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PREFACE 

j h~CQU!SKTROi\!S 
This is one of a series of manuals prepared by the Law Enforcement 

As::.:L;tance Administration on behalf of the Integrated Criminal Apprehen-

:-;1011 Progr[lm. These documents are being published to facilitate the 

• (st<lbl ishrnent and operation of crime analysis units in municlpal police 

lil: I)<lrtmCl1ts for the purpose of improving patrol deployment. The volumes 

·.:omprisin~~ this series are: 

G edme Analysis Executive Manual -- An over-

view of crime analysis anci its impact on 

departmental operations written for the 

pOlice executive. The manual also addresses 

the considerations and dec:i.:;inns necessary 

for implementation of <.i crime analysis unit. 

Crime Analysis Systems Manual -- A compre-

hensive instruction manual on the total 

crime analysis process directed to both the 

beginning and the experienced crime analyst. 

The manual discusses, from the analystfs 

perspective, the establish:nent and opera-

tion of a crime analysis unit. 

o Crime Analysis Operations Manual -- A com-

prehensive instruction manual on tactical 

decisiwlmaking directed to the patrol com-

mander. The manual addresses the use of 

e 
i 



crime analysis products in the patrol 

decisionmaking process and in the imple

mentation of those decisions. 

.. Records Management Manual -- A manual de

scribi~ag a complete records and information 

system designed for manual operation in the 

small and medium police department. The 

system is so structured that it can be 

implemented, or enhanced incrementally, 

in many levels of comprehensiveness. Two 

appendices present complete field and 

administrative reporting manuals with 

detailed instructions for all users of 

the system • 

.. 

ii 

• 



II 

TABLE OF CONTENTS 

Preface . . . . . 

1. 

2. 

3. 

Introduction 

General Concepts of Records Systems 
2.1 Records Management 
2.2 Recording Initial Data 
2.3 Preparation of ~eports 
2.4 Integrity of Records 
2.5 Juvenile Records 
2.6 Basic Concepts 
2.7 Report Indexing .. 
2.8 Report Distributivn and Routing 
2.9 Report Review ... 
2.10 Organization Considerations 
2.11 Modifying Existing Systems 
2.12 Crime Analysis Requirements 

Model RecortIs System Design 
3.1 Introduction . · · 3.2 Reporting Form3 

3.2.1 Dispatch Cards 
3.2.1.1 Use 
3.2.1.2 Djstribution and 

3.2.2 Incident LetIger · · · 3.2.2.1 Use · · · · · 
3.2.2.2 Numbering System 
3.2.2.3 Filing · · 

Filing 

· 
· · 

· 3.2.2.4 Special Considerations 
3.2.3 Daily Report · · · · 

3.2.3.1 Use · · · · · · · 3.2.3.2 Distribution · 
3.2.3.3 Special Considerations 

3.2.4 Offense Report · · · · 3.2.4.1 Use · · · · · · 3.2.4.2 Distribution and Filing 
3.2.5 Miscellaneous Incident Report · 3.2.5.1 Use · · · · · 3.2.5.2 Distribution antI Filing 
3.2.6 Vehicle Report · · · · 3.2.6.1 Use · · · · · · 3.2.6.2 Distribution antI Filing 

3.2.6.3 Special Considerations 

iii 

. . . . 

. 

VIII 

1-1 

2-1 
2-1 
2-3 
2-4 
2-7 
2-9 

2-10 
2-14 
2-18 
2-19 
2-21 
2-22 
2-25 

3-1 
3-1 
3-5 
3-5 
3-5 
3-9 
3-9 
3-9 

3-12 
3-12 
3-12 
3-13 
3-13 
3-16 
3-16 
3-16 
3-16 
3-18 
3-21 
3-:n 
3-21 
3-23 
3-23 
3-23 
3-25 



3.2.7 Supplementary Report · · · 3-26 e 
3.2.7.1 Use · · · · · · 3-26 
3.2.7.2 Distribution and Filing · 3-26 
3.2.7.3 Special Consideration 3-26 

3.2.8 1ruffic Accident Report · · 3-28 
3.2.8.1 Use · · · · 3-28 
3.2.8.2 Distribution and Filing 3-28 

3.2.9 Property Report · · · · 3-29 
3.2.9.1 Use · · · · · · 3-29 
3.2.9.2 Distribution and Filing 3-31 • 
3.2.9.3 Special Considerat50ns 3-31 

3.2. J 0 Property Tag · · · · · '. 3-32 
3.2.10.1 Use · · · · · 3-32 
3.2.10.2 Distribution and Filing 3-32 
3.2.10.3 Special Considerations 3-32 

3.2.11 Property Ledger · · · · 3-32 
3.2.11.1 Use · · · · · · · 3-32 
3.2.11.2 Special Considerations 3-35 

3.2.12 Arrest Report · · 3-35 
3.2.12.1 Use · · · · · 3-35 
3.2.12.2 Dist:cilJutlon and Filing 3-37 
3.2.12.3 Special Considerations 3-38 

3.2.13 Arrest Ledger · · · · 3-38 
3.2.13.1 Use · · · · 3-38 
3.2.13.2 Distribution and Filing 3-40 

3.2.14 Traffic Citation · · · · 3-41 
3.2.14.1 Use · · · 3-41 
3.2.14.2 Distribution and Filing 3-41 

3.2.15 Field Interview Report. · · · · 3-42 
3.2.15.1 Use · · · · 3-43 
3.2.b.2 Distribution and Filing 3-44 

3.2.16 Officer's Daily Report 3-44 
3.2.16.1 Use · 3-44 
3.2.16.2 Distribution and Filing 3-48 

3.2.17 Investigative Activity Report · 3-48 
3.2.]7.1 Use · · · · · 3-48 
3.2.17.2 Distribution and Filing 3-50 

3.2.18 Supervisor's Daily Report · 3-50 
3.2.18.1 Use · · · · 3-50 
3.2.18.2 Distribution and Filing 3-50 

3.2.19 Records Sign-Out · 3-50 
3.2.20 Worthless Document Report · 3-52 

3.2.20.1 Use · · · · 3-52 
3.2.20.2 Distribution and Filing 3-52 

3.2.21 Bicycle Report · · · · · 3-55 
3.2.21.1 Use · 3-55 
3.2.21.2 Distribution and Filing · 3-55 

3.2.22 Periodic Statistical Summary Report 3-55 

iv 



4. 

3.2.23 
3.2.24 

Index Cards 
Special Request Log 

3-59 
3-59 

3.3 Use Of National And State Crime Information Systems 3-61 
3.4 Review Process . . . . . . . . . . 3-61 
3.5 Responsibilities of System Participants 3-62 

3.5.1 Dispatch Unit. . . . 3-62 
3.5.2 Officer/Investigator 3-64 
3.5.3 Supervisor 3-66 
3.5.4 Records Unit . . . . 3-67 

Model Records System Implementation 

Appendix A Field Reporting Guide . . . . . 

4-1 

A-I 

Appendix B Administrative Reporting Guide . , . B-1 

v 



-I 
I 



.. 

4-1 
4-2 
4-.'3 
4-4 
4-5 
4-6 
4-7 
4-8 

2-1 

3-1 
3-2 
3-3 
3-4 
3-5 
3-6 
3-7 
3-8 
3-9 
3-10 
3-11 
3-12 
3-13 
3-14 
3-15 
3-16 
3-17 
3-18 
3-19 
3-20 
3-21 
:~-22 

3-23 
3-24 
3-25 
3-26 
4-1 

Model Records System 
Model Records System 
~lodel Records System 
Model Records System 
Model Records System 
Model Records System 
~1odel Records System 
Mar'"l Records System 

LIST OF TABLES 

Implementation Level A . 
Implementation Level B . 
Implementation Level C . 
Implementation Level D • 
Implementation Level E . 
Implementation Level F . 
Implementation Level G 
Implementation Level H 

LIST OF ILLUSTRATIONS 

C.rime Anal vsi s Forin for the Bqck of the Model Recqrds 
Syste~ Off~Ilse Report 
Standard Dispatch Card . . . 
Administrative Dispatch Card 
Inc~dent Ledger 
Daily Report .... 
Offense Report . . . 
Miscellaneous Incident Report 
Vehi.c:;e Report . 
Supplementary Report 
Property Report. 
Property Tag 
Property Ledger .. 
Arrest Report 
Arrest Ledger 
Field Interview Report 
Officer's Daily Report 

4-6 
4-7 
4-8 
4-9 

· 4-10 
4-11 

· 4-12 
4-13 

2-27 
3-6 
3-7 

· 3-10 
3-14 
3-17 

· 3-22 
3-24 
3-27 

· 3-30 
3-33 

Officer's Daily Report (With Ar.1plified Time Recapitulation) 
Investigative Activit)' Report 

· 3-34 
3-36 
3-39 
3-43 
3-45 
3-46 
3··49 

Supervisor's Daily Report 
Records Sign-Out . .. 
Worthless Document Report. 
Bicycle Report 
Weekly Report . . 
Consolidated Monthly Report. 
Single Entry-Type Index Card 
Dossier-Tyre Index Card ... 
Review Process -- Flow Diagram 
Ledger and File Relationships. 

vii 

· 3-51 
3-53 
3-S4 
3-56 

... 3-57 
· 3-58 

3-60 
· 3-60 
· 3-63 

4-14 



0--



FOREWORD 

This Model Records System Manual and the appended Reportill~; \;Uil\f;;. 

have been prepared to assist law enforcement agencies contemplatint~ 

establishITle~t or mod ification to or replacement of a record$ lIl<:iI!ng~" 

ment =-ystenl. The Model Records System is designed to Sl'rve as Q l:()!lq,l~;"iIC'. 

basic, manually operated system for an agency seeking a major or t;}L.t 

overhaul of its present ~;ystem, as well as tc provide practical ~~on('i)t:, 

and examplars for improvement for an existing system. Although ,h~\'dol.(d 

primarily as a manual system for implementation by a small to !il(·dil,,;1~ 

sized agency, it is so designed that it can be readily <1utCJlWl.l'l.! t.id'I,; 

the use of a computer. Additionally, eight levels of graduatel! t:(lli:" 

plexi ty are deser.i bed for implementation of the Model Records Sy~~ If% 

e that will accommouate acioption of an effective records managemeIll ";;": t(;TIi 

by most small through all but the largest law enforcellwnt agel!. i f.p; 

The concepts discussed herein have been successfully implL'DlC'lltvi! 

in many law enforceJuent agencies throughout the country, hut it h 

unlikely that any prescribed system can be substituted in it ~~ Clhl1't .. 't} 

for an existing system because of problems and needs pecul iar to {~adi 

agency and its operations. The Model Recor.ds System st'ck:-; t 0 pr~i1;j.dl' a 

basis for decisionillaking in terms of efficient records management. 

Presented as Appendix A and Appendix B, respectively, are :i Li c h~ 

Reporting Guide and un Administrative Reporting Guide. Thes!.' ~lljdc:--

are intended for distribution to all persons responsible for the 

preparation and use of the fornls containeci in each. 

ix 
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1. INTRODUCTION 

The substance that sustains the total criminal justice system is 

information that originates with tho law enforcement Gomponent oC tho 

system. A fundamental observation l • .,hich may escape general appreci

ation is that the criminal jus~i co ~;ystem functions on the has i;; of an 

officer's bringing a suspect into custody. I~w well the patrol officer 

investigates or gathers information about a case grc.;t'tt l.y affects all 

subsequent events as the suspect is identified, apprehended, and pro

cessed through the system. This fnet places considerable responsi-

bili ty upon the police component for developing and documr:.'nting the 

quali ty case information requir(!d for apprehcnsi on and com,i ctiOIl of 

offender. 

Quality information produced by the police component is achiC'ved 

through a police information cycle. The cycle most commonly driginates 

wi th information developed and documented by patrol officers. 

Information is collected that leaus to identification and subsequent 

apprehension of offenders by the police componeJit, and conviction of 

offenders by the courts component. T!-.e information about crimC's, 

offenders, and processing is stored in police records and selectively 

retrieved by police managers to perform their primary function of 

decisionmaking. By analysis and evaluation of the information re

trieved from police records, the police manager (ideally) selects the 

best operational tactics and resource al1o.:!ations to maximiZe the crime 

deterrence productivity of the patrol officers. The tactical and 
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logistical information is then dissewinated in its best workable 

form back to patrol oEicers to complete the cycle. Because they are 

';i..) interrelated, the quality of information produced by the police 

component depends upon how well these phases are performed collectively. 

'TIle crime deterrent effectiveness of the police component is 

directly related to the quality of infoTlnation produced in the police 

1nf0:' ;:la tion cycle. High apprehension and conviction rates increase 

the risks for criminals and help to provide a measure of control over 

the criminal and the crime rate. Quality information leads to higher 

apPl'ehension and conviction rates because that information determines 

the survival or failure of the case through the judicial system. 

High-quality case documents lead to proper convictions (that is, 

guilty as charged) and reduce the necessity of plea bargaining caused 

by low-quality case documents. Thus, the crime deterrent effectiveness 

of a given patrol force can be measured, at least in part, by the number 

of arrests that survive the first judicial screening. This output 

measurement tends to reflect the quality of information generated in 

the police information cycle. 

