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FOREWORD 

This request for Technical Assistance \'ias made by the Allegheny 
Regional Planning Council, Allegheny County, Pennsylvania. The 
requested· assistance was concerned \'lith analyzing the existing criminal 
records systems of three representative police departments, developing 
records systems for adoption by other local departments \d th similar 
demographics and problems, and instructing recordkeepipg concepts to 
interested police departments within Allegheny County. 

Requesting Agency: 

State Planning Agency: 

Approving Agency: 

Allegheny Regional Planning Council~' 
Ms. Nancy v'an Vuuren, Director of . f 
Planning; :Mr. Rodney E. Torbic, 
Regional Director 

Governor's Justice Commission, 
Mr. Charles P. Morn, Deputy Director 

LEAA Region III (Philadelphia), 
1>1r. Edwin S. Schriver, Police Specialist 
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1. INTRODUCTION 

Allegheny County, Pennsylvania, consists of 130 separate municipal 
governments, the largest of which is the City of Pittsburgh. Jurisdic­
tions are divided into boroughs; first- and second-class townships; and 
second- and third-class cities. All of these divisions have varying 
restraints on the manner in ,~h.ich governmental activities may be conduc·ted; 
hmvever, all support their own police agencies. In addition, there is 
both a County Police Department and a 'County Sheriff's Office. The problems 
and concern about recordkeeping is common among many of these agencies. 
TIle primary reason for technical assistance was to analyze the recordkeep­
ing systems in three selected agencies for the purpose of developing 
efficient systems that could be adapted for use by other similar agencies. 
The three agencies studied are described belmv and their respective demo­
graphic data are presented in Table 1-1. 

6'J Avalon Borough -- The Borough of Avalon is located. along 
State High\vay 65, immediately north of Pittsburgh. 
Population of the borough is approximately 7,000. 
The area is 0.6 square miles. Local government con­
sists of the Borough :Manager, Nayor, and nine council­
men. The Police Department consists of 11 sworn 
personnel and 2 clerks. In addition, parttime clerical 
assistance is provided so that one clerk is on duty at 
all times. Sworn personnel consist of the Chief of 
Police, three lieutenants, and seven policemen. During 
1975, there were 140 reported Part I Crimes and 151 
arrests for all crimes. 

• Clairton City -- The City of Clairton is located along the 
1vlonongahela River, approximately 12 miles south of . 
Pittsburgh. Population of the city is approximately 
14,000. The city covers 2.97 square miles. The Police 
Department is staffed by the Chief of Police, 2 captains, 
4 lieutenants, 5 sergeants and 20 patrolmen. Patrolmen 
who serve as desk officers perform the dispatching 
functions and portions of the recordkeeping tasks. During 
1975, there were 481 reported Part I Crimes and 699 arrests 
for all crimes. The Department responds to approximately 
4,000 calls for service per year. 

• Scott Township -- The Township of Scott is located approxi­
mately three miles west of Pittsburgh, south of the Penn 
Lincoln Parkway and east of U. S. 79 - 279. Local govern­
ment consists of the Township Secretary-Manager and a 
board of nine commissioners. The population is approxi­
mately 23,000. The Township covers 3.75 square miles. 
The Police Department staff consists of the Chief of Police, 
1 captain, 2 lieutenants. 3 sergeants, 1 detective, 12 
patrolmen, and 4 civilian desk officers. Durlng'19J5, 
there were 459 Teported Part I Crimes and 287 arrests for 
all crimes. 

R-76-l25 
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TABLE 1-1 

Records Syst.ems Study Areas 

Police 
Jurisdiction Population Strength 

Avalon Borough 7,086 15* 

Clairton City 13,874 33 

Scott Township 22,648 24 

*Equivalent to 15, based on use of hired part-time help. 
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Analyses conducted in this study, and conclusions and recommendations 
resul ting therefrom, aTe based on interviews with personmd of the Avalon, 
Clairton, and Scott TOlffiship Police J)epartments; observations of record­
keeping procedures, review of work documents; examination of statistical 
reports; and a review of records and reports currently in use in the 
respective agencies. 

Persons interviewed included the following: 

• Ns. Nancy van Vuuren, J)irector of Planning, 
Allegheny Regional Planning Council. 

@ Nr. Dennis Starett, Associate Director of 
Planning, Allegheny Regional Planning Council. 

• Mr. George Cain, Chief of Police, 
Avalon Police Departmeht. 

" Nrs. Nadonna Halsey, Clerk, 
Avalon Police Department. 

e Sergeant Frank Cummins, Clairton Police 
Department. 

o Mr. Glenn Shipley, Commissioner, 
Scott Township Police Department. 

iii Nr. Joseph Cyprowski, Chief of Police, 
Scott Township Police Department. 

• Captain Regis R. Wodnicki, Scott 
Township Police Department. 

• Sergeant Gilbert Stehle, Scott Township 
Police Department. 

Data collected and reviewed by the Consultant included the following: 

e Avalon Police Department Table of Organization. 

o Clairton Police Department Table of Organization. 

QJ Scott Township Police DepartmE:nt Table of Organization. 

9 Reported Part I Crimes, 1975; Avalon, Clairton, and 
Scott Township. 

o Department report forms; Avalon, Clairton, and 
Scott Township Police Departments. 

R-76-125 
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The secondary reason for tec1mical assistance '.!las to provide 
instruction on police records systems and requirements for effective 
systems operation to 21 police ,agencies w'ithin All.egheny County. This 
\'las accomplished at a seminar attended by participmlts from the juris­
dictions sho~m in Table 1-2. Topic areas covered during the seminars 
are shown in Table 1-3. The agencies that had representatives in 
attendance provide police services for approximately 277,500 persons; 
excluding the County Police, which has count~vide jurisdiction over 
600,000' persons. 
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Agency 

Allegheny 
COlUlty 
Police 

Baldwin 
Borough 

Bellevue 

Brentv/Ood 

Carnegie 

Clairton 

Cranberry 

Franklin Park 

Greentree 

Jefferson 

lv1cCandless 

*Estimated 

TABLE 1-2 

Records Seminar Participants 

(P.age 1 of 2) 

Police Area 
Population Strength Square :Miles 

1,600,000 246 

300,000 28 

11,600 19 

18 

11,500 18 

13,874 33 

9,100 12 

6,000 8 

7,500 10 

8,512 15 

27,000 23 

733 

6.5 

1 

2.5* 

2.5 

2.97 

34 

14 

2.2 

16.8 

16 
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Participants 

Patrolman Richard Winters 
James J. O'Donnell 

Clerk 

Chief -of Police 
A1do Gaburri 

Lieutenant Frank Kozel 
Lieutenant Jm Muse 
Patrolman John Capini 
Fred Capelli, Chief Clerk 

R. Cuda, Desk Clerk 

Chief of 
A. H. Slenkamp 

Chief of Police 
Harry W. Snri,th 

Sophie Popwchok, Clerk 

Sergeant P. J. Cummins 

Chief of Police 
John R. Scarfo 

Chief of Police 
N. L. Micklos 

Patrolman William Creese 

Chief of Police 
Carl Wolcutt 

Captain W. E. Thompson 

Patrolman Dan Miller 
Nancy L. Wright, Clerk 

Chief of Police 
Pat McCabe 



TABLE 1-2 

Records Seminar Participants 

(Page 2 of 2) 

Police Area 
Square Miles Agency Population Strength 

McKeesport 33,000 65 

North Braddock 10,000 14 

O'Hara Township 10,000 

Pine Township 5,000 

Pleasant Hills 12,000 

Richland Township 8,000 

Scott Tmmship 22,684 

South Park 
Tmmship 

Whitehall 

Wilkins Tmmship 

*Estimated 

10,200 

18,000 

10,000 

10 

8 

20 

14 

24 

17 

21 

14 

5* 

2.5 

7.57 

Unknown 

14.2 

3.75 

8.75 

4 

Unknown 
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Participants 

Sergeant George Schreiner 
Patrolman Ken Carrell 

Patrolman Rodger J. Baker 

Patrolman E. Bronowiz 
Patrolman H. Giddens 

Mary Alexandrowicz 
Secretary 

Patrolman P. G. Pifer 

Chief of Police 
Thomas C. Boliver 

Captain Regis R. Wodnicki 
Sergeant Gilbert Stehle 

Sergeant Thomas R. Smith 
Cheryl A. McKee, Clerk 

Chief of Police 
J. W. Sclunitt 

Patrolman C. Odato 
C. Bernardino, Desk Clerk 
Pat Ferguson, Desk Clerk 
M. Tower, Desk Clerk 

Coral Ventrone, Secretary 

'. 
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TABLE 1-3 

Records Seminar Program 

Recordkeeping concepts and principles. 

Records purposes and usage in management. 

Basic recordkeeping procedures. 

Records processing techniques. 

Numbering systems. 

Information retrieval. 

Filing and cross-filing systems. 

Use of ledgers. 

Indices and master files. 

Staffing and usage of manpower. 

Records security. 

Records storage . 

Records equipment and files. 

Report exemplars. 
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2. UNDERSTi\l\lDING OF THE PROBLEM 

Because various police agencies in Allegheny County expressed 
dissatisfaction with existing police records systems, the Allegheny 
County Regional Planning Council requested technical assistance in 
developing basic systems for records management to be adopted, or 
modified and adopted, by local interested pOlice agencies. This 
obj ective was to be achieved by analyzing the records systems of three 
specified police departments and making recommendations that would in­
crease the efficiency of the existing records systems of these Depart­
ments. The Departments chosen for this review were Avalon, Clairton, 
and Scott. To further this objective, assistance was requested in pro­
viding a one-day training session in records systems for all interested 
personnel from Allegheny County police agencies. This seminar was con­
ducted by the Consultant in the Allegheny County Regional Planning 
Council office. The seminar was attended by 37 persons representing 21 
lm'l enforcement agencies. This report deals primarily with the analysis 
of the three study Departments. A generalized basic record system is 
included as Appendix A. 

R-76-l25 
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3. A.l\lALYSIS OF THE PROBLS'vl 

3.1 Avalon Police Records System 

The Avalon Police Department records system basically involves the 
filing of offense and other police incident reports by an assigned 
nwnber, using 36 subdivisions that are based on the type of incident 
(e.g., robbery, aggravated assault, assault). An index card is also 
prepared on each case and is filed in the same manner. Details of the 
system are outlined below: 

o Docket Book -- The Docket Book is maintained 
by the clerk, who also serves as dispatcher. 
Each request received for police service is 
logged and assigned a sequential Complaint 
Number. TIlis numbering system begins anew 
each January 1. If the request for service 
involves an offense, arrest, or other police 
incident requiring a police report, a Case 
Number is assigned to the report; it is 
entered in the Docket Book alongside the 
original entry. The Case Number consists of 
two parts: The first two digits identify the 
year of occurrence and the following digits 
identify the number of reports that year. 
For example, the twenty-first report in 1976 
would be assigned the number 76-21. After the 
report is completed, the assigned officer pro­
vides the clerk a disposition of the call for 
appropriate entry. Therefore, the Docket Book 
serves as a numbering source for calls, a 
report numbering source, and Arrest Ledger, a 
complete resume of all field activities for 
the information of the Chief of Police and 
other personnel, a report audit source, and a 
chronological ledger of all field incidents. 

Comment -- Based on the volume of 
calls and/or police incidents 
occurring in Avalon, the Docket Book 
effectively serves the purposes for 
which it is maintained. 

& Offense Report -- In addition to being used to report 
criminal offenses, this form is used as a supplemental 
report, an arrest report, a vehicle theft or recovery 
report, or as a report of most noncriminal police 
incidents. After the report is typed, it is filed by 
Case Number in one of the previously described 36 
categories, by year of occurrence. If there is an 
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arrest connected with the offense, the report 
is placed in a separate manila fOlder (in which 
other arrest-related papers \vill be placed) but 
kept in the same position in the report file. 
from this file j a 4- by 5-inc11 'Master File Card 
is prepared on the first of each month for each 
of the 36 categories of incidents. \~en incidents 
are formally reported during the month, the name 
and address of the involved person (e.g., victim, 
arrestee), and the Docket and Case Numbers are 
entered on the Master File Card for the particular 
category of incidents. For example, if there were 
seven burglaries during a particular month, the 
burglary Master File Card for that month would list 
the name, address, and Docket and Case Numbers for 
each of the seven victims. At the end of the month, 
the category dividers are removed; the cards are 
bound by a rubber band, and filed by month. Mis­
cellaneous noncriminal incidents, arrests, vehicle 
thefts, recoveries and/or impounds are all processed 
in the same manner. Although a special report is 
used for juvenile arrests, the processing is the 
same. In cases that involve an arrest, a 4- by 5-inch 
Arrest Card is prepared for each arrestee. The 
Arrest Card contains identifying data, the Complaint 
Number, and the t}--pe of offense. These cards are 
filed alphabetically for the month behind the Master 
File Cards. At the end of the month, the cards are 
removed and filed along with the Master File Cards 
for the same month. 

