items(s), etc. 

 

6. The acknowledgement of the retuned items from the party is obtained 

during the handover of the items to the party by the Malkhana staff and 

placed in the disposal file and case file. 

 

7. In cases where the IO/ Malkhana   staff   goes   to   the concerned party 

to return the items, IO/ Malkhana staff takes the acknowledgement of the 

retuned items from the party and submits it to the Malkhana Incharge and 

the same is placed in the disposal file and case file. 

 

8. If the Cash which is deposited in the current account is to be disposed 

by returning it to the party then it is returned in the form of cheque. Cheque 

will be signed by joint Account holders. The same is updated in the 

Malkhana Register. 
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9. Taking over the charge of Malkhana: whenever, a new officer takes 

charge of Malkhana (either temporary or permanent), he checks each item 

and submits a certificate to that effect to the Incharge Law Officer. 

 

F. Arms &Ammunitions: 

 

1. The Arms & Ammunition are maintained in the following ways 

 

a. Seized  Arms  & Ammunition  —  The seized  arms& ammunition  are  

recorded  with  details  like make, serial number, type in the Seized 

Arms Register. 

 

b. Official Arms & Ammunition — Details are recorded like make, 

serial number, type in the Official Arms Register and the same may 

be issued after the approval of concerned, to the official for their 

own safety. The Official Arms Register is updated once the issued 

arms and ammunition are returned in the Malkhana. 

 

2. Transfer from other formation: when Seized Items are received on 

transfer from other formation, Malkhana Incharge of the recipient 

branch updates the Seized Property Register and new Malkhana register 

no. is assigned to the items in the serial order maintained by the 

recipient branch. 

 

G. Inspection/Records maintenance: 

 

1. A monthly statement should be prepared indicating the seized property 

pending in Malkhana at the end of month. It should capture the details such 

as item no., FIR/RC /PE No., date of seizure, reasons for pendency, etc. 

 

2. A Gazetted Officer or a Law Officer (as in CBI) after scrutinizing it, 

will countersign the statement. 

 

3. The Malkhana Incharge shall place the Seized Property Register before 

the concerned in-charge once in two months for his check and inspection. 

 

4. A detailed inspection will be carried  out by a Gazetted Officer after 

every three months and  will  put up an inspection note to the supervisory 

authority, who can  further  send  it  up  in  the  hierarchy  or may send it 

back with comments. Senior officers or Law Officer may also issue orders 
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on the basis of inspection note to Malkhana Incharge. 

 

5. An Office Order file shall be maintained by the Malkhana Incharge in 

which all the order issued related to Malkhana shall be placed. 

 

Summing up, Malkhana Management System, proposes to cover the 

entire spectrum of issues including, documentation, safe storage, pertinent 

identification, easy retrieval, periodic inspections and timely disposal of 

Malkhana items. 
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Annexure B 
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Annexure C 

 

Basic practice of QRC …..  
 

 Fill the property Identification form to  generate the QR Code  

 

 Go to http://www.pinsappolice.com/ 
 

 
 

http://www.pinsappolice.com/qrcode/
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 To  Generate  QR Code
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 To view & print the QR Code 

 
 

 Scanning with  Phone or Tab 
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 To View Vehicle report start date – end date 
 

 

Update info  

 

 To Update the Vehicle record and Statistics  
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 To Update the QR Coded Vehicle record 

Step 1:  By entering any field  

 

[Reg.No /Engine No/Chassis No]  

 

 
 

Step 2: Update/ Modify the QR Coded record 

 

 
 

(Acknowledgement: Shri  N. Sanjay ,  IG, Guntur Range,  AP Police) 
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