The basic purpose of compiling and maintaining police records 

js to provide for the use of such stored knowledge for the furthering 

of police goals by all police personnal, from the beat officer to the 

chief of police. Thus, police records are more than an accumulation of 

mj scellaneous data -- they represent the memory of all events and incidents 

that are brought to the attention of the department. 

1-2 
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2. GENERAL CONCEPTS OF RECORDS SYSTEMS 

2.1 Records Management 

Records management is the systematic control of records from cre

ation through storage and maintenance to final disposition. 

The manual records management system described in this handbook 

a basic, systematic structure designed to meet the records maintenance 

and information requirements of most small to medium-sized local law 

enforcement agencies. The system is not intended to be the complete 

or only solution to every department's needs. Rather, it is designed 

to be flexible enough to meet the requirements of most local depart

ments and, at the same time, encourage uniformity in records manage

ment throughout the law enforcement community. 

It is anticipated that departments making use of this basic system 

will want to make modifications to suit theil' paTti Gular needs. Obvious

ly, computer resources will modify the system outlined herein. However._ 

it should be stressed that those agencies contemplating a move to 

computerization would be well advised to first put their existing 

manual system in proper working order. Computerization per se will not 

cure the ills of an inefficient, outmoded sy~tem. It is mandatory 

that an efficient manual system be implemented and in operation 

before decisions pertaining to computerization be made. Transition is 

thereby simplified, and the computer system can be properly tailored to 

meet the needs of the organization. The system described herein and 

the related report form exemplars have been designed with this intent 

2-1 



in mind. Both the system and the forms are suitable (with appropriate 

modification to take full advantage of computer capabilities) for use 

in systems utilizing high-speed data processing equipment. 

It will be noted that the report form exemplars do not provide for 

a determination and/or scoring of so-called Itsolvability factors." This 

was done deliberately to avoid confusing the reader with the presentation 

of additional concepts not specifically related, reg~rdless of their 

merit, to basic records management. For those agencies contemplating 

or presently using a system embodying :.;olvabil i ty factors and ea.rly case 

closure, only minor modification would bl] necessary to make this system 

and the associated report forms compatible. 

To properly satisfy the demands made on a police records system 

the system must meet certain requisities: 

~ An efficient staff with adequate equipment, 

working in satisfactory facilities. 

@ A centralized records system, to allow 

simplified coordination and control. 

~ Complete and effective reporting procedures. 

6J Systematized report review, tabulation, and 

filing. 

Q Analysis, sununarization, and dissemination of 

system data to appropriate users. 

Information must be efficiently reported, processed, stored, and 
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retrieved. Each file or record put into the system must have a 

purpose, and control must be established to ensure a proper disposition 

when that purpose has been served. Regular audit is essential to 

ensure integrity and the proper classification of events. The system 

must also lend itself to the speedy retrieval of information so as to 

permit timely analyses of recorded events . 

The importance of a centralized system cannot be stressed too 

strongly. Decentralization of records among, for example, the traffic. 

detective, and patrol divisions results in a series of uncoo,,:'uinated, 

overlapping, duplicative, and individualized records systems. This 

tends to make overall department management more difficult and thus 

resu1 ts in ineffective operations. Centralization expedites crimiJldl 

e investigations by making accessible in one area all of the depart

ment's data. With a decentralized records system, officers tenu to 

become discouraged when attempting to extract data because of the 

necessity of retrieving data from a variety of sources, organizational 

units, pe'ople, and files. Centralization also allows data to be 

processed more systematically since training and supervision are 

standardized, responsibility is fixeJ, and maximum advantage can be 

taken of high-speed data processing equipment, where available. 

2.2 Recording Initial Data 

Any system of police records should begin at the time an event 

requiring police attention is reported. Usually, initial notification 

of an event is ceceived by personnel in the communications center and 
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!".",'onlc,l on structured forms. 

lIle use of structured forms is recommended for the following 

Q They ensure that required data concerning each 

event is recorded. 

c TIley assist in providing necessary basic operation 

dispatch information to field officers. 

o Appropriate time entries arc made that are critical 

in recording patrol workload data. 

Frr)lll the standpoint of department personnel, it is essential that 

l'very assignmC'nt be recorded in some fashion. Reports serve not only 

,IS the' i,rei cial memory of the department but also ensure that pertinent 

information is availahle to other department members who may be 

requl red to pUI'sue the matter further. Equally important, supervisors 

must pnlvid0 guidance to their subordinates in investigative matters. 

\)w' facet of this guidance involves reviewing the propriety of actions 

t;Jj,cn i.n fie 1d situations, as evidenced by the reports completed by 

i nvn 1 n~d personnel. Reports also serve as protective devices, in that 

they can refute unwarranted accusations that improper police action 

\"ras taken, or that nothing was dono at all in a particular instance . 

.2 • :~ X~~';'T.~ ra tJ~!~. of_ Reports 

Polh:e reporting methods vary from handw~i tten reports prepared 

in the fi cIt! by an officer to telephonic or portable recorder 

IIi \.~tation systems requiring subse(luent transcription. In selecting 
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a reporting method, departmental management must keep in mind the fact 

that the primary purpose of a police report is simply to record 

information. 

For many years, typing pOlice reports has been the accepted 

practice in many departments. One of the following systems is usually 

used: The report is typed by the reporting officer from notes or a 

rough, handwritten draft; an officer dictates a report to a typist; 

a typist transcribes the officer's recorded information; or the report 

is typed by a clerk from information contained in the officer's 

handwritten report or notes. Some of these methods are inefficient 

in that information is completed and reproduced in a different form at 

least two tim~s, a costly and unnecessary expenditure of labor. A 

major difficulty in having the officer type his own reports is the 

fact that he is unavailable for street duty when doing so, plus the 

fact that he usually has minimum typing skills. While it is true that 

the dictation system results in reports of greater legibility and less 

time involvement of the individual officer in finished report prep

aration, the advantages are often offset by the inherent delay in report 

transcribing. 

A police report does not necessarily have to be typed, it can be 

handwritten or handprinted. Excessive and unnecessary reporting time 

that can be better devoted to field duties should not be squandered on 

report preparation. 

Many police departments, unwilling to accept backlogging of reports, 
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which is often characteristic of typed reporting systems, havr;: turned 

to handwritten reports. Experience over the years has generally 

demonstrated that handwritten reports have definite advantages in 

manual systems over dictated and typed reports. If a report is clearly 

legible and neatly written or printed, it serves its purpose. 

Some of the advantages of handwritten police reports are: 

• Prompt availability of finished police reports 

for supervisory review, further processing, and 

routing. 

• Reduction in the number of report errors inherent 

in a copying or transcribing system. 

• Reduction in reporting equipment costs. 

• Reduction in clerical costs. 

• Increased validity in court. 

The primary disadvantages of handwritten police reports are: 

• Slightly increased use of officer time in 

preparing the actual report. 

• Increased emphasis on officer writing ability . 

., Decreased officer satisfaction with the reporting 

system. 

It is recognized that there are times when typewritten reports are 

necessary and appropriatp However, it is important that a specific 

determination be made as to the circumstances and as to just what type 
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of reports must be handwritten or typed. For instance, a policy could 

be initiated that allows exceptionally long or detailed reports to be 

dictated and typed. However, such a policy should be designed to 

restrict the number of reports that will be handled in this manner. 

Reports should be typed only when a definite savings in personnel tilne 

will result, or when the seriousness of the event merits exceptional 

processing. 

If a policy is adopted that allows some reports to be typed, 

report backlog problems should be anticipated and typing priorities 

established. It should be noted that a substantial majority of all 

reports made are never cleared or seen outside the agency of origin. 

Typing of these reports results in little, if any, benefit to the 

agency. 

As a general rule, ha~dwritten reports should be completed at the 

scene of the incident so as to expedite the return of the officer to 

service. In some instances, it will be necessary for the officer to 

complete a report at the station but such situations should be closely 

controlled. In all cases, officers should complete accurate and 

legible reports before going off duty; in only the most exceptional 

circumstances should an officer be allowed to complete his tour of duty 

without completing his reports. 

2.4 Integrity of Records 

Sound integrity of the records system is vital to effective 

operations. In its true sense, integrity refers not only to intentional 
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improper disclosure of confidential information to unauthorized persons 

but also to accidential disclosures of such information and, equally 

importantly, to misfiling, misplacing, and loss of work documents. 

In all three instances, system integrity requires that physical access 

to records be limited to only personnel specifically assigned to the 

records function. All other persons (for example, investigators, super-

visors, news media representatives, city officials) should be denied ~._, 
~. 

physical access to reports, indices, files, and other records main-

tained as part of the records system. This does not mean that 

appropriate information should not be given to authorized persons; but 

it does mean that physical barrier to the records office should be 

established and reinforced by written departmental policy so as to 

limit entry to assigned personnel only. All other persons having a e 
legitimate interest in information contalned in records files should 

be served at a 'counter outside the records office. Original copies of 
.;.,-, 

docwnents thould not be allowed to leave the confines of the records 

office without a court order. In all other cases, copies should be 

provided. At times, lengthy perusal by an investigator of, for example, 

an Arrest Package is necessary. Provision should be made for such 

review in or adjacent to the records office to minimize the loss of 

work documents. The release of information over the telephone should 

be permitted only under prescribed conditions and with adequate safe-

guards to ensure the authenticity of the caller's request and his 

identity. 
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2.5 Juvenile Records 

Two major areas of controversy relate to juvenile records: 

Separate maintenance of such records, and fingerprinting and photo-

graphing juvenile arrestees. UnfortUilately, there is little common-

ality of opinion from the courts in terms of establishing standard 

guidelines. Therefore, local policies must reflect the local 

situation. As a general rule, the separation of juvenile and adult 

records should be ljmited to arrest records only. Offense reports, 

traffic accident reports, and other reports involving juveniles 

should receive no special processing and should be routinely incor-

porated in agency master files of such reports. Juvenile 
J' 

arrest records should still be maintained in the records office but 

in separate files. 

To satisfy particular court rulings, some jurisdictions have 

moved away from the term arrest, substituting the word custody instead. 

In such jurisdictions, arrest reports for juveniles have been Inodified 

by using the word custody throughout, In all other respects, Custody 

Reports and Arrest Reports are identical. This is a satisfactory 

solution as long as report processing and filing procedures are 

standard for both adult and juvenile cases (providing for physical 

separation of adult and juvenile arrest packages). Insofar as index 

card files cross-referenced to juvenile arrest reports are concerned, 

some courts have maintained that such files are not per se "records of 
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arrest" and, therefore, need not be maintained separately. In other 

instances, courts have insisted on physical separation of even index 

cards relating to juvenile arrests. Again, local policies must reflect 

the local situation. 

Insofar as photographing and fingerprinting of juvenile arrestees 

is concerned, the best policy provides for ro'utinely fingerprinting 

and photographing aZZ arrestees, adult and juvenile, regardless of the 

offense. Some modification of this policy is appropriate for such 

offenses as drunkenness, where repeated violations by the same 

individual are not uncommon. In this case, a "repeater file" can be 

established together with a policy providing for only fingerprinting 

and photographing the repeater every 2 or 3 years. Such deviations 

from the standard policy should be formally specified. Systems .based 

on the age of the arrestee or the type of offense fail to take into 

consideration the facts that the juvenile of today is the adult of 

tomorrow and that a misdemeanent today may be a wanted felon tomorrow. 

2.6 Basic Concepts 

In the development of an efficient records system, there are very 

few fixed rules. However, it is safe to say that the simplest system is 

probably the best. This means: 

• The number of different report forms should be kept 

to a mininrum consistant with department actual needs. 

• As much as possible, all reports of field incidents 
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are filed, indexed, and otherwise processed 

in the same manner. 

• All records personnel share jointly in the tasks 

to be performed (in contrast to one clerk processing 

only traffic accidents, another clerk processing 

only crime reports, etc.). 

o Available time of communications and/or desk 

personnel is utilized for clerical tasks (particularly 

in smaller departments where dispatch and/or reception 

activities do not amount to full-time activities). 

9 Detailed forced-choice- type reports completed by 

investigating officers (nnt clerical personnel) 

are used. 

It should be recognized that all law enforcement agencies, regardless 

of size, need certain basic, fundamental reports, records, files, and 

indexes. The matter of report voltrne does not enter into this basic 

consideration, for all agencies are alike in that their most basic 

purpose is provision of a service to the public. In this respect, 

providing a report of a field incident to the victim so that he can 

pursue a course of reimbursement through the civil courts or his 

insurance company is well wi thin the definition of public service. 

Basic reports are likewise essential to administrative control of 

department operations. Proper reports and records are important in 

helping to substantiate budget requests and expenditures. In addition, 
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proper reports and records provide a measure of protection against 

unwarranted criticism and assist in satisfying requests for information 

about ageltcy operations. 

A sound basic system should incorporate the following factors: 

e It should be as complete as possible, with as 

few different types of report forms as are 

consistant with actual need. (In this respe<.~t, 

some report exemplars furnished in this guide 

would be inappropriate for a particular 

department due to the infrequency of usage. 