Comment -- The Consultant feels this 
report is used for too many different 
purposes. As an offense report, it 
is quite satisfactory. However, as a 
supplemental, arrest, or vehicle report, 
it lacks provision for appropriate 
information. It is barely satisfactory 
for recording noncriJninal police inci­
dents. It is recommended that report 
exemplars illustrated in Appendix B 
be adopted for arrest, vehicle incident, 
noncriminal police incident, and supple­
mental reporting. Use of these forms 
would standardize the type of reported 
information necessary for a particular 
type of incident. The original copies 
of arrest reports should be filed 
separately from the offense files. 

R-76-125 
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lfuen reports are filed by 36 
different categories, each incident 
mU3t be evaluated by the type of 
incident and there is the possibility 
of error. For example, assaults are 
categorized as Aggravated, Other, Rape, 
Murder, and Child Beating. Under the 
present system, the possibility of mis­
filing a report is considerable, the 
task of relocating the report if mis-
filed is laborious, and the overall 
system is expensive in terms of clerical 
time necessary to maintain it. A single 
filing system based only on the Case , 
Number should be adopted. Reports should 
not be removed at the end of each month, 
but should stay permanently in the file. 
The existing index card file system pro­
vides little assistance in locating reports. 
At best, it serves as a monthly tally of 
incidents by type. A simple tally sheet 
would provide the same information. This 
system should be replaced with the proposed 
index file system. This would provide, 
alphabetically, an individualrs complete 
police incident history on a single card. 
Cross-reference by Case Number to the 
actual reports would simplify the filing 
system, the index file system, and the 
actual process of searching for a particular 
report. Index cards should not be removed 
at the end of the month, but should remain 
permanently in the file. 

9 Traffic Accident Report -- Traffic accidents are reported 
on a form prescribed by the Commonwealth of Pennsylvania. 
Their filing and processing procedure is identical to 
that used for offense reports. One of the 36 categories 
is assigned to traffic accidents. 

Comment -- Recommendations made above 
pertaining to the filing and indexing 
of offense reports also apply to . 
Traffic Accident reports. 

~ Property Report -- The Department does not use a property 
report or ledger for receipt into custody of evidence or 
other property. A tag identifying the item of property 
is attached to the actual property. No files are maintained 
in connection with the property management function. 
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Comment -- Although the volmne of 
property received into custody by 
the Avalon Police Department is low, 
the property management function 
calls for appropriate accounting 
procedures regardless of volume. It 
is, therefore, recommended that ~ 
Property Ledger and Property Tag 
system be used to provide accounta­
bility. 

~ Arrest Report -- As previously described, the Avalon 
Police Department uses the Offense Report as an arrest 
report, and reports are filed among other reports by the 
type of crime. An Arrest Card is prepared and filed 
alphabetically for the current month. At the end of 
each month, the Arrest Cards are packaged with the offenses 
for the month. Arrests are listed in the Docket Book as 
previously described, but no number is assigned other than 
the Case Number used for other incidents. There is one 
exception to the above: A specific arrest report is used 
for juveniles. The processing and filing procedure is the 
same as for the Offense Report. 

Comment -- As previously stated, a separate 
and distinct report form should be used to 
record the circumstances of an arrest. A 
permanent Arrest Package should be created 
for each arrestee at the time of the first 
arrest. All related reports, photogra~hs, 
fingerprint cards, and the like should be 
placed in this package. Packages should be 
filed alphabetically. The Docket Book 
presently in use serves satisfactorily as 
an Arrest Ledger; however, to avoid confusion 
and to readily identify arrests, the letter 
liN' s:tould be entered after the Case Number 
for incidents involving arrests. Index cards 
should also be used. " 

~ Traffic Citation -- Four types of traffic citations are 
used: A Uniform Traffic Citation for violations not 
involving parking, a 3- by 5-inch form" for illegal parking, 
a 3- by 5-inch form for"!lsweeping,rt violations (failure to 
remove snO\~ from sidewalk) > and a 3- by 5-inch form for 
parking meter violations. To expedite fine collections, 
the "parking meter violation form uses an envelope as the 
violator's copy. The four types of citation forms are 
recorded by number as issued, each type in a separate 
ledger. The ledgers list the ticket number, identify 

R-76-l25 
3-4 

" 

1 
J 
" ~l 
n 
·i 



the violation, and indicate the disposition of the 
charge. The t\vO types of parking citations and the 
citation used for sweeping violations are filed 
separately by date until paid, then by citation 
number in three separate files. The other type of 
citation is filed alphabetically by the violator's 
name until paid, then by citation number in a fourth 
file. Nontraffic citations for certain criminal 
offenses are logged in the ledger used for moving 
and other nonparking citations and filed in the same 
file. 

Comment -- The multiplicity of forms used 
for traffic violations contributes 
materially to the workload of the clerks. 
The problem is further compounded by 
having to account for the citations in four 
separate files and with four separate ledgers. 
The forms used for nonmeter parking and 
sweeping violations should be combined into 
one form; citations used for these violations 
and meter parking violations should be filed 
together by date until paid, then by citation 
munber in a single file. This would reduce the 
four different numbering systems and filing 
locations to two. The' use of ledgers under 
this system is unnecessary. Nontraffic citations 
for criminal offenses should be processed and 
filed in the same manner recommended for Arrest 
Reports. 

Vehicle Repo~t -- The Offense Report is used to report 
stolen and recovered vehicles. The same filing and _ 
indexing system is also used. A separate Towed Vehicle 
Report is used when abandoned vehicles are impounded. 
This report is also processed and filed in the same manner 
as the Offense Report but in a separate category from 
other vehicle reports. Furthermo~e, vehicle incidents 
that require notification to NCIC are also recorded as an 
NCIC Report. This report provides for listing pertinent 
information in the order required by NCIC. These reports 
are filed by date. 

Comment -- Previous comments regarding usage 
of the Offense Report are pertinent 'to the 
usage of the report as a Vehicle Report. 
Procedures outlined in subsequent sections 
are suggested as a more efficient system. 
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It is also recommended that the Towed 
Vehicle Report be combined ''lith the 
Vehicle Report and that the NCIC format 
be attached to the Vehicle Report for 
filing. 

~ Cell Record -- This 3- by 5-inch form records basic 
identifying data about prisoners such as disposition 
of the offense, date of commitment and release. It 
is filed by date of commitment. 

Comment-- The information on this form 
is readily available from other sources. 
Continued use of the fOTID is, therefore, 
subject to question. However, if it is 
desired to continue use, the form should 
be filed in the pertinent Arrest Package 
rather than in a separate file. . 

~ Miscellaneous Reports -- In addition to other reports, 
the Avalon Police Department uses special 5- by 8-inch 
forms to report incidents involving injured persons and 
dogs and cats. These reports are processed in the same 
manner as Offense Reports. 

Comment -- It is recommended that the 
proposed Miscellaneous Incident pro­
cedure be used for these purposes and 
the present report forms be abolished. 
The processing procedure should be the 
same as for other Miscellaneous Reports. 

fi1 Files -- Police Records Files consist of the following: 

Offense Report -- Used to report most 
police incidents, including arrests 
and vehicles. Filed by anyone of 
36 categories depending on type of 
incident. 

Traffic Accident Report -- Filed as 
one category of the above 36 subdivisions. 

Traffic Citation -- Four types: .Moving 
and nonparking violations, illegal parking, 
metered parking, and s\.;eeping. Each 
recorded and filed separately. 
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Nontraffic Citation --Recorded.in th.e 
moving and nonparki,n.g violations ledger 
and filed in the same group. 

Towed Vehicle Report -- Filed as one 
category of the 36 subdivisions. 

Cell Record Filed by date of commitment. 

One index file is maintained; it is divided into 
.36 categories to correspond with the records file. 
Index cards are removed and stored as a group each 
month. Five ledgers are maintained: The Docket 
Book listing all calls for service and police 
activities, and four citation ledgers for the different 
types of citations filed. 

3.2 Clairton Police Records System 

The Clairton Police Department records system consists basically of 
police incidents recorded as they occur on an Incident Report Form (ledger). 
TI10se incidents requiring formal reporting are recorded on forms of 
various dimensions, which are filed chronologically. Ledgers are used as 
indicated above and for recording arrests. A comprehensive Daily Report 
of field activities is also prepared. The system is not centralized; 
some records are maintained at the dispatcher's desk, some in the Detective 
Office, some in the Juvenile Office, and some in the Chief's office. 
Details of the system are outlined below. 

o Incident Report Form -- This is an 8 1/2- by l4-inch 
form that is maintained by the desk officer. When 
a request for service is received and a unit is dis­
patched, the incident is logged on the Incident 
Report Form, and an Incident File Number is assigned. 
The desk officer then completes an "Officer's Report." 
The unit dispatched also makes an Officer's Report of 
the incident. If the matter does not call for the 
dispatch of a radio unit, the incident is normally not 
logged or reported. However, if in the opinion of the 
desk officer the information about the incident may be 
of value for future reference, the incident is logged 
and the desk officer completes an Officer's Report. 
Data from the Incident Report form is used to prepare 
monthly reports to the Chief of Police and the Mayor. 
The report is filed chronologically for one year and 
then discarded. 

Comment -- This procedure results in too 
many reports bei,ng introduced into the 
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records system for activities such 
as filing and indexing, and too many 
reports being completed by field per­
sonnel. Not every minor field incident 
needs to be recorded on an Officer's 
Report by the officer assigned to the 
call nor does every incident need to be 
assigned an Incident Number. It is 
reco~~ended that this system be revised. 
Minor field incidents not requiring com­
pletion of the reports are reported in 
full in the recommended Officer's Daily 
Report. The recommended Incident Ledger 
should be retained indefinitely. Radio 
Call Cards do not need to be retained' 
chronologically for more than one year. 

~ Daily Report -- Information from the previously 
described Officer's Report is typed onto a Daily 
Report, which serves as a 24-hour log of reported 
field incidents. The original is maintained at the 
desk in chronological order. Copies are fon,rarded 
-to the Chief of Police, Mayor, and Detective Division 
where they are also maintained chronologically. This 
report provides the detectives their primary source 
of information about incidents that require further 
investigation. 

Comment -- The existing system generates 
too much recording of minor and/ or 
inconsequential activities, which can 
be more easily repor~ed on the recommended 
Officer'S Daily Report. The recommended 
Daily Report should be adopted, and 
detectives should rely on offense reports 
as their primary information source. 

~ Officer's Report -- As previously stated, this form is 
completed by the desk officer in all cases where a unit 
is dispatched and, at the discretion of the desk officer, 
in certain other cases. It is also completed by the 
dispatch officer in all cases. An Incident Number is 
assigned as previously described. The report measures 
5 1/2- by 8 1/2-inches and contains spaces for entry of 
the date and name of the involved person. The remainder 
of the form is blank. Copies prepared by radio car 
officers are matched against the related copy made by 
the desk officer. The desk officer's copy, of course, 
contains considerably less information and serves pri­
marily as a control to ensure receipt of the radio car 
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officer's copy. TI1e original is kept at the desk 
in chronological order and copies are fon~arded to 
the Detective Office, the Chief of Police, and the 
Mayor. The Officer's Report is used to report all 
field incidents including offenses, except for 
special forms used for vehicle thefts, persons missing 
or dead, and traffic accidents. When the Detective 
Division receives its copy, it is logged in a ledger 
and then filed chronologically for one year. After 
one year, the report is removed from file and stored 
indefinitely. If the report involved a crime, a 
white 4- by 7 l/2-inch index card is prepared and 
filed by type of crime chronologically at the time 
the report is logged in the ledger. The index card 
includes identifying information, a summary of the 
crime, and disposition of any related arrests: Other 
reported incidents are not indexed, 

Comment -- This form does not provide 
sufficient data, and too much reliability 
is placed on the reporting officer to 
provide the appropriate information. 
TIlerefore, it is recommended that the 
Officer's Report be replaced with the 
report forms illustrated in Appendix B. 
Use of the recommended Officer's Daily 
Report would reduce materially the volume 
of paperwork to be processed and filed for 
minor incidents that are not reported on 
the specified report forms. Adoption of 
the recommended concepts would also elimi­
nate the necessity of the desk officer 
completing an Officer's Report; the Radio 
Call Card would more effectively suffice. 
This system would also provide for the 
creation of a centralized records system, 
with master copies of all reports maintained 
in a single Primary File. The file would be 
maintained by Incident Number providing a 
cross reference to the chronological Incident 
Ledger. Index cards 3- by S-lnches in size 
should replace the present 4- by 7 1/2-inch 
index card. These cards should be filed 
permanently at the same location as the master 
copy of the related report. The primary index 
should be an alphabetical Master Name File. 
All recommended reports of incidents shOUld be 
filed together, and all should be indexed in 
the same fashion. 
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o Larceny of Auto ReEort -- This report is normally 
completed by the desk officer. The original is 
filed chronologically at the desk and a copy is 
forwarded to the detectives. A yello\'l' 4- by 7 1/2-
inch index card is prepared and filed chronologically 
in the Detective Office. Impounded vehicles are 
reported on the previously described Officer's Report 
and processed in the same manner as other Officer's 
Reports. 

