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POLICE HOLD POLICY & PROCEDURES 
November 9, 2017 

 
 

Police Hold Policy 

From time to time it may become necessary to place a “police 
hold” on a customer’s pawn item at the request of a local 
police department as a result of the item in question being 
investigated as reported stolen, etc. Neighborhood Pawn & 
Resale staff shall fully cooperate with the requesting police 
department. 

The held item must be retained by Neighborhood Pawn & 
Resale until the requesting police department has obtained 
the item for evidence or cleared it from further hold (for 
release or return to customer or for store inventory). 

 

Police Hold Procedures 

ALL employees shall follow the following procedures with 
respect to police hold items: 

1. Complete “Police Hold Form” (form attached). 

2. On the home page click on the “LOAN/BUY 
MANAGEMENT” tab. 

3. Enter transaction number where indicated. 

4. Click on “PLACE ON HOLD” tab 

(continued) 



5. In new dialogue box use drop down menu and click on 
“POLICE HOLD”. 

6. Verify “Number of days” is set to 365.  If not, highlight 
the box and change to 365.  Click SAVE 

7. Re-enter customer name and click on “Red Flag” and 
enter “Police Hold” under notes. 

8. Verify hold by entering transaction number and 
confirming that “WARNING” dialogue box appears on 
screen (sample record attached). 

9. REMOVE item(s) from storage and place in designated 
separate area. 

10. If the requesting police department has not provided 
instructions, Neighborhood Pawn & Resale may contact 
the police approximately thirty (30) days following hold 
to check status of investigation and whether to continue 
hold. 

11. If customer seeks return of item, explain that the same 
is under police hold and that it cannot be returned until 
the hold is released. Notations regarding the customer 
contact shall be added to the customer notes. 

12. Failure to follow any of these procedures may result in 
police citations being issued to Neighborhood Pawn & 
Resale. Further, the employee may face disciplinary 
action including termination of employment. 

13. If any employee has any questions regarding these 
procedures or the attached form, please consult 
Management. 

  



 
 

POLICE HOLD FORM 
 
 

Date__________________________________ 
 
Description of Pawn Item__________________________________________________ 
 
______________________________________________________________________________ 
 
Pawn Ticket No.____________________________________________________________ 
 
Customer Name____________________________________________________________ 
 
Police Department Requesting Hold_______________________________________ 
 
Officer Name_______________________________________________________________ 
 
Officer Badge No. / ID No.__________________________________________________ 
 
Officer Phone No.___________________________________________________________ 
 
Officer E-Mail Address_____________________________________________________ 
 
Employee Name____________________________________________________________ 
 
 
 

* Please refer to Police Hold Policy & Procedures for additional steps. 
 

** Please consult Management immediately if you have any questions. 
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