Other dep~rtments with a greater report volume 

might make satisfactory use of all of the report 

exemplars illustrated.) 

t Files must be combined wherever possible, with 

limited but adequate cross-referencing 

capabi 1i ties. 

e Information stored in files must be readily 

accessible and available at all times. 

• The system should be centralized, with actual 

file access limited only to those who maintain 

the files. 

• Numbering systems should be limited to only the 

most essential elements. In this regard, a 

single numbering system should be utilized 
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for offenses, related but ,non criminal 

incidents, and traffic accidents; a dual 

numbering system should be utilized for 

arrests (an "Arrest Number" for each arrest 

of a particular individual and a "Permanent 

Numberll to identify a particular individual 

within the system); and a standard citation 

numbering system should suffice for most 

agencies. 

@ Files and indexes should not be created and 

maintained to satisfy occassional requests for 

statistical information when a simple tally 

sheet form of information gathering can be 

substituted. In many agencies, this would 

mean only an alphabetical Master Name Index 

File, a Primary File containing all reports 

of field incidents filed by an assigned 

number, an Arrest Package File containing 

an alphabetically filed package of arrest

related documents for each person arrested by 

the department, and perhaps a Field Interview 

Card Plle. A Property File (stolen and "booked!!) 

might be added if warranted by the Volume. If 
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requests for such information justify it, a 

file of incidents by location can be maintained; 

however, the work involved in satisfying such 

requests and the frequency of the requests must 

be weighed against the work involved in creating, 

maintaining, and purging such a file. 

® The system should be flexible to the point that 

modification of reporting procedures can be made 

without overhauling the entire system. 

2.7 Report Indexing 

Fundamental to an effective system of records is an efficient 

meruis of retrieving a record when it is needed. For the majority of 

informational items within the records system, the most efficient 

locator is a si~igle. alphabetical Master Name File that contains the 

name(s) of the individua1(s) involved in all reported incidents, cross

referenced to the report number. The use of a single file, cross

referenced to all reported incidents, eliminates the possibility of 

a name card being filed in the wrong file. 

In an attempt to provide a complete cross-file, some agencies 

index all names appearing on reports. Other agencies limit the names 

indexed to some extent, but still index such categories as "Person 

Reporting!' (not the victim but the person who called the police), 

witnesses, and suspects. Whether these categories materially improve 

the overall system is questionable. In the first place, by far the 

2-14 

e 



" 

most common and appropriate index to police files is the victinl 

(or, in the absence of a victim, the principal person involved). It 

is very seldom that this name is not known to the inquirer, whether 

he is an investigator, insurance company representative, attorney, or 

other authorized person. 

In the event the victim's name is not known and cannot be obtained, 

other cross-reference potentials in the Model Records System outlined 

herein are available. In the great preponderance of cases, investi

gators (the greatest potential users of files) will be able to provide 

ei ther the victim's name or the identifying number of the report. 

Other n~es indexed into the system greatly increase the clerical work

load and tend to make files unnecessarily bulky and unwieldy. 

The practice of entering "suspects" in a Master Name File is 

fraught with danger. It is unfortunately true that the best of judge

ment is not always exercised in completing reports. Consequently 

persons are at times listed on reports as suspects when no legal cause 

for arrest and/or detention exists, or records clerks, who do not always 

have a complete understanding of the legal issues, index an individual 

as a suspect when in fact no legal cause for action exists. When making 

a query at a later date, an officer may be told that the person is a 

suspect or is wanted in connection with a burglary. The possibility of 

a situation occurring that could lead to an innocent person's being 

injured or killed as a mistaken felon, together with the potential for 

2-15 



attendant civil suits, favors the exclusion of suspects from Master Name e 
Files unless an actual warrant of arrest exists for the person indexed. 

In view of these considerations, Master Name Files should be limited 

to only victims (or in the absence of a victim, the principal person 

involved), arrestees, and drivers and persons injured in traffic 

accidents. 

Two basic methods are used to prepare index cards: The sing1e

entry system and the dossier system. Under the single entry system, a 

separate index card is prepared and filed for each event. The dossier 

system involves a search of the file for an existing card for the person 

or firm involved; if a card is found, the infonration regarding the new 

incident is entered and the card is refiled. If no card is found, one 

is made and filed. There are advantages and disadvantages to either 

system. Under the dossier system, time is spent searching for existing 

cards in file, and it is somewhat difficult to indicate the status of 

purged reports if many reports held for varying time periods are listed 

on the same card. On the other hand, the single-entry system tends to 

make files voluminous, since each entry requires a new card and requires 

more time per entry inasmuch as descriptive information must be entered 

on each card filed. Either system is acceptable; the basic determination 

as to clerical availability versus storage space is an individual one 

for the agency. 

Index cards of 3- by 5-inch size are most satisfactory. Since the 

purpose of a particular card is to lead to a particular report, the index 
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card need not contain a synopsis of the incident -- to do so tends to 

duplicate the Primary File and unnecessarily increases the clerical 

workload. A simple entry of name and address (or Social Security 

Number) for positive identification in relation to other cards in file 

bearing similar names, date of the incident, type of incident, location 

of the incident, and the number assigned to the incident provides 

sufficient information to specifically identify the incldent and the 

person involved so as to expedite extraction of pertinent reports 

from the Primary or Arrest Files. If the incident involved the theft 

or loss of property, a description of the property should also be in

cluded. Thus, if a single-entry system is used, several copies of the 

same card can be simutaneously prepared (by using NCR paper, carbon 

~ paper, or a duplicating machine) for use in Stolen Property, Location of 

Incident, and Type of Incident Files, as well as in the basic Master Name 

File. ~ 

The Master Name File is the basic file and will be found to be of 

value in even the smallest agency. If volume is sufficient and 

clerical assistance is available, the first file to be added to the 

system should be a Stolen Property File. Care should be taken in 

developing a Stolen Property File so as not to unnecessarily duplicate 

State and Federal property files. Since the National Crime Information 

Center (NCIC) files and most State computerized criminal information 

files contain appropriate information regarding stolen property bearing 
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serial numbers, there is little value in maintaining duplicating 

files of such information. In the event that adequate Teletype or 

computer interfaces with such files are not available, duplication may 

be a necessity. However, the guiding premise should be to avoid 

routinely indexing and storing information available from other sources. 

Where the volume of requests warrants and clerical assistance 

is available, two additional indexes are of value: a Location of 

Incident File and a Type of Incident File. The Location of Incident 

File provides for efficl.ent extraction of data related to crime and 

related incidents in a given area so that strategic and/or tactical 

plans can be made in terms of deployment and deterrence. This file 

also permits timely identification of problem areas, as well as pro

vision of a cross-reference te the Primary File by location of the in

cident. The Type of Incident File simplifies the determination of the 

number of specific incidents occurring in the jurisdiction for any 

specified time period. In a rudimentary manner, it also provides a 

cross-reference to a Primary File by type of incident. It should be" 

stressed that both Location of Incident and Type of Incident Files 

are supplementary files. For most agencies of less than 75 personnel, 

such files are not usually cost-effectiv~. To satisfy the occasional 

demand for such information, hand searches of other sources are less 

expensi ve. 

2.8 Report Distribution and Routing 

The report distribution and routing function should ensure that 
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~ appropriate 'personnel and units having a need for the information receive 

it in a timely manner. This function includes the reproduction of 

reports, determination of which indi vidu'als or units are to receive 

specific report copies, and the actual physical distribution of the 

reports. 

Report distribution and routing procedures should be periodically 

reviewed to determine the effectiveness and efficiency of the process . 

Items to be considered are: 

• Value to the specific operational unit. 

e The tjmeliness of the receipt of the reports. 

• The number of copies produced versus the number 

"used, forwarded, retained. 

• Additions or deletions from the standard distribution 

lists. 

• Quality of the reproduction process. 

2.9 Report Review 

A main element in the Model Records System is report review. 

This function provides a quality control program to ensure that the 

reporting system is functioning properly and that all of the necessary 

processes and procedures are carried ~ut as intended. Depending upon 

the size of the agency, its volume of reports, and administrative 

philosophy, the function can be performed by supervisors or by a 

separate unit within the organization. 

Initial report review is a preliminary aspect of the overall 
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review process. Initial review consists of a upervisor's reading the 

completed document and, if acceptable, approving its submission. 

Generally, this review amounts to checking the report for propriety, 

essential information, clarity, and legibility. 

The overall report review process should include the following 

elements: 

* Editing of Reports -- Checks of spelling, neatness, 

adequacy of grammar, legibility, following of 

reporting procedure, accuracy of data reported, 

and similar factors. 

o Review of Contents -- To ensure not only that all the 

data gathered are entered on the form, but that 

the report is complete in terms of the various uses 

to which it will be put (crime analysis, investi

gation, etc.), that there is consistency between 

the reports associated with an event: to ensure 

that the information reported is logical and 

nonconflicting; and to ensure that the report 

reflects compliance with established procedures. 

In larger agencies~ this process can be supplemented by a report 

audit process. This task includes an evaluation of the supervisor's 

review, as well as the fOllowing: 
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o Eva,luation of the Report Flow Process -- To 

ensure that the flow of information con

cerning an event has been accomplished and 

there is a disposition properly associated 

with each event, either by initial field 

investigation, followup investigation, or 

(if used) Arrest Report. This function 

maintains the integrity of the reporting 

system. 

o Report Classification -- To determine the 

proper classification of the event 

according to Uniform Crime Reporting, 

State, and local guidelines. 

o Initiation of Corrective Action-- Inadequate 

reports are routed to appropriate supervisors 

of reporting officers for correction or 

additional information. 

e Assurance of Proper Distribution and Routing 

of Reports. 

o Evaluation of the Effectiveness of the Reporting 

System -- Includes id~ntification of training needs. 

2.10 Organization Considerations 

For agencies of approximately ISO personnel or more, report 
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review should be a formal process. The report review function should 

be supported with appropriate \'iTi tten directives (policy statements) 

outlining the functions, objectives, responsibilities, and problems 

of the process. Written guidelines should be prepared for completing 

the process. There must be assurance that all reports generated from 

an event are channeled through the report review function. 

In certain instances where time is of the essence, the report 

review process should provide for immediate contact with the reporting 

officer for explanatiqn, correction, addi~ions, or folloWllP reports. 

Normally, such requests for information should be routed through the 

concerned supervisor. 

The review, updating, and correcting of reports should not impede 

the progress of an j.nvestigation or the basic flow of information 

within the department. If at all possible, while a correction or 

addition is being obtained, the investigation and other operational 

processes should proceed, using the information contained in the 

original report. 

2.11 Modifying Exis'i:ing Systems 

Many law enforcement executives are vaguely and generally dissatisfied with 

their existing records system. However, until a major incident forces 

procedural changes, many shy away from drastic action. Other executives 

develop a blind eye to inadequacies in their records systems or, possibly 

through misplaced pride, avow that their system is excellent when, in 

fa.ct, it is far from satisfactory. Compounding the problem is the 
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fact that the field of records management is not truly compatible with 

the ··stl'eet COpll image. Records management is traditionally left to a 

clerical staff, or to a disabled or semiretired officer. All too 

often, the system in use was developed, for better or worse, over many 

years by an untrained individual who added, expanded, created, modified, 

and developed as various chiefs, mayors, town managers, or other 

pOlitical leaders requested, or as fancy dictated. This untrained 

person eventually attains the seniority and tenure wherein any 

suggestion for significant change is considered as a personal affront 

and thus strenuously resisted. As a consequence, files are maintained, 

indexes are updated (but seldom purged), lists are kept, and voluminous 

reports are prepared for which no real current uses exists and for which, 

in many cases, the original purpose cannot be identified. Sometimes 

it seems the phrase, III don I t knr:n: why, but that I s the way we I ve 

always done it," was invented by a records supervisor justifying an 

outmoded system. A review of a records system must be made with a 

critical eye and without undue defensivflness. Statements such as 

that quoted above should serve to alert the reviewer that a 

potential for improvement exists. 

Law enforcement administrators are particularly prone to develop and 

maintain for countless years at considerable expense voluminous files 

of data that are very seldom if ever called for. The theory seems to 

be that someone, someday, might ask a question that in the absence of 

such a file, could not be answered (at least promptly). The alternative 
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of simply. stating, "I don't know -- we don't have the manpower to 

maintain files of that sort,1I is seldom considered. In this sense, 

law enforcement administrators would be well advised to examine record

keeping policies of other public and private agencies. One can imagine 

the answer of a telephone company or a public utility to a query for a 

record of charges for a month or a series of months occurring several 

years prior to the query. Granted that law enforcement agencies are -

and should be -- service-oriented, the service provided still can only 

be consistent with efficient and effective utilization of personnel and 

facilities. This means that files and reports that have outlived their 

usefulness (or that require in their maintenance a disporportionate 

expenditure of facilities and work effort in terms of potential value 

and/or usage) do not have to be kept forever. The rare request for 

information from such files can and should be answered by, If I don't know, 

we don't have the facilities (or personnel, or time, or funds) to make 

such information available." It also means that aZZrecords and reports 

cannot be kept, and that a calculated decision must be made as to what 

is essential and what is superflusous. Obviously, what is superflusous 

must be eliminated. 