Comment -- This report does not provide 
sufficient data regarding stolen vehicles, 
and the processing and indexing provides 
for no cross-reference other than date. 
The recommended Vehicle Report and re~ated 
procedures should be adopted to replace 
this report. Impounded vehicles should 
also be reported on the Vahicle Report. 

o Report of Person -- This form is a 7 1/2- by 8 1/2-inch 
single, hard copy used to report missing persons or deaths 
not involving a crime. It is completed by the desk 
officer, assigned an Incident Number, and filed at the 
desk chronologically. No index cards are made and a copy 
of the report is not forwarded to other offices. The 
incident is, however, reported by the desk officer on the 
Incident Report Form. 

Comment -- The reporting and indexing 
procedures recommended for the Miscel­
laneous Incident Report more appropriately 
provide for receipt and retrieval of in­
formation from Department files. Therefore, 
it is recommended that this report be 
abolished and the Miscellaneous Incident 
Report be used for these purposes. 

9 Traffic Accident Report -- This form is an 8 1/2- by 9-inch 
modified version of the Commonwealth of Pennsylvania Traffic 
Accident Report. After completion by the assigned officer, 
the report is filed chronologically in the Detective Divi­
sion. It is not numbered or indexed. 

Comment -- The limited processing accorded 
this report is not appropriate. It is 
recommended that the State form be adopted 
and that processing be identical to that 
for Offense and Miscellaneous Incident 
Reports (see Section 4.2). 

R-76-125 
3-10 

"0 



"" Property Report -- In place of a Property Report, the 
Clairton Police Department uses the Officer's Report 
to recol'd receipt of property into Department custody. 
If the property is of value, it is tagged, using the 
Incident Number associated with the Officer's Report. 
Confiscated property is reported on a two-part 
receipt: One copy is given to the person from whom 
the property is taken, the other copy is kept in the 
Chief's office. No property ledger or index cards 
are maintained. 

Comment -- Because of the sensitive nature 
of property control and the need to be 
able to account for all property in custody, 
the Clairton Police Department should,adopt . 
the recommended Property Ledger and Proper~y 
Tag system. ' 

• Arrest Report -- The Arrest Report is an 8- by 
8 1/2-inch, single, hard-copy form, which is 
completed at the time of arrest. It is the source 
of information for completing the Master Identification 
Card. The report is filed by an assigned booking number 
from an Arrest Ledger. The Department also uses a 
citation in lieu of an arrest for certain nontraffic 
offenses. This citation is filed by date in a separate 
file. 

Comment -- This form does not adequately 
provide for reporting the details of an 
arrest. The processing and indexing 
procedures do not effectively exploit the 
potential of a detailed arrest report for 
current or future investigative needs. 
TIle recommended arrest report should be 
adopted, and the recommended processing 
and indexing procedures described in 

,Section 4.2 should be instituted. The 
nontraffic citation should be filed and 
cross-indexed in the same manner as other 
arrest reports. 

• Arrest Ledger -- The Arrest Ledger is used to provide a 
chronological listing of all persons arrested and to 
assign a booking number to each individual. 

Comment -- This is an appropria'te and 
necessary ledger if used in conjunction 
with the recommendations pertaining to 
the Arrest Report. 
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~ [·laster Identification Card -- W'nen an individual is 
first arrested, a Master Identification Card is 
prepared listing pertinent identifying factors and 
details of the arrest (i.e., date, date of trial, 
disposition, and fine). Subsequen·t arrests are 
entered on another line of the same card. The card 
is filed alphabetically in an Arrest File. If it 
appears likely the case \'lill proceed to a court higher 
than the local court, a Case File is created using a 
special Case File Number. The Case File is kept 
alphabetically in a file separate from the Master Identi­
fication Card File. Not all prisoners are fingerprinted. 
Those fingerprint cards that are prepared are kept in the 
concerned Case File. Prisoner photographs are kept in a 
separate alphabetical file. 

Comment -- Adoption of the Arrest Report 
and Arrest Ledger recommendations would 
make the Master Identification Card un­
necessary, \",ou1d simplify the system, and 
would improve overall records storage and 
retrieval capabilities. All prisoners 
should be ptotographed and fingerprinted. 
Photographs and fingerprint cards should 
be kept in the concerned Arrest Pa.ckage. 

o Traffic Citation -- The Department uses the Uniform Traffic 
Citation and files the primary copy by date. No indices 
are made. 

Comment -- Either a copy should be made 
available to the issuing officer for 
courtroom testimony (filed by officer's 
name) or a checkout system should be 
instituted to control return of the primary 
copy when it is used by the issuing officer. 
The primary copy should be filed alphabeti­
cally, by violator I s name. 

~ Daily Equipment Check List _.- This 5- by 8-inch form is 
completed by officers going on duty and is used to assist 
in the daily inspection of police vehicles by the assigned 
officer. After being reviewed by the captain and/or 
Chief, it is discarded. 

Comment -- This is the type of form 
frequently found in police departments 
that was initiated 'for good and sufficient 
cause but is no longer really of value. 
Unfortunately, such reports often become 
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a permanent part df the system even 
though their lack of value is recognized. 
It is recommended that this form be 
abolished. If a written record is 
really essential, this form should be 
replaced \'lith a single, 8 1/2- ~ by ll-inch 
form that contains inspection results 
for all vehicles on the shift. The form 
should be completed by a shift supervisor. 

@ Officer's Daily Report -- Most personnel do not complete 
an Officer's Daily Report. The individual Officer's 
Report described earlier is a substitute for a single 
resume of activities. Certain patrolmen, funded under a 
Federal program, are required to complete a rudimentary 
weekly report of activities, entitled "Police Supple­
mental Report." All field personnel are required to 
complete a Monthly Arrest Report of arrests made, which 
provides a statistical breakdown of each arrest (e.g., 
age, sex, race, disposition). 

Comment -- All field personnel should 
be required to complete an Officer'S 
Daily Report (described in Section 4.2.14). 
TIle Monthly Arrest Report is more properly 
one to be completed by a supervisor. 

o Disposition Form -- This form is used to record a case 
disposition in detail. After completion, it is filed in 
the appropriate Case File. 

Comment The Arrest Number shoulq be 
entered on the form. 

~ Files -- Police Records Files consist of the follo\'l'ing 
separate and distinct files: 

Daily Report -- Used as a 24-hour log of 
reported field incidents at the desk; 
filed chronologically. 

Officer'S Reports -- Used to report all 
calls, crimes, and so on; one copy filed 
at the desk, one in the Detective Office; 
filed chronologically. 

Larceny of Auto -- Used to report thefts of 
vehiCles; kept at the desk; filed chronologi­
cally. 
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Report of Person --. Used to report missing 
persons and noncriminal deaths; kept at the 
desk; filed chronol.ogically. 

Traffic Accidents -- Kept in the Detective 
Office; filed chronologically. 

Arrest Reports -- Kept in the Detective 
Office; filed by Arrest Number. 

Nontraffic Citations -- Kept in the Detective 
Office; filed chronologically. 

Case File -- Consists of reports and docu­
ments related to an arrest; kept in the 
Dective Office; filed alphabetically. ' 

Traffic Citations -- Kept in the Detective 
Office; filed chronol.ogically. 

Prisoners' Photographs -- Kept in the Detective 
Office; filed alphabetically. 

The Department maintains three index files: One for 
crimes filed chronologically, one for Larceny of Autos 
filed chronologically, and one for the Master Identi­
fication Card filed alphabetically. Three ledgers are 
used: The Incident Report form kept at the desk, the 
Offense Ledger kept in the Detective Office, and the 
Arrest Ledger kept in the Detective Office. 

3.3 Scott Township Police Records System 

The Scott Township Police Department records system is character­
ized by a report filing system divided into 17 different categories. 
Specific report forms are provided for most major incidents. Index 
files are used sparingly. Details cf the system are outlined belm.,.: 

It Complaint Form n Upon receipt of a call for service, 
the desk officer completes and time-stamps a pre­
numbered 5- by 8-inch Complaint Form. An 8 1/2- by 
ll-inch Complaint Report is also initiated, \'lhich pro­
vides for entry of the same information. The two 
reports are temporarily filed together chronologically 
and then the information is entered by number in an 
Incident Ledger. The Complaint Form and Complaint 
Report are then permanently filed together numerically 
by type of incident. The file is subdivided into 17 
different types of incidents. 
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Comment -- There appears to be little 
value in using two forms to record the 
same information, especially when both 
forms are filed together. Since the 
Complaint Form is serially numbered 
and time-stamped, this form should be 
retained; the 8 1/2- by ll-inch Complaint 
Report should be discontinued. The 
Complaint Form should be modified, however, 
so completion for most entries would re­
quire only checkmarks in boxes. Instead of 
the 17 different categories now utilized, 
the Complaint Forms should be filed in a 
single numerical file to permit simplified 
and enhanced retrieval of a particulaJr 
report. (See Section 4.3.) 

Incident Ledger -- As described above, all Complaint 
Forms are recorded chronologically in the Incident Ledger. 
At the time of entry in the Ledger, the report is coded 
alphabetically by type of incident using 17 categories 
(i.e., all robberies are given a single letter designa­
tion, missing persons a different letter designation, 
and so on). The Complaint Form is then filed numerically 
by the letter code. Any reports prepared in conjunction 
with the incident (e,g., offense, traffic accident) are 
assigned the number from the Complaint Form and the 
pertinent code. 

Comment -- The recording of all calls for 
service in the Incident Ledger and 
the paperwork processing associated 
with such entries is unduly laborious 
and time consuming. Comments made 
previously regarding the subdivision 
of files into separate categories are 
equally valid for the Incident Ledger. 
Adoption of the recommended Officer's 
Daily Report would reduce the need to 
record in such detail each and every 
call for service. Unless a call for 
service results in the need by the 
field officer to complete a specific 
report (e.g., offense, traffic accident), 
the call should only be recorded on the 
Complaint Form and the Officer's Daily 
Report. The Incident Ledger should be 
maintained as recommended in Section 4.3.1. 
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~ Desk Sheet -- This form is an 8 1/2- by ll-inch 
report maintained by the desk officer. It provides 
for entry of time received, car assigned, time 
dispatched, Complaint Number, area of call, and 
remarks for each call. The reverse side provides for 
recording information pertaining to cars in and out 
of service. The Desk Sheet is filed chronologically. 

Comment -- This report provides little 
information not already available on 
the Complaint Form. Minor modification 
of the Complaint Form and adoption of 
recommended procedures (see Section 4.3.2) 
for its use would make the Desk Sheet un­
necessary. There would, of course, be a 
reduction in papenifork for the desk officer. 

e Offense Report -- The Scott Township Police Department 
uses a variety of reports to record criminal and noncrim­
inal in.cidE'nts. Special reports are used for reporting 
thefts, burglaries, and robberies; sex offenses; stolen 
vehicles and theft from vehicles; deaths; animal bites; 
noncriminal injuries requiring a trip to a hospital; 
property taken into custody; and missing person. The 
Departmen-c also uses a Supplemental Report ,tnd a separate 
report for towed vehicles. Incidents for which no 
specific report form is designated are reported on the 
Complaint Report. All of these reports are numbered, 
using the number appea-ring on the corresponding Complaint 
Form. They are then filed numerically in one of the 17 
different classifications described previously. No index 
cards are prepared. 

Comment -- The necessity and/or efficiency 
of filing in 17 different classifications 
has already been discussed. All such reports 
should be filed in one Primary File numerically 
and indexed as recommended in Section 4.3. 
Existing report for.ms provide a greater degree 
of specialization than is necessary. Consider­
ation should be given to combining reports that 
involve crimes against property into one report. 
An exception to this should be the Stolen Notor 
Vehicle Report which, because of the type of in­
formation necessary, should remain a distinct 
report. HOlifever, consideration should be given 
to adopting a Vehicle Report similar to that 
provided in Appendix B to replace the present 
Stolen Motor Vehicle and Towed Vehicle Reports. 
A report form based on the recommended Miscel­
laneous Incident Report should be adopted for 
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reporting important noncriminal incidents. 
This would replace the Hospital Trip, 
Missing Person, Animal Bite, and Death 
Reports. 

Traffic Accident Report -- The Department uses the 
Commonwealth report for reporting traffic accidents. 
Reports are entered in the Incident Ledger and given a 
sequential number from the same series that is used for 
other reports. The report is then filed as one of the 
17 previously discussed report classifications. A cross 
reference is maintained by listing the names of the parties 
to traffic accident in the back of the Incident Ledger 
along with the Incident Number. This alphabetical cross­
reference ledger also contains the names of S1.lSpects of 
.crimes. 

