




OIPA DRAFT POLICY RE BUSINESS CARDS AND TRADING CARDS 

BAY AREA RAPID TRANSIT POLICE DEPARTMENT POLICY MANUAL 

POLICY 1053 - BUSINESS CARDS AND TRADING CARDS 

1053.1 PURPOSE AND SCOPE 

To establish a procedure for the issuance and distribution of business and trading cards for and by police 
personnel. 

1053.2 DEFINITIONS 

Business Card - A card intended for distribution by police personnel to the public, which identifies the 
distributing person as a BART Police Department representative and bears the distributing person’s 
name, rank, and badge number.  

Trading Card - A card given to others that bears a person or group's name and photo. The color photo 
selected for the card must be department-approved. 

1053.3 BUSINESS CARDS 

The design of BART Police Department business cards must be approved by the Chief of Police. Business 
cards shall be issued by the Support Services Deputy Chief. 

(a) Personalized Business Cards 

Personalized business cards shall be issued to all BPD personnel at no personal expense. Such 
personalized business cards shall be issued to BPD personnel as soon as practicable upon employment 
by the Department. BPD personnel whose supply of personalized business cards is exhausted shall notify 
the Support Services Division Deputy Chief, who shall facilitate the issuance of additional personalized 
business cards.  

Additional information with regard to BPD personnel assigned to special units, such as K-9 and SWAT, 
may be included on those personalized business cards at the discretion of the Chief of Police.  

(b) Non-Personalized Business Cards  

Non-personalized business cards shall be issued at no personal expense to BPD personnel pending the 
delivery of personalized business cards as described in subsection (a). Such non-personalized cards shall 
be issued to BPD personnel by Division Supervisors. 

1053.3.1 DISTRIBUTION OF BUSINESS CARDS 

On-duty BPD personnel shall carry Department-issued business cards at all times, and BPD personnel 
shall distribute a Department-issued business card to any person upon request, providing the action 
does not interfere with the performance of official duties.  

BPD personnel shall write their name, rank, and badge number on non-personalized business cards 
when distributing them.  

Comment [OIPA1]: This definition has been 
expanded from the current policy to include name, 
rank, and badge number. However, design approval 
remains with the Chief of Police. 

Comment [OIPA2]: This section has been 
expanded with the intention of ensuring that all BPD 
personnel receive personalized cards instead of just 
managers and special units. It is OIPA’s 
understanding that this will codify the current 
practice. 

Comment [OIPA3]: This section is intended to 
ensure that generic Department business cards are 
issued to BPD personnel while they are waiting for 
delivery of personalized cards. 

Comment [OIPA4]: This section states the 
requirement for BPD personnel to distribute cards 
when requested. 

Comment [OIPA5]: Even where a BPD member 
has not yet received personalized cards, the 
member’s name, rank, and badge number should be 
provided in writing. 
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OIPA DRAFT POLICY RE BUSINESS CARDS AND TRADING CARDS 

BPD personnel are not required to immediately provide a business card if: 

1. Doing so presents a concern with regard to the safety of the officer or others 
2. An investigation may be jeopardized 
3. A police function may be materially hindered 

BPD personnel shall be prepared to articulate a sufficient and reasonable explanation for any refusal to 
provide a Department-issued business card upon request.  

Business cards are intended for distribution in the normal course of business. They shall not be used, 
directly or indirectly, in an effort to gain favor or special treatment for the recipient, or for BPD 
personnel. 

1053.4 TRADING CARDS 

Photo trading cards are issued to personnel as approved by command staff. 

1053.4.1 DISTRIBUTION OF TRADING CARDS 

Employees distribute their trading cards to children and members of the public to promote goodwill and 
positive community relations. As with business cards, the trading cards shall not be used, directly or 
indirectly, in an effort to gain favor or special treatment for the recipient. 

Comment [OIPA6]: It is understood that there 
are circumstances where providing a card as 
required by this policy could prove problematic.  
However, BPD members should be prepared to 
explain why they were unable to provide a card 
when requested. 
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OIPA DRAFT POLICY RE BUSINESS CARDS AND TRADING CARDS 

Business Cards and Trading Cards 

BAY AREA RAPID TRANSIT POLICE DEPARTMENT POLICY MANUAL 

POLICY 1053 - BUSINESS CARDS AND TRADING CARDS 

1053.1 PURPOSE AND SCOPE 

To establish a procedure for the issuance and reorderingdistribution of business and trading cards for 
and by police 

 personnel. 

1053.2 DEFINITIONS 

Business Card - A card given to others that bears the person's name and title identifying him or 

her intended for distribution by police personnel to the public, which identifies the distributing person 
as a BART police Police Department representative. and bears the distributing person’s name, rank, and 
badge number.  

Trading Card - A card given to others that bears a person or group's name and photo. The color 

 photo selected for the card must be department-approved. 

1053.3 BUSINESS CARDS 
Only authorized personnel may distribute 
The design of BART Police Department business cards, the design of which must be approved 

 by the Chief of Police. Business cards are ordered throughshall be issued by the Support Services 
DivisionDeputy Chief. 
commander. 
(a) Personalized Business Cards - 

Personalized business cards shall be issued to all policeBPD personnel at no personal expense. Such 
personalized business cards shall be issued to BPD personnel as soon as practicable upon employment 
by the Department. BPD personnel whose supply of personalized business cards is exhausted shall notify 
the Support Services Division Deputy Chief, who shall facilitate the issuance of additional personalized 
business cards.  
managers and other  
Additional information with regard to BPD personnel assigned to special assignments/units approved by 
the Support Services Division 

Deputy Chief. 

1. Personnel have the option of ordering, such as K-9 and SWAT, may be included on those personalized
business cards through at the department at their 
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OIPA DRAFT POLICY RE BUSINESS CARDS AND TRADING CARDS 

own expense. Interested personnel must forward a memo todiscretion of the Support Services 

Deputy Chief via the chain of command. The order for the optional personalizedPolice.  
business cards shall be paid for by the employee prior to the order being placed. 

(b) Non-Personalized Business Cards - 

Non-personalized business cards shall be distributedissued at no personal expense to BPD personnel 
pending the delivery of personalized business cards as described in subsection (a). Such non-
personalized cards shall be issued to BPD personnel by Division Supervisors. 
to authorized Operations personnel by zone commanders. 

1053.3.1 DISTRIBUTION OF BUSINESS CARDS 

On-duty BPD personnel shall carry Department-issued business cards at all times, and BPD personnel 
shall distribute a Department-issued business card to any person upon request, providing the action 
does not interfere with the performance of official duties.  

BPD personnel shall write their name, rank, and badge number on non-personalized business cards 
when distributing them.  

BPD personnel are not required to immediately provide a business card if: 

1. Doing so presents a concern with regard to the safety of the officer or others
2. An investigation may be jeopardized
3. A police function may be materially hindered

BPD personnel shall be prepared to articulate a sufficient and reasonable explanation for any refusal to 
provide a Department-issued business card upon request.  

Business cards can be distributed as a are intended for distribution in the normal course of business. 
They shall not be used, directly 

 or indirectly, in an effort to gain favor or special treatment for the recipient, or for BPD personnel. 

1053.4 TRADING CARDS 

Photo trading cards are issued to personnel as approved by command staff. 

1053.4.1 DISTRIBUTION OF TRADING CARDS 

Employees distribute their trading cards to children and members of the public to promote goodwill 
and positive community relations. As with business cards, the trading cards shall not be used, 
directly or indirectly, in an effort to gain favor or special treatment for the recipient. 
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