As a final point, law enforcement administrators ar~ somewhat re

luctant to consider modifying their records system because of the inherent 

necessity of making changes and the fear of creating confusion. The 

simple fact of the matter is that a records system cannot be improved 

without change and, if changes are made, a period of confusion is to 
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be expected. However, this should not serve as a deterrent for the 

potential benefits of materially improving an antiquated or inadequate 

system in terms of cost, efficiency, and employee moral are considerable. 

2.12 Crime Analysis Requirements 

As a relatively recent discipline that is gaining importance in im

proved methods for law enforcement, crime analysis has special needs for 

detailed information. Crime analysis supports a number of law enforce

ment agency functions, including patrol deployment, special operations 

and tactical units, investigations, planning and research, crime preven

tion, and administrative services. 

The basic function of the crime analysis unit is to identify, describe, 

and disseminate information concerning crime patterns and problems. There 

are two types of crime patterns that the analyst identifies and brings to 

the attention of the line supervisors: 

• Geographic patterns . 

• Similar-offense patterns. 

Geographic patterns are simply concentrations of offenses in a spe

cific geographic area. This area may be within a single patrol beat, 

sector, or report area, or it may be spread over a number of contiguous 

areas. The crimes that comprise the pattern may ~hare no identifiable re

lationship other than geograph~c proximity. Upon recognition of a geo

graphic pattern (generally through inspection of a spot map), the analyst 

begins to search for other relationships between two or more component 

crimes. 
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Similar-offense patterns are comprised of offenses that appear to 

have been committed by the same suspect or group of suspects. The 

analyst discerns the similar-offense pattern by comparing a number of 

unique descriptors. These descriptors, or variables, include: 

• Crime type. 

@ Obj8Ct of attack. 

0 Suspect description. , 

.. i 

0 Suspect modus operandi. 

~ Suspect vehicle description. 

., Physical evidence . 

~ Weapon description. 

To identify these variables to the best degree possible, the crime 

analysis unit requires very detailed information from field reporting. 

To meet these special needs) a crime-analysis-oriented form has been 

developed that can be used optionally with the Models Record System 

described in this manual. The form, shown in Figure 2-1, is designed 

to be printed on the back of the Offense Report described in Section 

3.2.4. The form shown in Figure 2-1 is a forced-choice type that re-

quires the officer conducting the preliminary investigation to complete 

those blocks for which information is available. 
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Figure 2-1. Crime Analysis Form for the 
Back of the Model Records System Offense Report 
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3. MODEL RECORDS SYSTEM DESIGN 

3.1 Introduction 

The Model Records System described in this manual is a case

oriented system, in contrast to a person-oriented system. In this 

manner, entry as well as extraction of data related to a particular 

incident is ~xpedited through the use of a single, assigned Incident 

Number. Law enforcement activities are primarily case-oriented, with cross

references to person-oriented indexes. The exception to this is 

Arrest Files. While poli~e incidents are generally reviewed, 

investigated, and processed individuallY without reference to other 

police incidents (except where a common perpetrator is known or 

suspected), the desirability of examining the total local criminal 

history of a particular individual with a minimum of effort dictates 

the necessity of filing all Arrest Reports and connecting reports 

related to a single package or folder. In this manner, an officer 

seeking information about a particular individual need not spend 

lengthy periods of time standing by while records are extracted from 

several different files. Nor is it necessary for a records clerk 

to search through a multitude of files and drawers to bring together 

an individual's total arrest history and then refile such information 

after examination. 

The following basic parts make up this system: 

• Reports: 

Offense -- Criminal Incidents. 
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Miscellaneous Incident--Noncriminal incidents 

of significance. 

Vehicle--Stolen, recovered, impounded. 

Property--Receipt into departmental custody. 

Supplemental--Supplementary to any other report. 

Traffic Accident--Vehicle accidents. 

Arrest--Physical arrest and incarceration 

Traffic Citations--Traffic offenses. 

Field Interview--Field contact with suspicious 

persons. 

I!) Ledgers: 

Incident--Assignment of permanent identifying 

numbers. 

Arrest--tlJail blotter. 1f 

Property--Recordation of receipt of property 

into departmental custody. 

9 Files: 

Master Name (Index)--Central alphabetical 

cross-reference index. 

Primary--Numerical file of original copies of 

reported incidents. 

Arrest Package--All arrest-related documents 

pertaining to a particular person. 
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e Numbering Systems: 

Incident--All reported incidents, both 

criminal and noncriminal. 

Arrest--Identification of individual arrested . 

Certain other work documents are either necessary or highly 

desirable. These include the following: 

c Dispatch Card--Radio operator activity 

record. 

~ Daily Report--"Newsletter" of significant 

occurrences. 

® Officer's Daily Report--Recapitulation of 

activities. 

o Investigator's Activity--Recapitulation of 

activities. 

~ Supervisor's Daily Report--Recapitulation of 

activities. 

e Administrative Report--Statistical summaries. 

Some larger agencies may desire more specialized report forms 

where their use is justified by volume. Two such forms included 

in the Model Records System are the: 

6\ Worthless Document Report. 

6 Bicycle Report. 

Additionally, larger agencies with specialized investigations 
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units mClY opt to use two or more crime-specific Offense Reports. 

These can range from separate Crime Against Person and Crime Against 

Property to crime-specific reports for burglary, robbery, and other 

offenses. A single Offense Report is considered to be adequate for most 

agencies within the scope of the Model Records System, and exemplars of 

other crime-specific Offense Reports are not included in this manual. 

Exemplars of report forms suitable for use with this system are 

illustrated and described in detail in subsequent sections of this 

chapter. Traffic Accident Report and Traffic Citation exempJars have 

been omitted inasmuch as most States prescribe the formats for such 

reports. 

In all cases except the Field Interview Report and Citations, single, 

standard, one-sided forms 8-1/2 by 11 inches in size should be used for 

field reporting. This will serve to simplify report processing, filing, 

and storage operations. 

The Model Records System is somewhat flexible, allowing for 

expansion or contraction based on the size and needs of a particular agency. 

The most critical aspect of the system is the field reporting function. 

Forms have been designed and operating procedures devised that are 

based upon the concept that field officers know why reports are 

submitted, how they are to be used, and what pertinent data is to 

be included. To this extent, the system not only assumes the policy 

of officers being well trained in these areas but supports this concept 
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through forms design that combines uniformity and complete documentation 

in reporting procedures, 

Levels of review are proposed to provide the essential involve

ment of management in report writing; the number of review levels 

will depend on the size of the adopting agency. It is essential that 

the results of review be fed back to the originators of reports in 

a positive manner. This will serve to further upgrade report writing 

capabilities of field officers .. 

3.2 Reporting Forms 

3.2.1 DisEatch Cards 

3.2.1.1 Use 

The Standard Dispatch Card (see Figure 3-1) is a 3- by 7-inch, 

prenumbered card used by the dispatcher to record al1 calls re

garding a need for police services. It must also be completed by 

the dispatcher when field personnel inform the dispatcher that they have 

initiated action independently of a radio-assigned call. The 

Administrative Dispatch Card (see Figure 3-2) is similar in format 

and is provided for recording activities that are primarily adminis

trative in nature (that is, unit reporting out of service for court, 

reporting of street defects, etc.). The two forms can be color-coded 

to simplify handling. 

The Model Records System provides for a high level of inter

action bet'veen field officers and dispatchers. All field acti vi ty 

should be accompanied by the recording of a Dispatch Card. An 
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I STANDARD DISPATCH CARD 

NATURE OF INCIDENT DBELOW DIN PHOGRESS 0 .: i 0: NUMBER 
b ::; 
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OTHER DLARC[NY DaURGLARY Us TO AUTCJ [JMAL MIS [JHESTOHED PEACE 
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NO, u ;:: o ROTATION o NEAREST ,\VAIL 
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DlPT MtMBERS NOTIFIED TITLE. NAME. TIME 0 z 

DIRECTION OF fLIGHT 
I-i-

ADolT 10NAl INfORMATION 
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MAKE. 1 MODE l 1 YEAH 

BODY STYl f I COtCH 

Lie NO I LIC. YR. 

1- ..... 
STAlE I Lie TYPE I NOTI~ICD BY QOISPA TCtH" 

Figure 3-1. Stand~rd Dispatch Card 
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ADMINISTRATIVE DISPATCH CARD 

UNIT NO. I LOCATION IREVERS~ IINUMBER 
USED C I 

TELEPHONE NO. I PERSON NOTIFIED OR TO BE CONTACTED DISPATCHER I ClSUBJECT TO CALL 0 
rL ci 

.,; 
U :2 
w (/) a: 0 EXTERNAL a: 15 <l; u INTERNAL 

o CONDITION Cl STREET LIGHT OUT Ll BREAK r.'] REPAIRS r~ jSERVICE 

[] STREET DEFECT C 1 TRAFFIC LIGHT OUT r~ I FOLLOW·UP [-) RADIO SERVICE 

OTHER _ IJ TRAFFIC CIT. LJ RETURN TO STATION 

["I TRANSPORT. [=l PATROLLING ON FOOT 

NOTIFIE.u: Cl PERSON ABOVE eJ FIRE DEPT. 
L:I COURT l: I MEET UNIT 

[] STREET DEPT. el TRAFFIC DEPT. CI PARK DEPT. 
OTHER: 

C]OTHER 
C'j CALL STATION [J CALL NO. A30VE 

- REMARKS: ;-

FILE CHECKS J SEARCHED BY: 
SERIAL 

VEHICLE PERSON PROPERTY 

o WANTED ONLYoREGISTRATION AND WANTED r:; WANTED 'ONLY o OPR'S LICENSE SERIAL NO. 

YEAR yTATE JLlC. NO. TYPE NAME ILAST. FIRST, MIDDLE) 
DESCRIPTION: 

MAKE IMODEL YEAR ADDRESS 

BODY STYLEI COLOR IIDENT.NO. DOB IOPR'S L1C. NO. 

LISTED TO SEXIDESCENTI AGE I HGT. I WGT'I BUILD 

ADDRESS COMP'I HAIR I EYES IB~ARO, MUST., ETC. 

VEHICLE IF OIFFERENT FROM ABOVE: 

L::lNO RECORol 
STOLEN OR WANTEO FOR 

[1NOTWANTED []NOT IN FILE 
COMPLAINT NO. OR AUTHOR In 

Figure 3-2 . Administrative Dispatch Card 
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officer should never stop a car, question a person, or leave his car 

without notifying the dispatcher. The status of all officers on duty 

should be known at all times. By recording all field activity, the 

Dispatch Cards provide a measure of protection for the officer, in 
, 

addition to being a basis for workload analysis and resource allocation. 

The Dispatch Card forms are designed to simplify the recording of 

most pertinent information by checking the appropriate boxes. The use 

of a time stamp for recording time of receipt of a call, time of dispa~ch, 

time of unit arrival, and time call completed facilitates completion of 

the forms. 

The Dispatch Cards serve several important functions. They: 

• Provide a standardized record of all incidents 

requiring the dispatch of a police unit and/or 

incidents originated by field units. 

• Provide a standardized record of the location 

of a unit while the unit is out of service. 

• Provide a means for records personnel to conduct 

a daily audit to ensure that required reports 

have been completed and forwarded. 

• Serve as a basis for compilation of a daily 

report of field. incidents. 

The Dispatch Cards provide for only the most rudimentary disposition 

information. Detailed disposition information is reported either in the 

reports completed in connection with the call or in the Officer's 

Daily Report (see Section 3.2.16). This factor serves to reduce the 
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unnecessary use of radio time while, at the same time, eliminating the 

possibility of error resulting from radio transmission from field unit 

to Dispatcher. 

3.2.1.2 Distribution and Filing 

After the Dispatch Cards have been reviewed for audit purposes, 

reviewed in preparation of a daily report, and routed to the appropriate 

location (depending on the particular agency) for extraction of data 

pertaining to workload studies, manpower allocation, statistical reporting, 

and other factors, the cards are filed numerically, stored for approxi

mately one year, and then destroyed. 

The number assigned to each; '..Lspatch Card is not a case nwnber and 

is not cross-referenced to other numbers assigned to reports. The sole 

purpose is to facilitate sorting into a generally chronological sequence, 

should later review be necessary. 

Dispatch Cards should not be filed in and among other reports related 

to the incident. The form size makes such storage unwieldy, and the 

volume adds unnecessary bulk to necessary files. The selection of 

suitable storage for the cards should take into consideration the fact 

that, in almost all instances, the cards will never be examined again. 

3.2.2 Incident Ledger 

3.2.2.1 Use 

Just as the traditional jail blotter serves as a permanent record of 

persons arrested and incarcerated by a law enforcement agency, the 

Incident Ledger serves a.s a primary chronological record of reported 

field incidents, as well as a report audit source (see Figure 3-3). In 
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addition, it serves as a chronological crossfile, a geographical

location crossfile, and a type-of-incident crossfile to all reported 

incidents. In these respects, the ledger is not so efficient as regular 

index card crossfiles, but it also does not require the work (and space) 

to maintain or to purge. This is particularly important for those 

agencies that do not have sufficient clerical personnel to maintain 

voluminous crossfiles. 