Comments -- Traffic Accident Reports 
should be processed, filed, and indexed 
in the same manner recommended for 
Offense and Miscellaneous Incident Reports. 
For the sake of simplicity and uniformity, 
the recommended index cards should replace 
the cross-reference ledger. TIle fact that 
this ledger contains s'uspects I names mixed 
with traffic accident parties is another 
reason to discontinue the cross-reference 
ledger. Even the maintenance of a If suspect" 
file is of questionable value because of the 
difficulty of common definition, legal 
problems associated with possible false 
arrest, and the like. 

Property Ledger -- The Department uses the Incident Ledger 
as a Property Ledger. The Property Report is processed in 
the same manner as Offense Reports. Property accepted 
into custody is tagged with the identifying number. 

Comment -- Property Reports should continue 
to be entered and numbered in the Incident 
Ledger. However, it is recormnended that 
indexing be performed as proposed in' 
SC._ tion 4.3. It is also recol1unended that a 
separate Property Ledger be established to 
prov.Lde a specific control device that permits 
swift and accurate inventory of property in 
custody at any time. 
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Arrest Report The Department uses a relatively 
sophisticated arrest report, \vhich is assigned a 
IICase Nwuoerll (the related Complaint Forni Number) 
and a trTag Number. II TIle Tag Number is an Arrest 
Number designated by using the next sequential 
unassigned number from in Arrest Package File. 
All reports connected with a particular arrest 
are placed in this common folder identified as 
the Arrest Package. Included are photographs, 
fingerprints, and a copy of the Offense Report. 
This provides a cross-reference of the actual 
related report in the two separate files. A 
4- by 5-inch index card is prepared at the time 
of the first arrest and filed alphabetically. 
Additional arrests are listed on this card as 
they occur. Juveniles are processed in the same 
manner, using similar reports and files. 

Comment -- All arrest-related documents 
pertaining to all arrests of a particular 
person should be grouped in a single 
Arrest Package and filed alphabetically 
to simplify the investigative and filing 
processes. The arrest' index card should 
be discontinued and the information should 
be entered on the Master...Name Index'Ca:t:d~ 
recommended in Section 4.3. 

Arrest Ledger -- The Arrest Ledger is used to record 
the names and identifying information of those persons 
arrested and actually confined in the Scott Township 
Jail (most arrestees are confined in the Sheriff's 
Jail). In this respect, it is actually a Jail Ledger 
rather than an Arrest Ledger. 

Comment -- This ledger serves the purpose 
of a Jail Ledger very well. 

Traffic Citation -- The Department uses the Uniform 
Traffic Citation and provides copies for the violator, 
the Commonwealth, the County, and the file. A ledger of 
citation numbers is maintained; as citations are 'issued, 
the appropriate information is entered alongside the 
corresponding number. The file copy of the citation is 
filed by number. 

Comment -- Scott Township makes extensive 
use of State computerized files. Under the 
circlUnstances, the accounting and processing 
procedure used is very effe'ctive. 
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o Parking Citation -- The parking citation is filed by 
number (Department Copy) unti'l a disposition is made, 
then destroyed. Because of a policy calling for 
increased fines if additional parking citations are 
received in a given period of time, an index card is 
prepared and filed by the violator's nrone. This file 
is checked whenever a violator appears to pay a fine. 

Conunent -- As now practiced, processing 
serves effectively . 

• Officer's Daily Report -- The Department uses a rudimentary 
Officer's Daily Report, which includes a checklist of 
vehicle condition and equipment availability. n1e report 
is not designed to allow for chronological lipting of 
activities. It is filed by date by officer's name. 
Supervisors use the same report. 

Conunent -- The recommended Officer's Daily 
Report (see Section 4.3.13) should be 
adopted by the Department for use by field 
officers. The present report is acceptable 
for use by supervisors. 

CIt Files .-- Police Records Files consist of the follow~ng: 

Complaint Forms and Reports -- Filed 
chronologically by anyone of 17 incident 
categories. 

Desk Sheets -- Filed chronologically. 

Field Incidents including offenses, traffic 
accidents, etc. Filed nl~erically by 
assigned number by anyone of 17 incident 
categories. 

Arrest Package File, Adult -- Filed numerically 
by assigned number, one pac~age for each arrest. 

Arrest Package File, Juvenile -- Filed numeri­
cally by assigned number, one package for each 
arrest. 

Traffic Citations Filed by number. 

Parking Citations Filed by number. 

Officer's Daily Report -- Filed by name by date. 
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The Department maintains three index £iles: 
One for adult arrestees that lists all 
local arrests, a similar one for juveniles, 
and one for parking violation repeaters. 
All three are in alphabetical order. Four 
ledgers are maintained: Traffic Citations 
by number; Arrest (only persons physically 
incarcerated) by arrest number; traffic 
accident parties and criminal suspects 
alphabetically; and the Incident Ledger. 
The latter two ledgers are contained in 
separate sections of the same book. 
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4. RECO~~~~ATIONS 

Specific recommendations for ~odifying ~xisting reports and/or 
processing have been detailed in Section j. These recommendations 
are embo'died in the proposed systems for the Avalon BorougIi.., Clairton 
City, and Scott Township Police Departments. Example report forms 
that can be used, or nlOdified for use, in connection \dth these systems' 
will be found in Appendix B. Systems designed specifically for each 
of the three jurisdictions are described in this section. It should 
be stressed that these proposed systems are subject to some degree of 
modification as circumstances change, without seriously jeopardizing 
the basic concepts. 

A Basic Records System is presented in Appendix A. This, proposed 
system should serve as an overall guide to police agencies in Allegheny 
County interested in simplifying and/or improving 'their respective 
records systems. It should be recognized that, although no two police 
departments are identical in their needs or problems, a given group of 
basic records, files, and cross-references are essential to all but the 
extremely small department. This is true regardless of volume, manpower, 
or other considerations. Certain records must be maintained as an 
adjunct to the performance of public services, as an aid in administra­
tive control of operations, and/or as a protective device against un­
warranted criticism. Certain basic factors pertain to police records: 

@ The system must be as complete as possible while 
using as few different reports needed to be efficient. 

Ql Files must be combined whenever possible, and cross­
references must be limited but complete. 

o Persons using the system must be able to locate 
required information easily, and such information 
must be available at all times. 

o Physical access to the files should be limited to only 
those persons responsible for their maintenance. 

• Original copies of records should normally not be 
removed from the files to other locations except on 
court order. 

• Only two basic numbering systems should be used: One 
for crimes and related incidents, and one for arrests. 

I~ is also important to adhere to the principle that almost every 
compla~nt and/or call for service should be recorded on some department 
form. In this manner, a complete basic memory of the Department is 
preserved. 
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4.1 

4.1.1 

Avalon Borough Proposed Records System 

Docket Book 

~ The existing Docket Book serves well, based 
upon the volume of activities, as a mnnbering 
source of calls; as a report numbering source; 
as a report of daily activities; and, with 
slight modification, as an Arrest Ledger. At 
present, a Case Number is used for arrests. 
TItis does not allow for distinguishing at a 
glance between crimes and arrests. The addi­
tion of the letter "A" after the Case Number 
for arrest incidents would solve this problem. 

• Offense Reports, Miscellaneous Incident Reports, 
Traffic Accident Reports, Vehicle Reports and 
Arrests should be assigned a Case Number by the 
persons maintaining the Docket Book. In cases 
involving arrests, the number should be followed 
by the letter liN' . 

. Mill tiple incidents arlslng from the 
same occurrence require only one 
number. 

Incidents not falling in the categories 
specifically listed should not ~e 
assigned a number from this Docket Book. 
All numbered incidents require completion 
of one or more of the listed reports. 

• Appropriate identifying information should be entered 
in the Docket Book. 

Date and time of occurrence. 

Type of occurrence. 

Location. 

Victim, if any. 

Details of the incident. 

Officer reporting. 

Related reports under this Incident ~umber. 

R-76-12S 
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, 
e Case Nwnbers. are preceded by the last two 

d,igits of the current year; 76-1378. 

o Traffic Accident Case Numbers may be preceded 
by the letter liT" if desired: T~76-1379. 

e Care must be taken to ensure that Case Nwnbers 
are assigned to only those entries requiring 
reporting on one of the liste~ reports. 

o The Docket Book should be audited daily by the 
dispatcher to ensure that all appropriate 
incidents have been formally reported and that 
proper reports have been completed and submitted,. 

4.1.2 Offense Report 

• The Offense Report should be completed on all 
criminal offenses that come to the attention 
of the police (except those violations disposed 
of by means of a citation) regardless of the 
value of property taken, extent of injury, or 
likelihood of successful prosecution. Used only 
for offenses. 

• Case NUmbers should be assigned as described in 
Section 4.1.1. 

a> The original should be filed by Case Nwnber in 
the Primary File. 

• The number of additional copies and distribution 
should be determined by department needs, such as: 

Chief of Police. 

Arrest Package (attached to copy of 
related arrest report). 

Officer's information file. 

Related reports should be cross­
referenced in body of report. 

• Index File 

Master Name File (Victim) -- Filed 
alphabetically. One alphabetical 
index should be used for all types 
of incidents. All incidents concerning 
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a single person should be listed on 
a s~gle card rather than using a 
separate card fo£ each. type of incident. 

o The present system of sUDdi~iding reports into 36 
categories should be discontinu·ed. All reports, 
regardless of type of incident, should be filed 
in a single Primary File by Case Number. This 
applies to offenses, noncriminal reported incidents, 
traffic accidents, arrests, and the like. 

4.1.3 Miscellaneous Incident Report 

~ This should be used to report actions of officers 
or situations not reported on Offense, Tr,affic 
Accident, Vehicle, or Arrest Reports. The ge~eral 
purpose of this report is to officially report 
situations of importance to the Department, wherein 
no actual criminal violation is involved. Some 
examples of these situations are: 

Injured person aided. 

Missing person. 

Animal destroyed. 

Dangerous excavation. 

Lost property reported. 

If A Case Number should be assigned as described 
in Section 4.1.1. 

• The original should be filed by Case Number 
in the· Primary File. 

• The number of additional copies and distribution 
should be determined by department needs, as 
described in Section 4.1.2. 

Related reports should be cross­
referenced in the body of the report. 

• Index File 

.Master Name File -- Should include 
victim and/or person involved, filed 
alphabetically. 
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4.1.4 

4.1.5 

4.1.6 

Supplemental Report 

~ The Supplemental Report should be used: 

As a continuation for any other 
report. 

To add additional information to a 
previously reported incident. 

To record p~ogress of a continuing 
investigation. 

• It should bear the same Case Number as 
the original report. 

• The distribution should be the same as 
the original report, and the Supplemental 
Report should be attached to original 
report in files. 

• Changes to index cards previously prepared may 
result from the Supplemental Reports. 

Traffic Accident Report 

~ This report should be for all traffic accidents 
occurring on the highway (except those with only 
minor damage) and all private property accidents 
involving death, injury, or a violation of law. 

o A Case Number should be assigned as in Section 4.1.1. 

• The original should be filed by Case Number in the 
Primary File. 

• The number of additional copies and distribution 
should be determined by department needs, as in 
Section 4. 1. 2 . 

• Index File 

}laster Name File -- Should contain 
parties to the accident and persons 
killed or injured., filed alphabetically. 

Property Ledger 

• This ledger should be maintained to provide control of 
property; to allow for swift, accurate inventory; and 
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4.1. 7 

, 

to serve as a chronol.ogical cross-Teference 
to property in nepartment custody. 

• Eac~ item of property booked should be entered, 
and appropriate notations made reg3.rding the 
Case Nl~ber, Date Booked, Person Booked To, 
bin or shelf number used for storage, and details 
of release. 

All evidence should be booked to the 
arrestee, victim, or the officer 
finding, in that order. If the case 
involves only found property, the 
property should be booked to the actual 
finder. 

• A Case Number should be assigned as described in 
Section 4.1.1, unless a related Case Number for a 
report has been assigned. 

e Property should be described in related reports. 

• Index File 

Mas.ter . Name File -- Should include 
person "Booked To," filed alphabetically. 

• A Property Ta.g bearing the Case Number 
should be attached to each item of property. 

Arrest Report 

• This report should be used to record identifying 
information and details of the arrest of all 
persons taken into custody and booked into the 
Jail system. This report serves as permanent 
record of the officer's actions, arrestee's 
statements and actions, and other arrest details. 

• All arrests should be entered in the Docket Book 
and assigned a. Case Number, unless a related Case 
Number for a report has already been assigned. 

• The original should be filed permanently in the 
arrestee's Arrest Package, along with photographs 
and other arrest-related documents. . 

