
ROCKVILLE CITY POLICE DEPARTMENT
HUMANE TRAP REQUISITION FORM

The Rockville Police Department, Neighborhood Services Division, has traps to loan residents of the City of Rockville for the humane 
capture and transport of animals. These traps come in various sizes to accommodate different species. Due to the limited supply and 
demand for use, our department loans traps, at no cost, for 10 days. Before a trap can be loaned, residents must first obtain a 
trap permit number from the United States Department of Agriculture (USDA) Wildlife Hotline by phoning 1-877-463-6497 
between 8:00 a.m. – 4:30 p.m., Monday - Friday. Once a trap permit number is obtained, contact the 
Neighborhood Services Division at 240-314-8900 for delivery of a trap.

The following is a list of your responsibilities concerning the trap and required care for the trapped animal:
1. The trap must be placed in a shaded or sheltered area.
2. The trap must be placed in such a manner that it cannot fall.
3. The trap may not be set uphill of water or within 10 feet of water.
4. The trap may not be set within reach of the general public.
5. You are responsible for the baiting and monitoring of the trap.
6. When the trap is set outside, the trap must be checked once an hour during a 24-hour period.
7. The trap may not be used during night hours if the temperature is predicted to be below 32oF.
8. When not in use, or monitoring is not feasible, the bait must be removed from the trap and deactivated/closed.
9. When trapping raccoons, the trap must be placed on a hard surface (i.e. stone, concrete, brick, or plywood).
10. When an animal is trapped, the Neighborhood Services Division (240-314-8900) must be contacted at once. The trapped 

animal must be kept safe until a Neighborhood Services Officer or Police Officer arrives. In hot weather, a damp towel must 
be placed over the trap and placed it in a shaded area. In cold weather, a dry towel must be placed over the trap and placed in 
a sheltered area free from wind.

11. A non-target animal should be released when first found trapped on site unless:  (A) it is a domesticated animal (dog, cat, 
ferret, etc.); (B) approved by the Neighborhood Services Division for relocation (call for instructions); or (C) injured/
deceased.

12. You may be held responsible if an animal expires due to your failure to follow the above procedures.

Additionally, if a trap was picked up at City Hall, the following apply:
1. The trap must be returned to the Neighborhood Services Division within 10 days of receipt unless an extension has been 

granted.
2. The trap must be returned clean, free of bait and in operational condition. Failure to do so may result in a bill of cleaning, 

repair or replacement of the trap.
3. The tag attached to the trap may not be removed.
4. The trap must remain at the location stated on the form at all times unless being transported to/from City Hall or other 

arrangements with Neighborhood Services Division have been made.
5. The trap must be maintained and operated by the signing individual unless authorized by the Neighborhood Services 

Division.
6. Trap pick-up and turn-in will be completed during normal business hours (8:30 a.m. – 5 p.m., Monday – Friday) and with 

advanced notice (240-314-8900).

Name: ___________________________________________ Address: __________________________________________________
Phone: (day) _______________________________________ (night) __________________________________________________
Circumstances for request: ____________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________

For Office Use:
Date received: ___________________ Date returned: ___________________ Trap #: ___________________ S  M  L  XL
USDA Permit #: _________________________ Case #: ________________________ NSO _________________________

Homeowner Signature: _________________________________________________ Date: _________________________________
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