All entries on the Incident Ledger are sequentially numbered. Upon 

completion of an Offense Report, Vehicle Report, Miscellaneous Incident 

Report, Traffic Accident Report, or Property Report, the reporting officer 

will obtain an Incident Number from the person maintaining the Incident 

Ledger. TIlis can be the Dispatcher or a records clerk. depending on the 

size and organizational complexity of the particular agency. The 

Incident Number should not be obtained by radio so as to conserve air~' 

time for more important needs. 

• Multiple incidents arising from the same occurrence 

require only one Incident Number. Generally, this 

number should be assigned to the most serious 

reported incident or the incident occurring first 

in a span of time. 

• Incidents not reported on the specific forms listed 

above should not be assigned a number from the 

Incident Ledger. 

Appropriate identifying information should be entered in the 

Incident Ledger: 
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• Date and time of occurrence. 

• Type of occurrence. 

• Location. 

• Victim or, if none, principal person involved. 

• Officer reporting. 

• Other reports made under the same Incident 

Number. 

3.2.2.2 Numbering System 

There are perhaps as many numbering systems as there are police 

departments. One of the most effective and simple sys~ems involves 

starting with number "I" each January first, with the number preceded by 

the last two digits of the year (that is, 78-00001). If desired, Traffic 

Accident Report Numbers can be distinguished by adding the letter "T" 

(that is, 78-00002-T). This system provides for a swift determination 

of the number of reports completed at any point during the year, as well 

as automatically indicating the total for the year. The system is simple 

in operation while readily identifying each specific incident. 

3.2.2.3 Filing 

Since Incident Ledger pages will be kept in book form and not filed 

as are other reports, if desired a ledger page of larger size can be sub

stituted for the 8-1/2- by II-inch exemplar illustrated in Figure 3-3. 

3.2.2.4 Special Considerations 

In agencies where the report volume is low, the Incident Ledger can 

suffice for dispatch recording. If the two types of information are 

recorded on a single ledger form, care must be taken to ensure that 
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Incident Numbers are assigned to only those incidents that require 

reporting on one or more of the prescribed forms. 

Another possibility is use of a so-called FCr. Log to record all 

transmissions. Inasmuch as Federal Communications Commission records 

regulations require only signatures of dispatchers on each shift and 

signatures of equipment repairman when mairttenance or repair are 

necessary, a very simple form providing only for the entry of this 

specific information suffices for an FCC Log. However, if all radio 

transmissions are recorded on paper (in contrast to tape), the log can 

serve as a combined record of the Incident Ledger and Dispatch Card Information, 

or as a combination of only the Dispatch Card information and those 

signatures required by the FCC, or of all three. However, it should be 

stressed that care must be taken to assign Incident Numbers only to those 

incidents reported on prescribed forms. Moreover, consolidation of these 

forms is practical only when radio traffic and reportable incidents are 

of low volume. 

3.2.3 Daily Report 

3.2.3.1 Use 

The Daily Report (see Figure 3-4) serves as an intraagency newsletter 

of significant occurrences. Smaller departments may wish to list every call 

dispatched. Departments with considerable call volume will need to be 

somewhat selective in identifying the types of incidents to be listed; 

othen~ise, the size of the report will reduce its value. The report should 

include all illcidents of major agency interest, both criminal and non

criminal, occurring during a designated 24-hour period. The report is 
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" 

Figure 3-4. Daily Report 
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intended primarily to brief personnel on matters of agency interest. 

The Daily Report should be maintained either b)' the dispatcher 

or by records personnel. The primary sources of information are 

selected Dispatch Cards and entries in the Incident Ledger. If the same 

person is not responsible for both tasks, it will be necessary to 

coordinate the entry of information from both sources. Incidents not 

routinely coming to the attention of the person compiling the Daily 

Report, but which should be included, must be reported for inclusion 

by the officer handling the incident (for example, an arrest by 

investigative personnel, or completion of an Offense Report not related 

to a radio transmission). 

Entries should include: 

• Time of occurrence. 

G Type of incident. 

• Location. 

• Officer or Unit assigned. 

• Remarks: 

A very brief explanation of why an entry was 

made (that is, "$20,000 in jewelry taken" or 

"arrestee is school principal's brother,1t etc. 

Incidents for which an Incident Number and/or 

Arrest Number is used to report the occurrence 

should be identified by inclusion of tIle number 

(that is, "School principal's brother, Arrest 

"#4753-78" or "Offense Report #78 .. 014785"). Thus, 
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.,. interested personnel can easily locate 

the pertinent reports for more details. 

The Daily Report should be audited daily by records personnel 

to ensure that all appropriate incidents have been formally 

reported and that appropriate reports have been completed and submitted. 

3.2.3.2 Distribution 

Pertinent information should be presented at rollcall to personnel 

coming on duty. Additional distribution is a matter for internal 

deter.nination. The original copy should be filed by date for approxi-

mately 1 year and then destroyed. 

3.2.3.3 Special Considerations 

Where incident volume is low, the Incident Ledger and the Daily 

Report can be combined. If these forms are combined 1 care must be taken 

to ensure that Incident Nrunbers are assigned to only those entries that 

require reporting on one of the prescribed report form3. In this 

case, the "Remarks" column would more appropriately be entitled 
, 

"Dispositit;>n." 

3.2.4 Offense Report 

3.2.4.1 Use 

The Offense Report (see Figure 3-5) is used to record the circumstances 

of all criminal offenses coming to the attention of the pOlice, regardless 

of the value of property taken, extent of injury, or likelihood of 

successful prosecution except: 

• Vehicle thefts (reported on the Vehicle Report). 

• Traffic and other citable violations disposed of 
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Figure 3-5. Offense Report 

3-17 



by means of a Citation. 

s Offenses that do not involve a crime against 

property or specific persons, for which an 

arrest is made (for example, carrying a 

concealed weapon, possession of narcotics, 

prostitution). 

• Offenses or incidents reported on the optional 

Worthless Document Report (see Section 3.2.20) 

or Bicycle Report (see Section 3.2.21). 

An Incident Nwnber is assigned as described in Section 3.2.2.2. 

3.2.4.2. Distribution and Filing 

The original is filed by Incident Number in the Primary File. 

Additional copies are distributed as determined by agency needs: 

• Chief. 

s Investigative unit. 

s Arrest Package (attached to copy of connected 

Arrest Report). 

• Officer1s Information File. 

• Crime analysis unit. 

• Other, as required. 

Offense Reports should be indexed as follows: 

• Master Name File -- Alphabetically by name of 

victim or principal person involved. 

• Property File (Optional) -- Other than the 

Master Name File. this is the most important 
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index file in terms of potential 

benefit. Even so, the volume of 

reported offenses must be such that a 

dear and pressing need for the file 

exists in terms of usage. It should be 

divided into two categories: 

Property accepted into agency custody 

as found, evidence, or for safekeeping 

(the volume of property accepted may 

not justify a file and the Property 

Ledger described in Section 3.2.11 

can suffice). 

Reported stolen property that is 

identifiabl~ but which is not appro

priate for entry in State or NCIC £iles. 

If stolen property is of a class suitable 

for entry into State or national computer 

files and is so entered, there is not 

sufficient value in creating a duplicate 

entry in a local file to justify the 

work involved. 

Within each category, index cards should 

be filed by type of item, by date. Further 

subdivisions by serial number, ins.criptions, 

or other identifiers are not necessary 
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since, in almost all cases, a search 

will commence with the type of item. 

• Location of Incident File (Optional) -- By 

street address or, if none, by other identifying 

factors, by date. A clear and continuing need 

should exist before a Location of Incident File 

is established. The additional work of creating, 

maintaining, and purging the file must be 

weighed against the frequency and value of its use 

in relation to the frequency and the work 

involved in developing similar information by 

means of a hand tally from the Incident Ledger 

or the Primary File. 

• Type of Incident File (Optional) -- Although 

this is a commonly maintained file, it is 

seldom of significant value in any but large 

agencies whose records are not computerized. 

The standard justification is to assist in 

preparing monthly statistical reports, both 

internal and for State and Federal agencies. 

Data compilation for such reports can often be 

performed more simply by establishing a tally 

position in the report processing operation and 

recording the desired information by hand tallying. 
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Clerical labor is reduced and the 

necessity of maintaining another 

voluminous file is eliminated. 

3.2.5 Miscellaneous Incident Report 

3.2.5.1 Use 

The Miscellaneous Incident Report (see Figure 3-0) is used to 

record officially and permanently actions of officers and/or incidents 

not reported on either the Offense, Traffic Accident, Vehicle, or 

Property Report. Usage is limited to noncriminal situations of such 

importance that a detailed official record is desirable. Examples of 

such situations are: 

• Industrial injury. 

• Missing person. 

s Dog bite. 

• Rabid animal destroyed by officer. 

• Lost property reported. 

• Dangerous excavation. 

• Suicide or attempted suicide (even if 

considered to be a crime). 

The Incident Number is assigned as described in Section 3.2.2.2. 

3.2.5.2 Distribution and Filing 

The original is filed by Incident Number in the Primary File. 

Additional copies are distributed as determined by agency needs: 

e Chief. 

• Investigative unit. 
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Figure 3-6. Miscellaneous Incident Report 
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• Officer's Information File. 

• Other, as required. 

Miscellaneous Incident Reports should be indexed as follows: 

I) Ma'ster Name File -- Alphabetically by name 

of victim or principal person involved. 

• Location of Incident (Optional) See remarks 

under Location of Incident File in Section 

3.2.4.3. 

• Type of Incident File (Optional) -- See Temarks 

under Type of Incident File in Section 3.2.4.3. 

3.2.6 Vehicle Report 

3.2.6.1 Use 

The Vehicle Report (see Figure 3-7) is used to report the cir

cumstances of stolen, recovered, and impounded vehicles. An Incident 

Number is assigned as described in Section 3.2.2.2. A report of a 

recovered vehicle that was stolen locally should b~ reported under the 

Incident Number assigned to the original Stolen Vehicle Report. 

3.2.6.2 Distribution and Filing 

The original should be filed as follows' 

• Recovered Vehicles -- If the vehicle was stolen 

locally, the original should be attached to the 

related Stolen Vehicle Report in the Primary 

File. Otherwise, it should be filed by Incident 

Number in the Primary File. 
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Figure 3-7. Vehicle Report 
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• 

• Stolen and/or Impounded Vehicles -- Filed 

by Incident Number in the Primary File. 

Additional copies are distributed as determined by agency needs: 

61 Chief. 

e Investigative unit . 

e Arrest Package (attached to copy of connected 

Arrest Report) . 

• Officer's Information File. 

• Crime analysis unit. 

e Other, as required. 

Vehicle Reports should be indexed as follows: 

• Master Name File -- Alphabetically by name of 

owner. Include vehicle license number. 

• Property File (Optional) -- By vehicle make, 

by license number. The index card should 

indicate whether the vehicle was stolen or 

impounded. (Cards need not be prepared for 

recovered vehicles because recovery eliminates 

the necessity of maintaining a Itstolen!! card in 

the file; the !!stolen" card should be marked 

"recovered!! and destroyed when the vehicle is 

released to the mmer. 

3.2.6.3 Special Considerations 

Mlere volume is very low, the Offense Report can be used in lieu 

of a Vehicle Report, and the Stolen and Impounded Vehicle index cards 
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can be dispensed with if a simple list of stolen and impol.U1ded vehicles e 
is maintained. 

3.2.7 Supplementary Report 

3.2.7.1 Use 

The Supplementary Report (see Figure 3-8) is used for the following 

purposes: 

• As a continuation for any other report when 

additional space is needed. 

• To provide additional information concerning 

a previously reported incident. 

• To record the progress of a continuing 

investigation. 

• To close an investigation. 

The Incident Number assigned to the original report to which the 

Supplementary Report relates is used to identify the incident. 

3.2.7.2 Distrib~tion and Filing 

Distribution should be the same as that of the original report, and 

the original of the Supplementary Report should be attached to the 

original of the related report in the Primary File. 

Records personnel must be alert to the fact that receipt of a 

Supplementary Report can require a change in index cards previously 

prepared and/or the Incident Ledger (change of location of incident, 

property stolen, etc.). 

3.2.7.3 Special Consideration 

Where the volume of reporting is low, this form can be combined 
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Figure 3-8. Supplementary Report 
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with the Offense Report if suitably identified when used as a supplement 

to an original report. 

3.2.8 Traffic Accident Report 

3.2.8.1 Use 

The rraffic Accident Report completed in connection with all reported 

traffic accidents occurring on the highway (except those involving only 

minor damage) and all private property traffic accidents involving death, 

injury, or violation of law (some State statutes can modify this recommended 

usage). The Incident Number is assigned as described in Section 3.2.2.2. 

Inasmuch as State statutes usually specify the format for this report, no 

exemplar .is illustrated. 

3.2,,8.2 Distribution and Filing 

The original is filed by Incident Number in the Primary File. If 

separate files for traffic accidents are considered to be mandatory, a 

separate block of Incident Numbers from the Incident Ledger should be 

used to preserve the sequential integrity of the numbering system. 

Additional copies are distributed as determined by agency needs: 

• Chief. 

• Investigative or traffic unit, if an offense 

is involvec1 

• Arrest Package (attached to copy of connected 

Arrest Report). 