Arrest Packages should be filed 
alphabetically by the Arrestee's 
name. 
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4.1.8 

Offense report, if 'ant, should be 
attached. 

~ The number of additional copies and distribution 
should be determined by Department needs. 

Chief of Police. 

Officer's information file. 

• Index File 

- .Master Name File -- Filed alphabetically. 

• For nontraffic ,.cases where -a citation is ~ssued in 
lieu of arrest, the citation should be stapled to a 
blank Arrest Report and processed in the same manner 
as physical arrests. 

Uniform Traffic Citation 

• The form should be used for traffic offenses other 
than those involving physical arrest. 

" Distribution should be ,LS indicated by citation 
copies'. 

Court. 

Violator. 

Department Citation File, filed alphabeti­
cally by violator's name for approximately 
3 years, then destroyed. 

• State computer files of traffic violator histories 
generally make department index files of such infor­
mation time consuming, limited in scope, and unnecessary. 
Therefore, it is recommended that such information not 
be entered in arrest files or the Master Name File. In 
the event that efficient State computer service is un­
available, entry on the Master Name Card is a more 
satisfactory solution than the creation of a separate 
file. Even so, the value of such information is question­
able in terms of the clerical work necessary. 
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4.1.9 

4.1.10 

4.1.11 

Parking Citations 

• Two types of citation forms should be used: 

Combined nonmeter parking and 
sweeping violations. 

Meter parking violations. 

Only the violator's copy should 
differ from the form used for 
nonmeter parking and sweeping 
violations. This copy should 
be an envelope. 

• All citations of these types should b~ filed 
together by date of issuance until paid, and 
then by citation number. 

Field Intervie\v Report 

• The Field Interview Report is a 3- by S-inch 
card used to report for possible future investi­
gative purpose suspicious persons against whom 
there is no specific charge, or persons warned 
reg.arding certain prohibited conduct. 

• The report should be completed in duplicate: 
One copy filed alphabetically by name and 
one by location of intervie\v. 

• Because of the specific investigative purposes 
of this form, it should be filed separately 
and distinctly from the Primary File. 

Vehicle Report 

• This is used to report and identify stolen, 
recovered, and impounded vehicles. 

~ A Case Number should be assigned as described 
in Section 4.1.1. (Recovered vehicles should 
bear stolen Case Number if stolen locally.) 

.. The original should be filed as follows: 

Recovered Vehicles -- If stolen 
locally, flle attached to related 
stol-en report,' othel'wise by Case 
Number in Primary File. 
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. 
Stolen and/or Impounded Vehicles --
Filed by Case Nwnber in Primary File. 

e Attach NCIC Vehicle Report format, when used, to 
original of Vehicle Report in Primary File. 

~ The nwnber of additional copies and distribution 
should be determined by department needs. 

Impound Garage. 

• Index Files 

Master Name File -- Filed alphabetically 
by owner's name and include license 
number on car. 

Stolen and Impounded File -- Filed by 
license number. 

4.1.12 Records Checkout 

o Original records removed from the file should be 
identified by substituting a brightly colored 
card of similar size that bears the following 
information, 

Incident Nwnber. 

Officer. 

Date removed. 

Purpose. 

Date returned. 

Record clerk's initials (or number), 

4.1.13 Cell Record 

• Thi~ should be abolished; however, if retained, 
it should be filed in the Arrest Package. 

4.1.14 Files, Indices, and Ledgers 

o Files 

Primary File -- Contains all police incidents 
requiring a report; filed by Case Number. 
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}\rrest Package r- Contains all arrest­
related paperwork concerning a particular 
person; includes nontraffic citations; 
filed alphabetically. 

Traffic citations -- Department copy filed 
by violator's name. 

Parking, Meter and Sweeping Citations -­
Filed together by date issued until paid, 
then by number. 

• Indices 

Master Name File -- Filed alphabetically, 
cross-referenced numerically to Primary 
File and Docket Book. . 

Field Interviews -- Filed alphabetically. 

Field Interview Copy -- Filed by location. 

Stolen and Impounded Vehicle File -­
Filed by license number. 

E) Ledgers 

Docket Book -- Contains all police incidents 
requiring a formal report, serially numbered. 

Property Ledger -- Contains listing of all 
property accepted into.Departmentc¥stody. 

4.2 Clairton City -- Proposed Records System 

4.2.1 Incident Ledger 

o This Ledger serves as the primary agency record 
of reported field incidents, a report audit source, 
and a chronological cross £ile to all reports. 
Entries are sequentially numbered. 

o Upon completion of an Offense Report, Miscellaneous 
Incident Report, Traffic Accident Report, or 
Vehicle Report, the reporting officer should obtain 
an Incident Number from the person maintaining the 
Incident Ledger. 

R-76-125 
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4.2.2 

Multiple incidents arlsmg from the 
same occurrence require only one 
number. 

Incidents not falling in the categories 
specifically listed should not be 
assigned a number from this Ledger. All 
numbered incidents require completion of 
one or more of the listed reports. 

o Appropriate identifying information should be entered 
in the Incident Ledger. 

Date and time of occurrence. 

Type of occurrence. 

Location. 

Victim, if any. 

Officer reporting. 

Related reports under this Incident Number . 
. 

I> Incident Ntilllbers are preceded by the last t\vO digits 
of the current year: 76-1378. 

o Traffic Accident Report Numbers may be preceded by 
the letter "T" if desired: T-76-1379. 

Radio Call Card 

G This form is a 3- by 5-inch prenumbered card used 
by the dispatcher to record all calls for police 
services. It should also be completed by the 
dispatcher when field personnel initiate action 
independently of a radio-assigned call. 

Serves as a record of all incidents 
requiring the dispatch of a police 
unit and/or incidents initiated by 
the unit. 

Serves as a record of the location 
of a unit while the unit is out of 
service. 
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4.2.3 

Serves as a daily audit device to 
ensure completion of appropriate 
reports related to a particular 
incident. 

Serves as the basis for compiling 
the Daily Report . 

., The form should be designed to enable the dispatcher 
to record as much information as possible by checking 
appropriate boxes. Use of a time-stamp machine to 
record times of receipt, dispatch, unit arrival, and 
completion expedites filling in the Card. . . 

. 
o Disposition of the call is not essential to the com-

pletion of the Radio Call Card. Disposition informa­
tion is r~corded in the Officer's Daily Activity Report. 

" Filed numerically. 

This number is not cross-referenced to 
other numbers assigned to reports. The 
sole purpose is to facilitate fi~ing. 

Daily Report 

o This report should be maintained at the desk as a 
running log of field activities. Its primary intent 
should be to brief the Chief of Police and other 
personnel on matters of interest. 

o Each report should cover a 24-hour period and should 
be filed by date. 

• The report should contain all incidents of major 
police interest that occur during the designated 
24-hour period. 

Routine radio transmissions and minor 
matters should not be included. 

The primary source of information is 
selected Radio Call Cards. However, 
incidents that should be included in 
the Daily Report but not as routinely 
come to the attention of the person 
maintaining it must be reported for 
inclusion by the officer handling the 
incident (for example, detective arrest 
or cumpletion of an Offense Report not 
resulting from a radio transmission) . 
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£} Entry should include Time of Occurrence, 
Type of Occurrence, Location, Officer or 
Unit Assigned, and Disposition. 

g All incidents of police interest that have an 
Incident and/or Arrest Number should be identified 
in the Daily Report by including the Incident 
Number in the Disposition column. 

o Pertinent information should be presented at roll 
call to personnel coming on duty. 

__ The Daily Report should be audited daily by desk 
personnel to ensure that all appropriate incidents 
have been formally reported and that proper reports 
have been completed and submitted. ' 

4.2.4 Offense Report 

• The Offense Report should be completed for all 
criminal offenses that come to the attention of 
the police (except those traffic violations disposed 
of by means of a traffic citation) regardless of the 
value of property taken, extent of injury, or likeli­
hood of successful prosecution. 

o Incident Numbers should be assigned as described in 
Section 4.2.1. 

o The original should be filed by Incident Number in 
the Primary File. 

• The number of additional copies and distribution 
should be determined by department needs, such as: 

Chief of Police. 

Detective DivisiQn. 

Arrest Package (attached to copy of 
related arrest report). 

Officer's information file. 

~ Index File 

l>laster Name File (Victim) -- Filed 
alphabetically. 

R-76-125 
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4.2.5 

4.2.6 

Miscellaneous Incident Report 

o TIlis should be used to report actions of officers 
or situations not reported on Offense, Traffic 
Accident, or Vehicle Reports. The general purpose 
of this report is to officially report situations 
of importance to the Department, wherein no actual 
criminal violation is involved. Some examples of 
these situations are: 

Injured person aided. 

Missing person. 

Animal destroyed. 

Dangerous excavation. 

Lost property reported. 

Dead Body. 

~ An Incident Number should be assigned as described 
in Section 4.2.1. 

o The original should be £iled by Incident Number in 
the Primary File. 

• The number of additional copies and distribution 
should be determined by department needs, as 
indicated in Section 4.2.4. 

Relat.ed reports should be cross-referenced 
in the body of the report. 

~ Index File 

Master N.ame File -- :Filed by name of victim 
and/or person involved, alphabetically. 

Supplemental Report 

• The Supplemental Report should be used: 

As a continuation for any other 
report. 

To add additional information to 
a previously reported incident. 
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To record proJ;ress of a continuing 
investigation. 

a It should bear the same Incident Number as the 
original report. 

• The distribution should be the same as the original 
report, and the Supplemental Report should be 
attached to original report in files. 

• Changes to index cards previously prepared may 
result from the ,Supplemental Reports. 

f! Where volume is low, this ferm may be combined with 
the Offense Report if suitably identi~ied as a 
supplemental or followup report. 

4.2.7 Traffic Accident Report 

c This report should be completed for all traffic 
accidents occurring on the highway (except those with 
only minor damage) and all private property accidents 
involving death, injury, or a violation of law. 

~ An Incident Number should be assigned as in 
Section 4.2.1. 

• The original should be filed by Incident Number 
in the Primary File. 

@ The number of additional copies and distribution 
should be determined by department needs, as indicated 
in Section 4.2.4. 

o Index Files 

Master Name File -- Should include names 
of parties to the accident and persons 
killed or injured, filed alphabetically. 

Location File -- Filed by street address 
or other identifying factors, by date. 

4.2.8 Property Ledger 

e This ledger should be maintained to provide control 
of property; to a11O\" for swift, accurate inventory; 
and to serve as a chronological cross-reference to 
property in Department custody. 
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III Each item of proper'ty booked should be entered, 
and appropriate notations made regarding the 
Incident Number, Date Booked, Person Booked To, 
bin or shelf number used for storage, and details 
of release. 

All evidence should be booked to the 
arrestee, victim, or the officer finding, 
in that order. If the case involves 
only found property, the property should 
be booked to the actual finder. 

o An Incident Number should be assigned as described 
in Section 4.2.1, unless a related Incident Number 
for a report has been assigned. 

• Property should be described in related reports. 

• Index File 

Master Name File -- Should include person 
IlBooked to,1l filed alphabetically. 

• A Property Tag bearing the Incident Number should 
be attached to each item of property. 

4.2.9 Arrest Report 

., This report should be used to record identifying 
information and details of the arrest of all 
persons taken into custody and booked into the 
Jail system. This report serve:; !'is permanent 
record of the officer's actions, arrestee's state­
ments and actions, and other arrest details. 

9 All arrests should be entered in an Arrest Ledger 
using the next booking number. 

~ The original should be filed in the arrestee's 
permanent Arrest Package, along with photographs, 
fingerprints, and oth'er arrest-related documents. 

Arrest Packages should b~ laintained at 
the desk, filed alphabetically by the 
arrestee I s name. 

Offense reports, if any, should be attached. 
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o The nwnber of additional copies and distribution 
should be determined by deparbnent needs. 

Chief of Police. 

Detective Division. 

Officer's information file. 

fJ Index File 

Master Name File -- Filed alphabetically. 

" For nontraffic cases, where a citation ;is issued in 
lieu of arrest, the citation should be stapled to a 
blank Arrest Report and processed in the same manner 
as physical arrests. 

4.2.10 Arrest Ledger 

o The Arrest Ledger should serve as the primary 
chronological record of all arrests made by 
the Department, and booking into the Jail system 
of prisoners arrested by other agencies. 

- -It should include date, time, charge, 
name, location of arrest, arresting 
officer, and disposition. 

Use of a separate booking nwnber for . 
each arrest is recow~ended. 

Each January 1, the numbering sequence 
should start with number 1 followed by 
the last two digits of the year (e.g., 
the first arrest in 1978 would be 1-78, 
the second arrest would be 2-78). This 
would provide a stable numbering system 
and at the same time would provide 
instant information about the number of 
persons booked during the current year. 

e The Arrest Ledger should be kept at the desk. 

