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POLICY 
 
The responsibility to investigate and approve an individual’s application for a license to 
carry a concealed firearm rests entirely upon the Sheriff’s Department of each County in 
the Commonwealth. 
 
PROCEDURE 
 
This Department shall perform a local records check on individuals who are seeking a 
license to carry a concealed weapon.  Although the Montgomery County Sheriff’s 
Department ultimately grants this license, this Department will assist by reviewing all 
contacts that the applicant has had with the Police Department.  Appropriate personnel 
will review any pertinent information obtained and a summary of this information will be 
forwarded to the Sheriff’s Department to assist them in processing the application. 
 
RECORDS SECTION RESPONSIBILITIES: 
 
A. Upon receipt of a Local Police Check Needed for Concealed Weapon Permit form, 

the clerk shall obtain a Pennsylvania driver’s license or identification card, a home 
phone number, cell phone number and business phone number and the length of 
time the applicant has lived in the township.  The ID card shall be photocopied and 
attached to the records check form and forwarded to the Identification Officer or in 
his/her absence, the on-duty Report Review Officer.  After receiving the form from 
the applicant, the clerk will advise the applicant that the records check will be sent to 
the Montgomery County Sheriff’s Department within seven (7) working days and that 
the applicant is to follow up with the Sheriff’s Office for actual issuance of the permit. 

 
IDENTIFICATION UNIT RESPONSIBILITIES: 

 
A. The Identification Officer will perform the local records check looking for any police 

contacts in the following areas: 
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1. Lower Merion Police Records 

 
2. Alert Reporting System 

 
B. The Identification Unit Officer shall initiate an incident record and file an Alert report 

under Code 6009 – Firearms Application, using the applicants address as the 
location of the incident. 

 
C. The Identification Officer shall review all incidents relating to the applicant that might 

be of significance, such as arrests, domestic violence, habitual drunkenness/drug 
abuse, mental instability, road rage, etc.  A summary of these findings shall be noted 
on the County form and in the incident report.  The report and completed form shall 
be forwarded to the Auxiliary Services Unit Commander for review and signature.  In 
the absence of the Auxiliary Services Unit Commander, the form and report shall be 
forwarded to the Staff Services Division Commander for review and signature. 

 
D. The signed form shall then be forwarded to the Montgomery County Sheriff’s 

Department along with copies of reports showing any significant contacts with the 
applicant.  This can be accomplished by either first class mail (USPS) or email. 

 
E. The Identification Officer shall have the application and corresponding copy of the 

identification scanned into the Alert reporting system by clerical staff. 
 

The address for the Montgomery County Sheriff’s Department is: 
 

Montgomery County Courthouse 
P.O. Box 311 

Norristown, PA 19401 
Attention:  Special Services Division 

 
The phone number for police inquiries only is: 610-278-3342 
The phone number for civilian inquiries is: 610-278-3331 

 
RESPONSIBILITY 
 
It is the responsibility of all supervisory personnel to ensure that all personnel under 
their immediate supervision comply with this policy 