• Crime analysis unit. 

e Other, as required. 
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Traffic Accident Reports should be indexed as follows: 

• Master Name File -- Alphabetically by names of: 

Parties to the accident. 

Persons killed or injured. 

• Location of Incident File -- By street address 

or other identifying factors, by date. (There 

is probably more justification for a traffic 

accident location file than any other type of 

location file. Nevertheless, the frequency of 

usage and the labor involved in developing, 

maintaining, and purging such a file should be 

carefully weighed against the labor involved in 

preparing hand tallies by location when needed.) 

3.2.9 Property Report 

3.2.9.1 Use 

The Property Report (see Figure 3-9) is used to record receipts of 

property of the following categories into agency custody: 

• Evidence. 

• Found property. 

• Safekeeping. (This category is used only when the 

owner or custodian is known and the property is 

not of evidential value.) 

It is not used to record prisoners' personal property. An Incident Number 

is assigned as described in Section 3.2.3.3, unless the property is 
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~~~ _____________________ PR_O __ P_E_R_T_Y~R~E_P_O_RrT~~~ __ ~~~~~ __ ~ ________________ -, 
2. EVIDENCE 0 FOUND PflDPERTY 0 SA~EKEEPING 0 13 GENERAL TYPE OF PROPERTY 

15. ADDRESS 

LOCATION PROPERTY OBTAINED 19. DATE AND TIME OBTAINED 10 DATEITIME BOOKED 111. CONNECTED REPORTS AND NUMBERS 

12. 13 14 
NUMBER QUANTITY ITEM DESCRIPTION (make, mOdel, serial nO. color, i~entlfving marks, etc) 

• 

19 IISSIGNlO TO ~MPLOYEE NO '0 NGIC I NlI<Y UY DillE 

Figure 3-9. Property Report 
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connected with another incident to which an Incident Number has been 

or will be assigned. In such cases, the Property Report should bear the 

Incident Number assigned to the numbered incident. 

3.2.9.2 Distribution and Filing 

The original is filed by Incident Number in the Primary File. 

Additional copies are distributed as determined by agency needs: 

• One copy (aT a Property Tag (see Section 3.2.10) should 

accompany the property. 

• Investigative unit. 

e Arrest Package, if related to an arrest. 

~ Other, as required. 

Property taken into custody should also be described in connected reports. 

Property Reports should be indexed as follows: 

• Master Name File -- Alphabetically by the 

name of the person to whom the property was 

booked (see also Section 3.2.11). 

• Property File (Optional) -- By type of item. 

3.2.9.3 Special Considerations 

The volume of property accepted into custody may not be sufficient 

to justify the labor of creating, maintaining, and purging a Property 

File. In such cases, the Property Ledger described in Section 3.2.11 

can suffice. 

1Vhere the volume of property received is low, a 3- by 5-inch 

Property Tag attached to the property can suffice for the Property 

Report (see Section 3.2.10). 
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3.2.10 Property Tag 

3.2.10.1 Use 

The Property Tag (see Figure 3-10) is a 3- by 5-inch card 

attached for identification and maintenance of accountability to each 

item of property received into agency custody that is the subject of a 

Property Report (see Section 3.2.9). The Property Tag is physically 

attached to the item throughout the period of its custody. 

3.2.10.2 Distribution and Filing 

The Property Tag is prepared in one original and discarded when 

the property is released from custody. The Property Ledger described 

in Section 3.2.11 wi 11 suffice for a permanent record of property receipt 

and disposition. 

3.2.10.3 Special Considerations 

Where the volume of property received is low, the Property Tag 

can suffice for the Property Report. However, because of importance of 

maintaining accountability of property in agency custody, a Property 

Ledger should still be maintained, appropriate index cards should be 

made, and property should still be described in connected reports, as 

described in Section 3.2.9.2. 

3.2.11 Property Ledgcr_ 

3.2.11.1 Use 

The Property Ledger (see Figure 3-11) is one of three ledgers 

necessary for efficient law enforcement agency operations. The Incident 

Ledger (see Section 3.2.2) and the Arrest Ledger (see Section 3.2.13) 

are the other two. The Property Ledger is maintained to provide 

effective control of property accepted into agency custody; to allow 
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PROPERTY TAG 

EVIDENCE 0 FOUND PROP. 0 SAFEKEEPt~G 0 
BOOKED TO /,NCIDENT NO. -
DATE/TIME BOOKED rECEIVED BY [PROPERTY OFFICERI 

@ DESCRIPTION 

~ ~~~~~~LF 

CHAIN OF CONTINUITY 
(SIGNATURES REQUIRED) 

NAME TO NAME DATE/TIME 

@ 

~ 

Figure 3-10. Property Tag 
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PROPERTY LEDGER 
PAGE----

INCIDENT DATE TIME BOOKED TO RECEIVED GENERAL DESCRIPTION 
BIN-5HELF FINAL DISPOSITION 

NUMBER BOOKED BOOKED BY (NUMBER) NO. 

. ,~. ....-.. _ . 

--

Figure 3-11. Property Ledger 



for swift, accurate inventory of stored property; and to serve as a 

chronological cross-reference to property in department custody. Each 

item of property booked into custody should be entered in the Property 

Ledger, and appropriate notations should be made as to the Incident Number, 

Data Booked, Person Booked To (see below), Received By, Bin or Shelf 

Number used for storage, and details of the final disposition of the 

property. 

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. Safekeeping property 

is booked to the owner or custodian of the property. 

3.2.11.2 Special Considerations 

Since Property Ledger pages will be kept in book form and not filed 

as are other reports, a ledger page of larger size than the 8-1/2- by 11-

inch exemplar illustrated in Figure 3-11 can be used. 

3.2.12 Arrest Report 

3.2.12.1 Use 

The Arrest Report (see Figure 3-12) is used to record id~'ntifying 

information and details of the arrest of all persons taken into custody. 

This report serves as a permanent agency record of the officer's 

legal cause for arrest, his actions, the arrestee's actions and statements, 

and any other details of the arrest. It should be so complete that, in 

most cases, a judge can make a detennination of guilt or innocence 

without further information. 
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Figure 3-12. Arrest Report 
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All arrests should be entered in an Arrest Ledger (see Section 

3.2.13) by an Arrest Nt..:11ber identifying that particular arrest. The 

Arrest Number should be listed in connected reports for cross-reference 

purposes. 

3.2.12.2 Distribution and Filing 

The original should be filed in an Arrest Package for that particular 

arrestee (the Arrest Package should be created at the time a person is 

first arrested by the agency). Copies of all arrest-related documents 

pertaining to a particular arrestee should be filed in the Arrest Package 

for that individual. These include copies of related Offense, Traffic 

Accident, Vehicle, Miscellaneous Incident, and Property Reports; a current 

photograph; fingerprint cards; rap sheets; and any other documents. In 

this manner, the complete local criminal history of an arrestee is 

available inunediately to any officer conducting an investigation. 

Arrest Packages should be maintained in the records unit filed 

alphabetically. If volume and name similarities create identification 

problems, a permanent Department Number should be assigned to each 

arrestee at the time of the first arrest. This Department Number) cross

referenced to the arrestee's fingerprint classification, would serve to 

identify an individual; an Arrest Number serves to identify a particular 

arrest of an individual. If Department Numbers are used, Arrest 

Packages can be filed by that number. and the number is entered on the 

related Master Name File index card for cross-reference purposes. 

Additional copies of the Arrest Report are distributed as determined 

by agency needs: 
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• Chief. 

• Investigative unit. 

e Officer's Information File. 

e Crime analysis unit. 

jJ Other, as required. 

Arrest Reports are indexed as follows~ 

• Master Name Fih~ -- Alphabetically. 

$ Location of Incident File (Optional) -- By 

street addrest; or other identifying factors, 

by date. See remarks under Location of 

Incident File in Section 3.2.4.3. 

3.2.12. 3 §r.eci_~~~onside_r_~1_i.()~. 

If the agency uses a citation form of arrest, the Citation 

should be affixed to a blank 8-1/2- by II-inch sheet of paper and 

processed, indexed» and filed in the same manner as an Arrest Report. 

3.2.13 Arrest Ledger 

3.2.13.1 Use 

The Arrest Ledger ("police blotter") serves as the primary 

chronological record of all arrest.s made by agency members, together 

with the booking into the agency lockup system of prisoners arrested by 

other agencies. The Arrest Ledger developed for the Model Records System 

(see Figure 3-13) is designed for use in an 8-1/2- by l4-inch fOl~at. 

Appropriate identifying information should be entered in the Arrest 

Ledger: 

• Arrest Nu,'11ber (see below). 

• Date and time of arrest. 
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Figure 3-13. Arrest Ledger 
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• Date and ~ime booked. 

• Charge. 

• Name. 

• Location of arrest. 

• Arresting officer. 

• Arrestee's Department Number (if used), and disposition. 

A separate Arrest Number should be used for each arrest. 

Each January first, the numbering sequence should start with number 1, 

followed by the last two digits of the year (that is, the first arrest of 

1978 would be 00001-78). This system provides a stable n~~bering system 

and, at the same time, provides a simple tally of the number of persons 

arrested during the current year. A permanent Department Number may also 

be desirable because of volume and/or name similarities. A policy for 

such a system is discussed in Section 3.2.12.2. 

3.2.13.2 Distribution and Filing 

The Arrest Ledger should be maintained in the lockup office 

(preferably) or in the records unit. Since Arrest Ledger pages will be 

kept in book form and not filed as are other reports, a ledger page of 

larger size like the 8-1/2- by 14-inch exemplar illustrated in Figure 

3-13 can be used. Citation arrests (in lieu of physical arrests for 

nontraffic criminal offenses) should be entered and numbered in the Arrest 

Ledger with the special notation added, "Citation". Traffic citations 

should not be entered in the Arrest Ledger, because of the volume and 

lack of potential value of such information. 
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3.2.14 Traffic Ci~ation 

3.2.14.1 Use 

Gener.nlly, State statutes direct the specific format, size; number 

of copies, and distribution of Traffic Citations. For this reason, no 

Traffic Citation exemplar is illustrated and, in many instances, a law en-

.. forcement agency adopting the Model Records System described in this manual will 

find j t necessary to modify the procedure outlined in this section. The 
.. 

Traffic Citation should be used roX' traffic offenses other than those 

requiring physicn1 arrest (a Traffic Citation need not be completed when 

an arrest is made since the circumstances are reported on an Arrest Report). 

3.2.14.2 Distribution and Filing 

The original is forwarded to the concerned court, and a copy is 

given to the violator. Additional copies are distributed as determined 

by agency needs: 

o State motor vehicle department. 

e Citation File, alphabetically by violator's name 

for approximately one year, then destroyed. 

(J "Book copy)" to remain in the citation book a.s a 

permanent record, thereby Inaintaining a high 

degree of integrity through Citation control. 

There is little value in maintaining a file of officer's copies of 

Citations, nor should the issuing officer be given a personal copy. The 

only valid use an officer might have for later use of a Citation copy is 

in connection with refreshing his memory for court appearances. In such 

cases, he has access to the Citation File. 
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Traffic Citation information should not be entered in Arrest 

Packages, nor in the Master Name File because of the volume and 

consequent labor involved, together with the limited time that such 

information has significance. In addition, most States maintain 

computer files of statewide traffic violator histories that make local 

~gency fjles of such information duplicative and of limited value. 

In the event that efficient State computer service is unavailable, the 

alphabetical Citation File provides the most information for the least 

effort. 

Parking citations are not considered in the Model Records System. 

Parking citations should be a function of some agency other than the 

policy, and agency involvement should be limited to service of warrants 

for unpaid citations. In those instances where the agency must be 

involved, processing should generally follow that outlined for Traffic 

Citations (except that there is little or no value in maintaining an 

agency Parking Citation File). 

3.2.15 Field Interview Report 

3.2.15.1 Use 

The 3- by S-inch Field Interview Report (frequently known as the FIR 

see Figure 3-14) is used to report and to identify for possible future 

investigative purposes suspicious persons t'i'countered during the normal 

performance of field duties, against whom no specific charge is apparent 

at the time of encounter. It is also used to establish a record that a 

person was warned regarding ~pecified prohibited conduct. At times, it 

can be completed even if the person is arrested. Frequently, a review by 
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FIELD INTERVIEW REPORT 
1 LOCATION; 2. DATE \3. TIME 

4. NAME; (LAST NAME FIRST) 5. NICKNAME 16. R.D. 

7. ',DDRESS: lB. PHONE 

9. SEX JDCSCENT JAGE JHEIGHT WEIGHT JBUILD I COMPLEXION 

10.DOB / POB IHAIR rYES J MARKS OR SCARS 

11. SOCIAL SECURITY NO. 1'2. DRIVERS LICENSE NO. STATE TYPE 

I I 

13. CLOTHING WORN 14.DRIV.IXI I PASS.!X) IPED.IX) 

15. MAKE OF CAR MODEL BODY STYLE YR. COLORS YR .-STATE·LlC. 

OTHER IDENTIFYING MARKS IVEHICLEI 

OCCUPATION AND EMPLOYER INAME & ADDRESS) OR SCHOOL ATTENDING AND GRADE 

17. ASSOCIATES WITH SUBJECT 

18. REASON FOR INTERROGATION 

-
19. DISPOSITION 

20. OFFICERIS) REPORTING 

21. ARRESTED ICHARGE) 

Figure 3-14. Field Interview Report 
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investigators at a later date can be very helpful in establishing the 

presence of a particular individual at a particular place at a 

particular time. 