4.2.11 Uniform Traffic Citation 

,. This form should be used for traffic offenses other 
than those involving physical arrest. 
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4.2.12 

4.2.13 

~ The distribution should be as indica'ted by 
citation copies. 

Court. 

Violator. 

Officer's Copy, filed alphabetically 
by officer's name until trial is 
completed, then ' (this copy 
is optional). 

Department Citation File, filed 
alphabetically by violator's name 
for approximately 3 years, then 
destroyed. 

c State computer files of traffic violator histories 
generally make department index files of such informa­
tion time consuming, limited in scope, and unnecessary. 
It is, therefore, recommended that such information 
should not be entered in arrest files or the :Master 
Name File. In the event that efficient State computer 
service is unavailable, entry on the Master Name Card 
is a more satisfactory solution than the creation of 
a s'eparate file. Even so, the value of such informa­
tion is questionable in terms of the clerical work 
necessary. 

Field Interview Report 

o The Field Interview Report is a 3- by 5-inch card 
used to report suspicious persons against whom 
there is no specific charge or persons warned 
regarding certain prohibited conduct for possible 
future investigative purposes, 

~ The report should be completed in duplicate: One 
copy filed alphabetically by name and one by 
location of interview. 

~ Because of the specific investigative purposes of this 
form, it should be filed separately and distinctly 
from the Primary and Traffic Accident Location Files. 

Vehicle Report 

• This is used to report and identify stolen, recovered, 
and impounded vehicles. 

R-76-l25 
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4.2.14 

I) An Incident Number should be assigned as described 
in Section 4.2.1. (Recovered vehicles should bear 
stolen Incident Number, if stolen locally.) 

• 111e original should be filed as follows: 

Recovered Vehicles -- If stolen 
locally, file attached to related 
stolen report, other.vise by Incident 
Number in Primary File. 

Stolen and/or Impounded Vehicles -­
Filed by Incident Number in Primary File. 

• The number of additional copies and distribytion 
should be determined by Department needs. 

Detective. 

Impound Garage. 

• Index Files 

- Master Name FiJ~ -- Filed alpha­
betically by owner's name and include 
.license number on car. 

Stolen and Impounded File -- Filed by 
license number. 

Officer's Daily Report 

• 111e OfficE":r's Daily Report is vital to effective 
operations. Therefore, it should be completed by 
field officers. The report does the following: 

Contains details and dispositions of 
all activities occurring during the 
tour of duty, including those minor 
incidents that are not the subject 
of a formal report and are not included 
in the Daily Report or the Incident 
Ledger. 

Provides a record of the daily accomplish­
ments of each officer for supervisory as 
well as statistical purposes. 

Provides a record for measurement of 
workload factors . 

. R-76-125 
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(i) Provides a source of data for manpm.ver usage, 
budget requests, response to public inquiries, 
and the like. 

o Provides a safeguard for field personnel against 
unjust accusations. 

e The Report should be filed by officer's name, by 
date. 

4.2.15 Supervisor's Daily Report (Optional) 

If selected, this Report should be completed by fidd supervisors. 
The Report would provide a resume of activities of duty'tour on personnel 
and c!'iminal matters, as well as other police problems . 

• . The Report should be filed by supervisor's name, 
by date. 

4.2.16 Reco~ds Checkout 

9 Original records removed from the file should 
be identified by substituting a brightly 
colored card of similar size that bears the 
following information: 

Incident number. 

Officer. 

Date removed. 

Purpose. 

Date returned. 

Record clerk's initials (or number). 

4.2.17 Files, Indi.ces, and Ledgers 

• Files 

Primary File -- Contains all police 
incidents requiring a report; filed 
by Incident Number. 

R-76-125 
4-20 

" 

, .... - ...... 



Arrest Package Contains all arrest-
related papeT\'lOrk covering a particular 
person; includes nontraffic citations; 
filed alphaoetically. 

Traffic Cjtation -- Officer's copy by 
officer's name pending trial, then 
destroyed (this copy is optional). 

Traffic Citation -- Department copy filed 
by violator's name. 

Daily Report -- Filed chronologically. 

Officer's Daily Report -- Filed by date • 
by officer's name. 

• Indices 

Master Name File -- Filed alphabetically, 
cross-referenced numerically to Primary 
File and Incident Ledger. 

Field Interview -- Filed alphabetically, 
by location. 

Traffic Accident -- Filed by location. 

Radio Call Card -- Filed numerically. 

Stolen and Impounded Vehicle File -­
Filed by license number. 

01 Ledgers 

Property Ledger -- Contains listing of all 
property accepted into Department custody. 

Arrest Ledger -- Chronological listing of 
all persons arrested, with assigned Arrest 
Number. 

Incident Ledger -- Primary agency record 
of reported field incidents. 
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4.3 

4 . .3.1 

4.3.2 

Scott To\'lllship Proposed Records System 

Incident Ledger 

~ This ledger serves as the primary agency record 
of reported field incidents, a report audit sources, 
and a chronological cross-file to all reports. 
Entries are sequentially numbered. 

o Upon completion of an Offense Report, ~1iscellaneous 
Incident Report, Traffic Accident Report, Property 
Report, or Vehicle Report, the reporting officer 
should obtain an Incident Number from the person 
maintaining the Incident Ledger. 

Multiple incidents arising from the 
same occurrence require only one nwnber. 

Incidents not falling in the categories 
specifically listed should not be assigned 
a number from this Ledger. All numbered 
incidents require completion of one or more 
of the listed reports. 

iii Appropriate identifying information should be entered 
in the Incident Ledger. 

Date and time of occurrence. 

Type of occurrence. 

Location. 

Victim, if any. 

Officer reporting. 

Related reports under this Incident Number. 

• Incident Numbers are preceded by the last two digits of 
the current year: 76-1378. 

• Traffic Accident Report Nwnbers may be preceded by the 
letter "T" if desired: T-76-1379. 

Complaint Form 

• This form is a .3- by 5-inch prenumbered card used by 
the desk officer to record all calls for police services. 
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It should also be completed by the desk officer 
when field personnel initiate action independently 
of a radio-ass,igned call. 

Serves as a record of all incidents 
requiring the dispatch of a police 
unit and/or incidents initiated by 
the unit. 

Serves as .. a record of the location 
of a unit \vhile the unit is out of 
service. 

Serves as a daily audit device to 
ensure completion of appropriate 
reports related to a particular 
incident. 

Serves as the basis for compiling 
the Daily Report. 

o The form should be designed to enable the desk officer 
to record as much information as possible by checking 
approp:r'iate boxes. Use of a time-stamp machine to . 
record times of receipt, dispatch, unit arrival, and 
completion expedites filling in the form. 

e Disposition of the call is not essential to the completion 
of the Complaint Form. Disposition information is 
recorded in the Officer's Daily Activity Report. 

o Filed numerically. 

This number is not cross-referenced 
to other numbers assigned to reports. 
The sole purpose is to facilitate filing. 

4.3.3 Daily Report 

o This Report should be maintained at the desk as a running 
log of field activities. Its primary intent should be 'to 
brief the Chief of Police and other personnel on matters 
of interest. 

o Each report should cover a 24-hour period and should be 
filed by date. 
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o The Report should contain all incidents of major 
police interest that occur during the designated 
24-hour period. . 

Routine radio transmissions and minor 
matters should not be included. 

The primary source of information is 
selected Complaint Forms. However, 
incidents that should be included in 
the Daily Report but do not routinely 
come to the attention of the person 
maintaining it must be reported for 
inclusion by the officer handling the 
incident (for example, detective arrest 
or completion of an Offense Report not 
resulting from a radio transmission.) 

o Entry should include Time of Occurrence, Type of 
Occurrence, Location, Officer or Unit Assigned, and 
Disposition. 

o All incidents of police interest that have an Incident 
Number and/or Arrest Number should be identified in 
the Daily Report by including the Incident Number in 
the Disposition column. 

~ Pertinent information should be presented at roll 
call to personnel coming on duty. 

• The Daily Report should be audited daily to ensure that 
all appropriate incidents have been formally reported 
and that proper reports have been completed and submitted. 

4.3.4 Offense Report 

~ TI1e Offense Report should be for all criminal offenses 
that come to the attention of the police (except those 
traffic violations disposed of by means of a traffic 
citation) regardless of the value of property taken, 
extent of injury, or likelihood of successful prosecution. 

G Incident Numbers should be assigned as described in 
Section 4.3.1. 

Q The original should be filed by Incident Number in 
the Primary File. 
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f!} The number of additional copies and distribution 
should be determined by Department needs, such as: 

Chief of Police. 

Detective Division. 

Arrest Package (attached to copy 
of connected arrest report) . 

Officer's information file. 

o Related reports should be cross referenced in body 
of report. 

G Index File 

Master Name File (Victim) 
Filed alphabetically. 

4.3.5 Miscellaneous Incident Report 

_ This should be used to report actions of officers or 
situations not reported on Offense, Traffic Accident, 
Vehicle or Property Reports. The general purpose of 
this report is to officially report situations of 
importance to the Department, wherein no actual criminal 
violation is involved. Some examples of these situations 
are: 

Injured person aided. 

Missing person. 

Animal destroyed. 

Dangerous excavation. 

Lost property reported. 

Death (noncriminal). 

@ An Incident Number should be assigned as described in 
Section 4.3. 1. 

• The original should be filed by Incident Number in the 
Primary File. 
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o The nwnber of additional copies and distribution 
should be determined hy department needs, as 
indicated in Section 4.3.4. 

Related reports should be cross­
referenced in body of report. 

~ Index File 

- J'.'laster Name 'File -- Filed by name 
of victim and/or person involved, 
alphabetically. 

4.3.6 Supplemental Report 

o The Supplemental Report should be used: 

As a continuation for any other report. 

To add additional information to a 
previously reported incident. 

To record progress of a continuing 
investigation. 

c It should bear the same Incident_ Number-as t~e.>:"',.::.." 
original report. 

The distribution should be the same as the original 
o report, and the Supplemental Report should be 

attached to original report in files. 

~ Changes to index cards previously prepared may result 
from the Supplemental Report. 

~ Where volume is 1m'!, this form may be combined \'lith 
the Offense Report if suitably identified as a 
supplemental or follmvup report. 

4.3.7 Traffic Accident Report 

o This Report should be completed for all traffic accidents 
occurring on the highway (except those with only minor 
damage) and all private property accidents involving 
death, injury, or a violation of law. 

• An Incident Number should be assigned as in Section 4.3.1. 

II) The original should be filed by Incident Number in the 
Primary File. 
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~ Th.e number of additional copies. and distribution 
determined oy Department needs 1 as indicated in 
Section 4.3.4. 

o Index Files 

- .Master Name File -- Should include 
names of parties to the accident 
and persons killed or injured, filed 
alphabetically. 

Location File -- Filed by street 
address or other identifying factors, 
by date. 

4.3.8 Property Ledger 

ct This ledger should be maintained to provide control 
of property; to allow for swift, accurate inventory; 
and to serve as a chronological cross-reference to 
property in Department custody. 

o Each item of property booked should be entered, and 
appropriate notations made regarding the Incident 
Number, Date Booked, Person Booked To, bin or shelf 
number used for storage, and details of release. 

All evidence should be booked to the 
arrestee, victim, or the officer finding, 
in that order. If the case involves only 
f01.md property, the property should be 
booked to the actual finder. 

4.3.9 Property Report 

o The Property Report should be used to record all 
receipts of property into department custody. 

Evidence. 

Found Property. 

Safekeeping. 

ct An exception is the receipt for a prisoner's personal 
property. 

• Incident Numbers should be ass.igned as described in 
Section 4.3.1. 
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• The original should he filed by Incident Numher 
in the' Primary File. ' 

• The number of copies and distribution should be 
deternQned by department needs: 

One copy should accompany the property. 

Detective Division. 

Arrest Package, if related to an arrest. 

Officer's information file. 

• Property should be described in related reports. 

II Index Fil e 

Master NaJIle File -- Filed by "booked to," 
alphabetically. 

g A Property Tag bearing the concerned Incident Number 
should be attached tOo each item of property. 

4.3.10 Arrest Report 

~ This should be used to record identifying information 
and details of the arrest of all persons taken into 
custody and booked into the Jail system. This report 
serves as permanent record of the officer's actions, 
arrestee's statements and actions, and other arrest 
details. 

o All arrests should be entered in an Arrest Ledger 
usi,ng the next booking number. 

The booking number should be listed 
in other related reports for cross­
reference purposes. 

~ The original should be filed in the arrestee's 
permanent Arrest Package, along with photographs, 
fi;ngerprints, and other arrest related documents. 

Arrest Packages should be maintained 
in the office, filed alphabetically. 

Offense reports, if any, should be 
attached. 
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• The number of additional copies and distribution 
should be deter~ned by department needs. 

Chief of police. 

Detective Division. 

Officer's information ,file. 

• Index Files 

_ :Master Name File -- Filed alphabetically. 

{9 For nontraffic cases, where a citation is issued in 
lieu of arrest, the citation should be stapled to a 
blank Arrest Report and processed in the same manner 
as physical arrests. 

4.3.11 Arrest Ledger 

~ The Arrest Ledger should serve as the primary 
chronological record of all arrests made by the 
Department, and booking into the Jail system of 
prisoners arrested by other ~gencies. 

It should include date, time, charge, 
name, location of arrest, arresting 
officer, and disposition. 

Use of a separate booking number for 
each arrest is recommended. 

o Each January 1, the numbering sequence should start 
with number 1 follO\ved by the last two digits of the 
year (e. g., the first arrest in 1978 would be 1-78, 
the second arrest \vould be 2-78). This would provide 
a stable numbering system and at the same time would 
provide instant ·information about the number of persons 
booked during the current year. 

The Arrest Ledger should be kept at the desk. 

4.3.12 Uniform Traffic Citation 

o This form should be used for traffic offenses other than 
those involving physical arrest. 

" The distribution should be as indicated by citation 
copies. 

Court. 
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Violator. 

Officer's Copy, filed alphabetically 
by officer's name until trial is 
completed, then destroyed (this copy 
optional). 

County. 

- Department Citation File, filed alpha­
betically by violator's name for 
appro~imately 3 years, then destroyed. 

Parking Citations should be filed 
separately, for 6 months. 

~ State computer files of traffic violator histories 
generally make department index files of such information 
time conswning, limited in scope, and unnecessary. It 
is, therefore, recommended that such information should 
not be entered in arrest files or the Naster Name File. 
In the event that efficient State computer service is 
unavailable, entry on the 1vlaster Name Card is a more 
satisfactory solution than the creation of a separate 
file. Even so, the value of such information is question­
able in terms of the clerical work necessary. 

4.3.13 Field Interview Report 

o The Field Interview Report is a 3- by 5- inch card 
used to report for possible future investigative 
purposes suspicious persons against whom there is 
no specific charge or persons warned regarding certain 
prohibited conduct. 

• The report should be completed in duplicate: One copy 
filed alphabetically by name and one by location of 
interview. 

• Because of the specific investigative purposes of this 
form, it should be filed separately and distinctly from 
the Primary and Traffic Accident Location Files. 

4.3.14 Vehicle Report 

o This is used to report and identify stolen, recovered, 
and impounded vehicles. 
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4.3.15 

a An Incident Number sho~ld.he assigned as descrihed 
in Section 4.3.1. CF-ecovered vehicle should bear 
stolen Incident Numher, if stolen locally.) 

9 The or.iginal should oe filed as follows: 

Recovered Vehicle -- If stolen locally, 
file attached to related stolen report, 
otheIi'iise by Incident Number in PriJnary 
File. 

• The munber of additional copies and distribution 
should be detennined by Department needs. 

Detective. 

Impound Gar.age. 

• Index Files 

- Master Name File -- Filed alphabetically 
by owner's name and include license 
number on car. 

Stolen and Impounded File -- Filed 
by-license number. 

Officer's Daily Report 

o The Officer's Daily Report is vital to effective 
operations. Therefore, it should be completed by 
field officers. The Report does the following: 

Contains details and dispositions of 
all activities occurring during the 
tour of duty, including those minor 
incidents t~at are not the subject 
of a formal report and are not 
included in the Daily Report or the 
Incident Ledger. 

Provides a record of the daily accomplish­
ments of each officer for supervisory as 
well as statistical purposes. 

Provides a record for measurement of 
workload factors. 
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4.3.16 

4.3.17 

4.3.18 

Provides a source of data for manpower 
utilization, budget requests, response 
to public inqulries, and the like. 

Provides a safeguard for field personnel 
,against unjust' accusations. 

• The Report should be filed by officer's name, by date. 

Supervisor's Daily Report (Optional) 

• If selected, this Report should be completed by field 
supervisors. The Report \-!Quld pTovide a resume of 
activities of duty tour on personnel and criminal. 
matters, as well as other police problems.' 

o The Report should be filed by supervisor's name, by 
date. 

Records Checkout 

o Original records removed from the file should be 
identified by substituting a brightly colored card 
of similar size that bears thefollm'ling information: 

Incident Number. 

Officer. 

Date removed. 

Purpose. 

Date returned. 

Record clerk's initials (or number). 

Files, Indices, and Ledgers 

• Files 

Primary File -- Contains all police incidents 
requiring a report; filed by Incident Number. 

Arrest Package -- Contains all arrest-related 
paperwork concerning a particular person; 
includes nontraffic citation; filed alphabetically. 
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Traffic Citation -- Officer's copy by 
officer's name pending trial, then 
destroyed (this copr optional); depart­
ment copy filed bYYiolator's name. 

Parking Citation -- By violator's name 
for 6 mont~s, then destroYEd. 

Daily Report -- Filed chronologically. 

Officer's Daily Report -- Filed by date 
by officer's name. 

• Indices 

- Master Name File -- Filed alphabetically; 
cross-referenced numerically to Primary 
File, Incident Le.dger, and Arrest Ledger. 

Field Interviews -- Filed alphabetically, 
by location. 

Traffic Accident -- Filed by location. 

Complaint Forms -- Filed numerically. 

Stolen and Impounded Vehicle File -­
Filed by license number. 

o Ledgers 

Property Ledger -- Contains listing of 
all property accepted in Department custody. 

Arrest Ledger -- Chronological listing of 
all persons arrested, with a.ssigned Arrest 
Number. 

Incident Ledger '-- Serves as the primary 
agency record of reported field incidents. 
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The following is a Jnodel Basic Records System that could be 

modified to meet the recordkeeping needs of most police agencies. 
Samples of recommended forms are attached as Appendix B. 

1. Incident Ledger 

• This ledger serves as the primary agency record 
of reported field incidents, a report audit 
source, and a chronological crossfile to all 
reports. Entries are sequentially numbered. 

• Upon completion of an Offense Report, Miscel­
laneous Incident Report, Traffic Accident 
Report, Property Report, or Vehicle Report, 
the reporting officer should obtain an 
Incident Number from the person maintaining 
the Incident Ledger. 

Multiple incidents arlslng from the 
same occurrence require only one 
number. 

Incidents not falling in the categories 
specifically listed should not be 
assigned a number from this Ledger. 
All numbered incidents require completion 
of one or more of the listed reports. 

• Appropriate identifying information should be entered 
in the Incident Ledger. 

Date and time of occurrence. 

Type of occurrence. 

Location. 

Victim, i£ any. 

Of£icer report~ng. 

Related reports under this 
Incident Number. 

• Incident Numbers are preceded by the last two digits 
of the current year: 76-1378. 

• Traffic Accident Report Numbers may be preceded by the 
letter IITII if desired: T-76-1379. 
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2. Radio Call Card 

G This form is a 3- by 5-inch prenumber card used by 
the dispatcher to record all calls for police 
services. It should also be completed by the dis­
patcher when field personnel initiate action inde­
pendently of a radio-assigned call. 

Serves as a record of all incidents 
requiring the dispatch of a police 
unit and/or incidents initiated by 
the unit. 

Serves as a record of the location 
of a unit while the unit is out of 
service. 

Serves as a daily audit device to 
ensure completion of appropriate 
reports related to a particular 
incident. 

Serves as the basis for compiling 
the Daily Report. 

• The form should be designed to enable the dispatcher 
to record a3 much information as possible by checking 
appropriate boxes. Use of a time-stamp machine to 
record times of recejpt, dispatch, unit arrival, and 
completion expedites" filling in the Card. 

• Disposition of the call is not essential to the completion 
of the Radio Call Card. Disposition information is 
recorded in the Officer'S Daily Activity Report. 

• Filed numerically. 

- -'''"This number is not cross-referenced 
to other numbers assigned to reports. 
The sole purpose is to facilitate 
filing. 

It Where volume is very low, the Incident Ledger may suffice 
for Radio Call Cards. If the two types of information 
are recorded on one form, care must be taken to ensure 
that Incident Numbers are assigned only to those entries 
requiring reporting on one of the listed reports. Another 
possibility is use of a so-called FCC Log to record all 
transmissions. Since Federal Communications Commission 
records require only signatures of dispatchers on each 
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shift and equipment repairmen when repair or 
maintenance is necessary, a very simple form 
containing only this information suffices for 
an FCC Log. However, if all transmissions 
are included, the Log may serve as a combined 
record of the Incident Ledger and Radio Call 
Card, or as a combination of only Radio Call 
Card information and those signatures required 
by FCC, or of all three. It should be stressed 
that this is practical only when radio traffic 
is of low volume. 

3. Daily Report 

8 The Daily Report should be maintained at the 
Communications Office as a running log of field 
activities. Its primary intent is to brief the 
Chief of Police and other personnel on matters 
of interest. 

e The Report should cover a 24-hour period and 
should be filed by date. 

8 The Report should contain all incidents of major 
polic~ interest that occur during the designated 
24-hour period. 

Routine radio transmissions and 
minor matters should not be included. 

The primary source of information is 
selected Radio Call Cards. However, 
incidents that should be included in 
the Daily Report but do not routinely 
come to the attention of the person 
maintaining it must be reported for 
inclusion by the officer handling the 
incident (for example, detective arrest 
or completion of an Offense Report not 
resulting from a radio transmission). 

• Entry should include Time of Occurrence, Type of 
Occurrence, Location, Officer or Unit assigned, and 
Disposition. 

• All incidents of police interest that have an Incident 
Number andlor Arrest NumbeT should be idenfified in the 
Daily Report by including the Incident Number in the 
Disposition column. 
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o Pertinent information should be presented at 
roll call to personnel coming on duty. 

Q The Daily Report should be audited daily by 
Records personnel to ensure that all appropriate 
incidents have been formally reported and that 
proper reports have been completed and submitted. 

o Where volume is low, the Incident Ledger and the 
Daily Report can also be combined. If these 
forms are combined, care must be taken to ensure 
that Incident Numbers are assigned to only those 
entries requiring reporting on one of the listed 
reports. 

4. Offense Report 

o The Offense Report should be completed for all 
criminal offenses that come to the attention of 
the police (except those traffic violations disposed 
of by means of a traffic citation) regardless of the 
value of property taken, extent of injury, or likeli­
hood of successful prosecution. 

~ An Incident Number should be assigned as described 
in Section 1. 

~ The original should be filed by Inciden!t Number 
in the Primary File. 

Q The number of additional copies and distribution 
should be deterndned by department needs, such as: 

Chief- of Police. 

Detective Division. 

Arrest Package (attached to copy of 
connected arrest report). 

Officer's Information File 

o Related reports should be cross-referenced in body of 
report. 

o Index Fil es 

- Master Name File (victim) -- Filed 
alphabetically. 
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5. 

Location File -- Filed by street 
address or other identifying 
factors, by date. 

Type of Property File -- Filed by 
type of property, by date. 

Type of Incident File -- (Optional File) 
Filed by type of incident, by date. 

Miscellaneous Incident Report 

• This should be used to report actions of officers or 
situations not reported on Offense, Traffic Accident, 
Vehicle, or Property Reports. The general purpose of 
this report is to officially report situations of 
importance to the Department wherein no actual criminal 
violation is involved. Some examples of these situations 
are: 

Injured person aided. 

Missing person. 

Animal destroyed. 

Dangerous excavation. 

Lost property reported. 

o An Incident Number should be assigned as described in 
Section 1. 

o The original should be filed by Incident Number in the 
Primary File. 

@ The number of additional copies and distribution should 
be determined by department needs, as indicated in 
Section 3. 

Related reports should be cross-referenced 
in the body of the report. 

• Index Files 

Master Name File -- Should include names of 
victim and/or person involved, filed alpha­
betically. 
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Location File -- Filed by street address 
or other identify~ng factors, by date. 

Type of Incident File (Optional) 
Filed by type of incident, by date. 

6. Supplemental Report 

o The Supplemental Report should be used: 

As a continuation for any other 
report. 

To add additional information to 
a previously reported incident. 

To record p~ogress of a continuing 
investigation. 

~ The report should bear the same Incident Number as 
the original report. 

a The report shouls have the same distribution as the 
original report in files. 

• Changes to index cards previously prepared may result 
from the Supplemental Reports. 

e Where volume is row, this form may be combined with 
the Offense Report if suitably identified as a 
supplemental or followup report. 

7. Traffic Accident Report 

o This Report should be completed for all traffic 
accidents occurring on the highway (except those 
with only minor damage) and all private property 
accidents involving death, injury or a violation 
of law. . 

• Incident Numbers should be ass.igned as in Section 1. 

~ The original should be filed by Incident Number in 
the Primary File. 

• If separate filing of traffic accidents is mandatory, 
a separate block of numbers from the Incident Ledger 
should be used to preserve the integrity of numbering 
system. 