3.2.15.2 Distribution and Filing 

The Field Interview Report is completed in duplicate. The original 

should be filed alphabetically by name of the person interviewed, and the 

copy should be filed by location of interview. Because of the special 

investigative purposes of this form, it should be filed separately from 

the general Master Name and Location of Incident Files in a specific 

FIR file. 

3.2.16 Officer's Daily Report 

3.2.16.1 Use 

Completion of an Officer's Daily Report (see Figures 3-15 and 3-16) 

by the patrol officer serves several purposes. Of primary importance is 

the fact that it is necessary for patrol supervisors to have some system 

of evaluation. Many such systems rely on little more than a comparison 

of cumulative totals of activities between officers and/or the same 

officer from one time period to another. Obviously such a system fails 

to take into consid{'ration such factors as quality, selective enforcement, 

and time utilization. The Officer's Daily Report affords the patrol 

supervisor the opportunity to evaluate his subordinates on a daily basis. 

For example, he can determine the time span used by an officer for given 

types of calls or activities or for all of the officer's activities, and he 

can determine how long the officer remained out of service on specific 

activities. 
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This report also serves as a device for forwarding workload data 

in a concise form to those involved in analyzing such information. 

These data can be useful in such matters as supervisory control, manpower 

utilization, budget requests, and answering public inquiries. In 

addition, the use of this form to provide a permanent record of minor 

calls and associated activities in condensed form relieves both the 

dispatching and recordkeeping functions from volTh~inous report production, 

processing, indexing, and filing. The most logical alternative is the 

creation of some form or document (such as a. Dispatch Card) for 

every call. This would not only result in voluminous paperwork to be 

processed and filed but would also fragment an officer's daily performance 

into many different forms scattered through similar forms associated with 

the reported activities of other officers on the same shift. Moreover, the 

Officer's Daily Report provides a measure of protection to personnel who 

might be unjustly accused of derelictions of duty in the field. 

In sunnnary. the Officer's Daily Report is vital for effective 

operation for the following reasons: 

• It contains details and dispositions of all 

activities occurring during a tour of duty, 

including those minor incidents that are not 

the subject of a formal report and are not 

routinely included in the Daily Report or 

Incident Ledger. 

• It provides a record of the daily accomplishments 
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of each officer for supervisory as well 

as statistical purposes. 

• It provides a record for measurement of 

workload factors. 

o It provides a source of data for manpower 

utilization, budget requests, response to 

public inquiries} and similar purposes. 

• It reduces dispatching and recordkeeping tasks 

and volume associated with the generation, 

processing, indexing,and filing of reports of 

minor incidents. 

• It provides a safeguard for field personnel 

against unjust accusations. 

The two exemplars illustrated in Figures 3··15 and 3-16 are similar. 

That shown in Figure 3-16 provides fer detailed time recapitulation of 

the officer's activities in minutes per type of activity, while that 

shown in Figure 3-15 provides simply for the entry of Time Started and 

Time Ended information. 

suited to local needs. 

The agency can adopt or adapt the form better 

3.2.16.2 Distribution and Filing 

An original should be prepared and, after supervisory review, filed by 

the officer's name by date. 

3.2.17 Investig~tive Activity Report 

3.2.17.1 Use 

The Investigative Activity Report (see Figure 3-17) fulfills the 
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INVESTIGATIVE ACTIVITY REPORT 
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Assignment: Numbor 01 Apillied 

Earned Timos Fo' 

Holidl)"'~ 
H('IliollV, 

Tot" I WorKod HI", 
elil~ut.1)d 

-. - ! 
f E tONY ASSIGNMENTS MISOEMEANOR ASSIGNMENTS J MISC INVESTIGATIONS OR COM"LAINTS 

~~ No. Closod I No Prior Closed" No. RGcolved INa. Clowd I No. Prior Clolod' TN"' h ~'J".d 1 "ours 

TYPE OF ASSIGN"JENTS 

NUmber Asslgnmonts RocCtlfed 

Porsonal ArrC:$'U 

1 
Affo5U for You bV Othen 

Arran, by You for Others 

ProporW Amount Roaported 1$ I Amounf R&covcrud I S I TOlol Hours Report 

I I S.,p',."",or Approving 

Involvt{1 on Assignments on A$I:,.:Inmonts. WtI\ing 

LIST ALL ASSIGNMENTS flNCLUDE PRIOR ASSIGNMENTS CLOSED) 

InLld""t Date How Hour$ Number ValVO 

Numb.' Auignlld Nama ot Viuim Otfonw Clo'-Od In."ol\lOO ArrQn~ PtOp.rtv 
Ro,o,,~roci 

--

Figure 3-17. Investigative Activity Report 



same function for investigative personnel that the Officer's Daily 

Report does for patrol personnel. Although the contents necessarily 

differ, justification for use of the form is substantially the same. 

Depending on workload, the form can be completed on a weekly or monthly 

basis, with a summary report on a monthly, quarterly, or annual basis. 

3.2.17.2 Distribution and Filing 

An original should be prepared and, after review by a superior, 

filed by the investigator I s name by date. 

3.2.18 Supervisor's Daily Report 

3.2.18.1 Use 

The Supervisor's Daily Report (see Figure 3-18) is an optional 

report that can be completed by field supervisors for er.ch tour of duty. 

The report should contain a summary of acti vi ties for the tour of duty: 

• Personnel matters and observations. 

• Criminal matters and recommendations. 

• Other police problems. 

• Training nneds observed. 

3.2.18.2 Distribution and Filing 

An original should be prepared and, after review by a superior 

officer, filed by the supervisor's name by date. 

3.2.19 Records Sign-Out 

Although adequate security provisions require that originals of 

reports, once filed in the records unit, should never be removed except 

on court order, it must be recognized that situations do arise calling 

for an exception to the rule. In such instances, original records removed 
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SUPERVISOR'S DAILY HEPORT 

NAME ON DUTY I OFF OUTY I TOTAL HOurIS 1 OVERTIME I WATCH 

I 
ASSIGNMENT PAn: 

WOflKlP 

VWlClE NO l-r:I MIUAGE· I MILtAGl I TOTAL GAS,/>/O. (iAL COST 
lOlL NO ors I COST TOTAL C()~T 

START FINISH MILES 

--
.. 

\ 

SIGNfD - _____ APpnOVEO ___ .. --
'--- - .~-------...... ---.~--.--.-----

Figure 3-18. Supervisor's Daily Report 
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from the confines of the records unit should be identified in the filii~ 

by substituting a brightly colored card of similar size (see Figure 3-19) 

made of heavy paper stock and bearing the following information: 

• Incident Number. 

• Officer taking custody. 

• Date removed. 

• Purpose. 

• Date returned. 

• Records clerk's initials (or employee number). 

After a report has been returned, the entry on the Records Sign-Out form 

should be lined out and the form stored close at hand for reuse . 

. 3.2.20 Worthless Document Report 

3.2.20.1 Use 

The Worthless Document Report (see Figure 3-20) is an optional crime- fa 
specific report that can be used in place of the Offense Report (see 

Section 3.2.4). The Worthless Document Report can be used to report 

the circumstances of those criminal offenses involving forgeries, alterations, 

counterfeiting, and other offenses involving a11 types of documents, 

including checks. The Worthless Document Report can also be used to 

report offenses involving the issuing of checks against insufficient funds 

or nonexistent accounts. 

3.2.20.2 Distribution and Filing 

Procedures for numbering, processing, filing, and indexing are identical 

to those recomnlended for the Offense Report in Section 3.2.4. Special 
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Figure 3-19. Records Sign-Out 
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Figure 3-20. Worthless Document Report 
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files of Worthless Document Reports need not be maintained, since the 

report is prepared in lieu of an Offense Report and is filed in place 

of the latter. 

3.2.21 Bicycle Report 

3.2.21.1 Use 

The Bicycle Report (see Figure 3-21) is an optional crime-specific 

report that can be used in place of the Offense Report (see Section 

3.2.4). The Bicycle Report can be used to report the loss, finding, theft, 

or recovery of a bicycle. A stolen bicycle subsequently recovered should 

be reported as recovered, not found. 

3.2.21.2 Distribution and Filing 

Procedures for numbering, processing, filing, and indexing are 

identical to those recommended for the Offense Report in Section 3.2.4. 

~ Special files of Bicycle Reports need not be maintained, since the report 

is prepared in lieu of an Offense Report and is filed in place of the 

latter. 

3.2.22 Periodic Stati5tical Summary Report 

In every law enforcement agency, the need periodically arises to 

review crimes, arrests, calls for service, and other workload factors. 

Without some logical format, such review is seriously restricted. The form 

exemplars depicted in Figures 3-22 and 3-23 are but two of many satisfactory 

formats. The formats illustrated are suggested as guides to the agency 

rather than specifically recommended, inasmuch as it is often necessary 

to group data according to guidelines furnished by each State. Such 

reports can be prepared by records units and/or analytical personnel from 
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Figure 3-21. Bicycle Report 
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Figure 3-22. Weekly Report 
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Figure 3-23. Consolidated Monthly Report 
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tally sheets maintained on a daily basis. The reports can serve as 

inputs for monthly> quarterly, and annual agency operating reports. 

3.2.23 Index Cards 

To retrieve swiftly and efficiently a report in the files or to 

make specific reference to a victim or offender) some form of indexing 

of such information is necessary. Standard 3- qy 5-inch index cards are 

appropriate for such cross-referencing purposes. T\V'o types of index 

cards are illustrated in Figures 3-24 and 3-25. That shown in Figure 

3-24 is suitable for a single-entry system, while that shown in Figure 

3-25 is suitable for a dossier system. 

It should be noted that the single-entry system card lends itself 

well to use in a Type of Incident, Location of Incident, or Property 

File by simply circling or otherwise marking the specific type of entry 

for which the card is intended to serve. This would allow for preparation 

of only a single index card and the requisite number of duplicates to 

provide for all indexing needs. Simplicity and economy of effort are 

best served by using a standard index card for all incidents. 

3.2.24 Special Request Log 

Because of awakening public concern, coupled with the development 

of specific security and privacy pOlicies by statute, it is advisable to 

maintain a log of requests for information made by other agencies, so as 

to document the appropriateness of the request at a later time, if 

required. This log, which can be in the form of a bound ledger, should 

include the following information: 
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.~-------------------

NAME AND ADDRESS INCIDENT OR 
ARREST NO. 

TYPE OF INCIDENT IF ARREST, CHARGE: 

LOCATION 

PROPERTY 

, 

-

Figure 3-24. Single Entry-Type Index Card 

NAME AND ADDRESS DEPARTMENT NO. 

i 

DATE TYPE Of INCIDENT LOCATION 
INCIDENT OR 
ARREST NO. 

Figure 3-25. Dossier-Type Index Card 
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• Date of the request. 

~ Name of th~ requesting person. 

ell Requesting agency. 

(j) Type of information requested and name 

of individual involved. 

~ Reason for request. 

e Clerk processing the request. 

3.3 Use of National and State Crime Information Systems 

Selected warrants, stolen vehicles, and other stolen property should 

be entered into the State and/or NCIC systems. It is assumed in this manual 

that the agency staff is familiar with these systems, will interact 

accordingly, and will be responsible for ensuring input, update, and 

clearance of the agency's records. Inquiries should always be run at the 

time an individual is arrested. Reports of stolen and recovered vehicles 

and stolen property should be relayed without delay. 

3.4 Review Process 

Each officer must complete all necessary reports before the end of 

his tour of duty. This includes supervisory review and approval, and 

making necessary corrections. The supervisory review consists of editing 

the report and reviewing its contents in terms of completeness, accuracy, 

legibility, and conformance with established standards. After supervisory 

-approval, reports are forwarded to the records unit for correlation with 

Dispatch Cards and assigned Incident Numbers. 

The records unit is responsible for ensuring that Dispatch Cards 
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that indicate a report is forthcoming are correlated with the Incident 

Ledger entries, and that reports to which an Incident Number has been 

assigned have in fact been completed and forwarded. After auditing the 

receipt of reports, records unit personnel are responsible for the 

distribution, indexing, filing, and appropriate searching of Property 

Files, together with the provision of appropriate data to State and Federal 

crime information computer files and the compilation of Uniform Crime 

Reports (UCR) input data. 

The review process is shown graphically in Figure 3.26. 

3.5 Responsibilities of System Participants 

The Model Records System can be viewed from several levels of 

participation. These levels are defined by both personnel assigned to 

each level and the functions performed therein. Specifically> these 

Ievels are: 

(t Dispatcn unit. 

e Officer/investigator, 

" Supervisor. 

• Records unit. 

Each level of the system has specific functions and procedures regarding 

the overall performance of service. 

3.5.1 Dispatch Unit 

The dispatch unit is the center of communications and the point at 

which report processing originates. The unit is responsible for: 

• Receiving complaints from all sources, and 

dispatching officers to investigate those 
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Figure 3-26. Review Process -~ Flow Diagram 

3-63 

I 



complaints. 