" The munber of additional copies and distribution should be 
determined by department needs, as indicated in Section 3. 
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~ Index ,Files 

- Naster Name File -- Should include 
names of parties to the accident and 
persons killed or injured; filed 
alphabetically. 

Location File -- Filed by street 
address or other identifying factors, 
by date. 

8. Property Ledger 

8 This ledger should be maintained to provid~ control 
of property; to allow for swift, accurate inventory; 
and to serve as a chronological cross-reference to 
property in Department custody. 

f;) Each item of property booked should be entered, and 
appropriate notations made about the Incident 
Number, Date Booked, Person Booked To, bin or shelf 
number used for storage, and details of release. 

All evidence should be booked to the 
arrestee, victim, or the officer 
finding, in that order. If the case 
involves only found property, the 
property should be booked to the 
actual finder. 

9. Property Report 

9 The Property Report should be used to record all 
receipts of property into Department custody. 

Evidence. 

Found Property. 

Safekeeping . 

• An exception is the receipt for a prisoner's personal 
property. 

o An Incident Ntuuber should be assigned as described in 
Section 1. 

o The original should be filed by Incident Number in 
the Primary File. 
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o The number of copies and distribution should be 
determined by Department needs. 

One copy should accompany the property. 

Detectives Division. 

Arrest Package, if related to an arrest. 

Officer's information file. 

o Property should be described in related reports. 

• Index Files 

Master Name File -- Filed by "booked to, 11 

alphabetically. 

Type of Property File (Optional) 
Filed by type of property, by date. 

• Where property received volume is lm'l, a 3- by 5-inch 
Property Tag attached to the property may suffice for 
the Property Report. A Property Ledger should still 
be maintained, appropriate index cards should be made, 
and property should still be described in related 
reports. 

10. Arrest Report 

o This should be used to record identifying information and 
details of the arrest of all persons taken into custody 
and booked into the Jail system. This report serves as 
permanent record of the officer's actions, arrestee's 
statements and actions, and other arrest details. 

o All arrests should be entered in an Arrest Ledger by 
Department Arrest Number or by the Booking Number if a 
separate Booking Number is used for each arrest. 

The Booking Number should be listed in other 
related reports for cross-reference purposes. 

• The original should be filed in the arrestee's Arrest 
Package, along with photographs, fingerprints, and 
other arrest-related documents. 
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Arrest Packages should be kept in 
the Records Unit, filed by permanent 
Department Arrest Number. 

Offense reports, if any, should be 
attached. 

o The number of additional copies and distribution 
should be determined by Department needs. 

Chief of Police. 

Detective Division. 

Officer's information file. 

" Index Files 

- Master Name File -- Filed alphabetically. 

Location File -- Filed by street address 
or other identifying factors, by date. 

11. Arrest Ledger C'B1otter") 

o The Arrest Ledger should serve as the primary chronological 
record of all arrests Eade by the Department regardless 
of whether the arrestee is incarcerated or released on 
bail or bond. 

Information recorded should include date, 
tim~, charge, name, location of arrest, 
arresting officer, and disposition. 

Use of a separate Booking Number for 
each arrest is recommended. 

o Each January 1, the numbering sequence should start 
with number I followed by the last two digits of the 
year (e.g., the first arrest in 1978 would be 1-78, 
the sec'ond arrest would be 2-78). This ''iould provide 
a stable numbering system and at the same time would 
provide instant information as to the number of 
persons booked during the current year. 

This number should be cross-referenced in 
Department files to a permanent Department 
Arrest Number assigned by Records personnel 
at the time of the first arrest. 
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The Arrest Ledger should be kept 
in. the Jail office. 

12. Uniform Traffic Citation 

• This form should be used for traffic offenses 
other than those involving physical arrest. 

o The distribution should be as indicated by citation 
copies. 

Justice of the Peace. 

Violator. 

Officer's Copy, filed alphabetically 
by officer's name until trial is 
completed, then destroyed. 

Department Citation File, filed 
alphabetically by violator's name 
for approximately 3 years, then 
destroyed. 

o State. computer files of traffic violator histories 
generally make department files of such information 
time consuming, limited in scope, and unnecessary, 
It is, therefore, recommended that such information 
should not be entered in arrest files or the Master 
Name File. In the event that efficient State computer 
service is unavailable, entry on the "Master Name Card 
is a more satisfactory solution than the creation of a 
separate file. 

13. Field IntervieH Report 

8 The Field Interview Report should be a 3- by 5-inch 
card used to report for possible future investigative 
purposes suspicious persons against whom there is no 
specific charge or persons warned regarding certain 
prohibited conduct. . 

III The form should be completed in duplicate: One copy 
filed alphabetically by name and one by location of 
interview. 

• Because of the specific investigative purposes of this 
form, it should be filed separately and distinctly from 
the Primary and Location Files. 
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Vehicle Report 

8 This is used to report and identify stolen~ 
recovered, and impounded vehicles. 

~ Incident Numbers should be assIgned as described 
under Section 1. (A recovered vehicle should 
bear the stolen Incident Number, if stolen 
locally. ) 

o The original should be filed as follows: 

Recovered Vehicles -- If stolen 
locally, file attached to related 
stolen report, otherwise by Incident 
Number in Primary File. 

Stolen and/or Impounded Vehicles 
Filed by Incident Number in Primary File. 

8 The number of additional copies and distribution 
should be determined by Department needs. 

Detective. 

f,r.pound Garage. 

9 Index Files 

Master Name File -- Filed alphabetically 
by owner's name and should include 
license number on car. 

Location File -- Filed by street address or 
other identifying factors, by date. 

Stolen File -- Filed by license number. 

Impounded Vehicles -- Filed by license number. 

• Where volume is very low, the Offense Report may be 
substituted for the Vehicle Report and the Stolen and 
Impou;nded Vehicles Index Files may be unnecessary. 

Officer's Daily Report 

• The Officer's Daily Report is vital to effective 
operations. Therefore, it should be completed by the 
field officers. The report serves the following purposes: 

R-76-l25 
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Contains details and dispositions of all 
activities occurring during the tour of 
duty, including those minor incidents that 
are not the subject of a formal report and 
are not included in the Daily Report or 
the Incident Ledger. 

Provides a record of the daily accomplishments 
of each officer for supervisory as well as 
statistical purposes. 

Provides a record for measurement of workload 
factors. 

Provides a source of data £or manpower util~za­
tion analyses, budget requests, responses to 
public inquiries, and the like. 

Provides a safeguard for field personnel against 
unjust accusations . 

• The report should be filed by officer's name, by date. 

16. Supervisor's Daily Report (Optional) 

@ If selected, this report should be completed by field 
supervisors. The report would provide a resume of 
activities of duty tour related to personnel and criminal 
matters, as well as other police problems. 

o The Report should be filed by supervisor's name, by date. 

17. Records Check Out 

8 Original records removed from file should be identified 
by substituting a brightly colored card of similar size 
that bears the following information: 

Incident Number. 

Officer. 

Date removed. 

Purpose. 

Date returned. 

Record clerk's initials (or number). 

'R-76-125 
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COMPt..AU'T REPORT N~ 68304 

. ___ Time TIccci\'cd ___ Received by ___ _ 
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I 
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I 
Al1pro':cd bi ~. ___ indexed by ~~~_ File Numb~!" i _____ -.:.1 .. 
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HISCELLAXEOUS I:~CIDE:iT REF'ORT 

Incidellt KUt:lber Type of lncident Location R.O. 

Person Reporting t"ddress L::-:-":;1-'b:-"e-r---r.o=-,,-c-e-a-n-d,.--:1:-· i:-m~' ,,--:o:-c-c-u-~-r-c...ld---

~ --....... ·::c:::r~lV:l.e .... "['ur.\:Ji:::r -----

Extent of Injury Cause Trans?orted To 

M!SSU:C ~RSO~ 

Descri?::!zn - Physical 

Clothiog r.:ar.> 

occupation Probable Destination 

Last s~ (L=a~iOQ. Date and Tioe) Co".p~ny Of 

Additi~~aJ Info~tion 

ANII'..A!. 
D~scriptio~ of Aoir.~l AdL!re3s Phone Xl:i.1bcr 

Disposition 

l-·------------------~~r-c-r-so-n~(s-)~I~n-v-·o-l:-v-e-d~(~;~:a-~-=-.--A-d:-d:-r-e-s-s-.~p~h-o-n-e~~:-u-~:-b-e-r:-)-----------------------------~ 
, OIHER L"':<:IDE~l 

, Details: 

!. 

Date and Tir.e ~eportcd Officer(s) Reporting Supervisor ApproYi~g 
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___ POLICE DEPARTMENT 

SUPPLEMENTAL REPORT 

TYPO: OF ORIGINAL. RS?ORT LOC!.nO;I(ORIGI::AL INCIO::NTl D"TE (ORIGINAL REPORT) 

" 

! SU?ERVISOR I.P?ilOVHlG 

I 
:.'. ,,' ','£ 'lEPOR,EO Oi'FICE?(S) RE:PQRTlr:G 

I 
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POLICr: DErARTI·SIIT 
, PROPERTY m:rORT , 

Incident t:umber Evid!:!nc:e Found Property Safekeeping Gc~erel Type of ?ro?c=ty 

0 0 0 
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Hu.s:ber Quantit}' Dccription of Item (Hake, }('Jdel, Serial Nl!l:'.ber, Color, Etc.) 
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: 

" ..... 

Date and Time ReporteG 

I 
Ofricer(!;) Reportins I Supervisor Approving 
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.Aj,I,jI>llJICH Gnl".lt "':.-ell S .. krJ ".) ________________________________ ~ 

STA TEMoNT OF CEFe:NO.lIlT: 
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BRING nus sm·!MONS WITH YOU 

?IOTICE 
THE COU~T \'tILL ISSUE A V:AR~ilNT (02 THE ,;,RR::ST OF 

A~Y DE'Ei.;o;,:!l' WHO IS A RES!O:::~T 0; i';{:S STAT:: A:I\:) 
WHO H';S r r.llED TO 1.~?EAR TO :\:-IS'.'(::~ ;. TRAffCC SU!.~­
!.{G:1S DULY SE,,'IW U?ON WI.( i,~:D U?O:i ·'lH!CH A ceM­
FL.;r:n PoAS ~::w fiLED, 

APPE".RANCE PLEA OF' GUILTY ,;t;D \'IAP/ER 
[. the ~:-.'ie:!:i~:-.ed. do hc:eor c:-::~:' r;;.y c~:::!!cr=r:cc on the CO::1" 

~~::~\~}o~~.,~::~::\~/;i~Wt~ ~nt~~~~;~~~m~1 ~t~~~~;~~~~-:~hi~ ~~~~~ 
o~ Cjl:ii::-" \'.'!ll h~':c the' :C~= !::>:'t;C c:,!d ~H~r;: Ci C j~..i.;;::1t.:~t of ':0:1:1, 
C'l:.':i ~b=t t~~s ,:c::o~d "/o'Ut b~ 5C::t 4~ th!! U-:·~:iS!~g A!l::ac:ity o! t::is 
!j!:IF!' CO:' c~ 'h~ Sr:::!'! ..... ~-:!:~ i :~::(,l':C'~ "::'oj' !1:~:1'~':: t:> d:ivc) r do 
h.t;,!'€-b J ?Lt:.~.D GU~LT,{ ~o :::c:td o~!C'n.:~ c..; cr.=:;~d c;:-::i \'il' .... P/~::1'1 
:'f';h~3 :0 0 }-,~.::an:'J b'! C::'..lt't 0: ;~:Y> [t ~s !.l~=..:::,st-=~:l ::-tal Ct c~llT 
d::';:'O~I' '';tH b~ b:;~tt'::~ i:l hcu c! !!:1e c: COl!!'! C~; i:1. !-.;!J ;.cU[t]::1IE:=-tt 
of !c:d ".i.:.!c:t:::1 cr.d tcr:h"r cg:'cn :0 i=~Y r:-:I! ;:e::=!tr p:c5=:i~~d 
!;): ::-'1 o~:e~:3~. 

"Mom:r S, ______________ _ 

--'- ---- -----.. _---------
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fined $ ______ ._-'CO;!S S _______ _ 
JoiledCl. ______ ,co:ys i;'l'-_________ _ 

Tra!lie School 

Probation 

O~[end=~l l:o!~Hed c! His R\gh·s 

D:ive,'s {D SU5pe:l:1£-d lor Gays 

li~p.:1$a 0 ~!'·:c:n~~r.d-:d to: S:.z::;Je.,s:o:"L.--dcj's 

A~ f:tc'l"!':t!d hj' Lo-,", I hc:ebj· cerlif, th=t :r.c- in!o:r.:::~t~~ 
0;1 t~!5 h::".tct i:: a ;:'.!~ cb:;t:cct tlf t:-tc :-1~o:d o! th::.:. c::·~:::t 
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