• Providing communications support to 

officers in the field. 

• Recording all activity of officers in the 

field so as to be constantly aware of their 

status. 

In conjunction with most of these activities, the dispatch unit 

uses the following documents~ 

• Dispatch Card -- Records the receipt of a 

complaint or other notification of impending 

activity. 

• Daily Report -- Prepares Daily Report of major 

incidents, as defined by agency policy. 

3.5.2 Officer/Investigator 

In providing all normal law enforcement services, the officer/ 

investigator performs three primary duties: 

o Patrol and surveillance (i.e., protection 

of life and property). 

e Investigation of offenses and, in some 

cases, arrest of offenders. 

o Public service and assistance. 

In performance of these duties, the officer/investigator undertakes 

such daily activities as criminal or traffic investigations, supplementary 

investigations, providing assistance to other departments or the general 

citizenry, a~d providing security. The Model Records System provides for 
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the documentation of the date, time, and circumstances involved in the 

officer/investigator's performance of these duties. This task is 

accomplished through two basic procedures: 

• The Dispatch Card is used as the first level 

of officer/investigator-dispatcher 

reporting. This ensures the capture and 

documentation of officer/investigator basic 

activity. In most cases, this card will be 

the only level of reporting required by the 

officer/investigator other than the Officer's 

Daily Report or the Investigative Activity 

Report. 

• Information on the Dispatch Card is supple

mented with reports submitted by the officer/ 

investigators themselves on the investigations 

they perform. The generation of such reports 

is dependent upon the type of offense and 

circumstances involved. 

The reports required by this system for use by the officer/ 

investigator include: 

• Offense, Vehicle, Traffic Accident, Miscellaneous 

Incident, and Property Reports. These forms are 

used for: Describing the incident that has 

occurred and those actions taken by the officer/ 
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investigator; reporting names and other 

related information on persons involved 

in accidents; and recording serialized and,' 

or nonserialized articles, events, suspects, 

and witnesses, statements, and investigative 

leads. 

• Supplementary Report -- Used to report details 

of followup investigations, intelligence 

information not specifically related to a 

particular investigation, or as a continuation 

form for incident reporting. 

8 Traffic Citation -- Used in recording traffic 

violations. 

o Field Interview Report -- Used by the officer/ 

inves~igator to report a self-initiated 

investiga~tion . 

4& Arrest Report -- Used to initiate the jailing 

process and to fully describe the circumstances 

of an arrest. 

3.5.3 Supervisor 

The supervisor is responsible for the immediate supervision, control, 

and administration of personnel on his shift, and of activities or 

incidents that occur during his shift. He is responsible for reviewing 

and approving all reports generated during his shift. He ensures that 

each report is clear, accurate, legible, and completed according to 
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----.. _---------------------

established procedures and policies. He then turns all reports over to 

the records unit. Specifically, the supervisor reviews those reports 

turned in to him by thf.: officers and. iJ' addition, compl etes the Super

visor's Daily Report. 

3.5.4 Records Unit 

The records unit receives and reviews all field reports for 

completeness and consistency, accounts for each Incident Number issued, 

and correlates Dispatch Cards with the required reports, recording miss

ing or incomplete reports for followup. The following activities are 

included: 

Q Receiving and veri fying all reports. 

• Extracting data that are needed for 

Uniform Cr:ime Reports inputs and internal 

reports. 

e Distributing 5.nternal, courts, and prosecutive 

copies of the reports, as required. 

Q Indexing and filing of agency copies of all 

reports. 

@ Forwarding fingerprints to State agencies and/ 

or the Federal Bureau of Investigation. 

@ Processing requests for information pertaining 

to investigative and/or police services. 
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• Maintenance of the Incident Ledger (and, in 

smaller departments, the Property and 

Arrest Ledgers). 

The forms used by the records unit include: 

• Dispatch Card. 

II Offense Report. 

• Miscellaneous Incident Report. 

\I Vehicle Report. 

s Traffic Accident Report. 

• Property Report. 

• Supplementary Report. 

o Arrest Report. 

o Citation. 

• Field Interview Report. 

o Records Sign-Out form. 

e Periodic Statistical Summary Report. 

The ledgers used by the records unit include: 

• Incident Ledger. 

• Arrest Ledger. 

• Property Ledger. 
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4. MODEL RECORDS SYSTEM IMPLEMENTATION 

This 'chapter establishes a series of incremental 1 evels at which a 

law en'forcement agency can elect to implement the Model Records System 

described in this guide. These levels are appropriate for different sizes 

of agencies and provide the executive with a series of choices in terms 

of system complexity on an ascending scale. Because of the many factors 

influencing such a choice f01' the individual agency, it is not possible 

to predetermine guidelines for the suitability of a particular level to a 

specific size of agency. 

The following summary of Model Records System component forms will 

a.id in defining the parameters of each of the incremental levels re

commended in this chapter: 

., Dispatch Card A prenumbered, 3- by"7-inch 

card used by the dispatcher to record calls

for-service. 

• Jncident Ledger -- The agency record of re

ported field incidents that serves as the 

incident numbering source for the Model 

Records System. 

s Daily Report -- An intradepartmental news

letter of significant incidents prepared from 

Dispatch Cards and the Incident Ledger. 

• Offense Report -- Completed on all criminal 

offenses corning to the attention of the agency, 

except: 
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Traffic offenses disposed of with a citation. 

Offenses not involving a crime against property 

or a specific person or organization, when an 

arrest is made. 

Where the optional Worthless Document Report 

or Bicycle Report is used in lieu of an Offense 

Report. 

o Miscellaneous Inc~dcnt Repon -- Used to record 

those incidents of significance not reported on 

the Offense, Traffic Accjdent, Vehicle, or 

Property Reports. 

• Vehicle Report -- Used to report stolen, re

covered, and impounded vehicles. 

• Supplementary Report -- Used as a continuation 

or followup supplement to any other report. 

• Traffic Accident Report -- Used to report all 

reportable traffic accidents. 

~ Property Report -- Used to record all receipts 

into agency custody except prisoner's personal 

property. 

• Property Tag -- Attached to all property 

received into agency custody except prisoners' 

property. 

• Property Ledger A control device for chronological 

cross-reference of all property accepted into 

agency custody. 
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• Arrest Report -- Used to report all circumstances 

associated with an arrest. 

• Arrest Ledger -- Provides a chronological register 

of all persons arre~,ted and serves as the arrest 

numbering source for the Model Records System. 

e Traffic Citation -- Used for traffic offenses 

not involving physical arrest. 

It Field Interview Report -- Used to report and 

identify suspicious persons for possible future 

investigative purposes. 

• Officer's Daily Report Covers all activities 

during a tour of duty, including minor incidents 

not the subject of formal reports, together with 

a recapitulation of the officer's daily accomplish

ments. 

• Investigative Activity Report -- Covers all 

activities during a tour of duty, including a 

recapitulation of the investigator's daily 

accomplishments. 

a Supervisor's Daily Report -- A record of 

activities occurring during a tour of iuty. 

• Worthless Document Report -- An optional crime

specific report used to record offenses in

volving forgeries, alterations, counterfeiting, 

and bad checks. 
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• Bicycle Report -- An optional crime-specific report 

used to record the loss, finding, theft, or recovery 

of a bicycle. 

Tables 4-1 through 4·-8 present the eight incremental levels of im

plementation recommended for the Model Records System. 

It should be noted that an increase in report forms as reporting 

processes become more detailed does not lead directly to an increase in 

necessary ledgers, files, or indexes. In the same manner, an increase 

in files does not necessarily lead to an increase in indexes. The limited 

number of ledgers, using only two numbering systems (three if a Depart

ment Number is used), should suffice under any of these systems. Most 

information to be extracted from even the more complex systems can be 

found in only four files: Primary, Traffic Citation, Arrest Package, and 

Officer's Daily Report. The limited number of indexes allow for simple 

retrieval of information from the two main files: Primary, and Arrest 

Package. 

Chronological cross-references are inherent in the Incident Ledger, 

the Arrest Ledger, and the Officer's Daily Report File. In those cases 

where a tabulation of activities is routinely necessary but no index file 

is depicted, a system of'hand-tallying as pertinent reports are processed 

in the records unit is a more satisfactory solution than development and 

maintenance of voluminous index files. In those cases where a tabulation 

of activities is necessary (but only on an infrequent basis) and no index 

file is depicted, a hand tally of the Incident or Arrest Ledgers is usually 

a more satisfactory solution than development and maintenance of volumin

ous index files. 
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The relationships of the ledgers and files within the Model Records 

System is shown graphically in Figure 4-1. 
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TABLE 4-1 

Model Records System -- Implementation Level A 

ReEort Forms Ledgers Files Indexes 

1- Offense Report 1. Incident l. Primary l. Master Name 
(Criminal and (Serves as (Offense 
noncriminal in- record of dis- Traffic Accident, 
cidents, includ- patches, Daily and Supple-
ing arrests. Report, and mentary Re-
Also used as the Arrest Ledger) ports) 
Supplementary 
Reports). 2. Property 2. Traffic 

(Serves as re- Citation 
2. Traffic Accident cord of property 

Report booked) 3. Parking Citation 

~ ~. Traffic Citation , 
0\ 

4. Parking Citation 

5. Property Tag 
(Also used as the 
Property Report) 



TABLE 4-2 

Model Records System -- Implementation Level B 

Report Forms 

1. Offense Report 
(Criminal and non
criminal incidents and 
Supplementary Reports) 

2. Traffic Accident Report 

3. Traffic Citation 

4. Parking Citation 

5. Property Tag (Also 
used as the Property 
Report) 

6. Arrest Report 

1. 

2. 

3. 

Ledgers 

Incident 
(Serves as Daily 
Report and Dis-
patch Card) 

Property 

Arrest 
(Serves as record 
of persons arrest-
ed) 

Files 

1. Primary 

2. Traffic Citation 

3. Parking Citation 

4. Arrest Package 
(All Arrests and re-
lated reports pertaining 
to a particular person) 

I. 

Indexes 

1. Master Name 



TABLE 4-3 

Model Records System -- Implementation Level C 

Re20rt Forms Ledgers Files Indexes 
l. Offense Report l. 

(All criminal incidents) 

2. Traffic Accident 
Report 2. 

Incident l. Primary 1. Master Name (Serves as Daily (Including miscell-
Report) aneous incidents 

Reports) 
Property 

3. Traffic Citation 3. 
2. Traffic Citation 

Arrest 

4. Parking Citation 
3. Parking Citation 

5. Property Tag (Also 
4. Arrest Package 

used as the Property 
Report) 5. Dispatch Card 

.j::.. 6 . Arrest Report 
I 

6. Officer's Daily Report 

00 
7. Dispatch Card 

8. Miscellaneous Incident 

9. Supplementary Report 

10. Officer's Daily Report 



TABLE 4-4 

Model Records System -- Implementation Level D 

ReEort FOlms Ledgers Files Indexes 
1. Offense Report 1. Incident 1. Primary 1. Master Name 
2. Traffic Accident Report 2. Property 2. Traffic Citation 

3. Traffic Citation 3. Arrest 3. Parking Citation 

4. Parking Citation 4. Arrest P"ckage 

5. Arrest Report 5. Dispatch Card 

6. Dispatch Card 6. Officer's Daily 
Report ~ 7. Miscellaneous Incident I 

ID Report 7. Daily Report 

8. Supplementary Report 

9. Officer's Daily Report 

10. Daily Report 

11. Property Report 

12. Property Tag 



TABLE 4-5 

Model Records System -- Implementation Level E 

Report Forms Ledgers Files Indexes 

1. Offense Report l. Incident 1. Primary 1. Master Name 

2. Traffic Accident Report 2. Property 2. Traffic Citation 2. Field Interview 

3. Traffic Sitation 3. Arrest 3. Parking Citation a. Location 

4. Parking Citation 4. Arrest Package b. Name 

5. Arrest Report 5. Dispatch Card 

6. DisPa:::ch Card 6. Officer's DailY,Report 

7. Miscellaneous Incident Report 7. Daily Report 

8. Supplementary Report 

9. Officer's Daily Report 

10 .. Daily Report 

11. Property Report 

12. Property Tag 

13. Field Interview Report 

14. Vehicle 



TABLE 4-6 

Model Records System -- Implementation Level F 

ReJ20rt Forms Ledgers Files Indexes 

l. Offense Report* 1. Incident l. Primary 1. Master Name 

2. Traffic Accident Report 2. Property 2. Traffic Citation 2. Field Interview 

3. Traffic Citation 3. Arrest 3. Parking Citation a. Location 

4. Parking Citation 4. Arrest Package b. Name 

5. Arrest Report S. Dispatch Card 3. Property 

6. Dispatch Card 6. Officer's Daily Report a. Stolen 

~ 7. Miscellaneous Incident Report 7. Daily Report b. Booked 
I 

I-' B. Supplementary I-' Report 8, Supervisor's Daily 
Report 

9. Officer's Daily Report 
9. Investigative Activity 

10. Daily Report Report 

11. Property Report 

12. Property Tag 

13. Field Interview Report 

14. Vehicle 

15. Supervisor's Daily Report *Crime~specific Offense Reports can be used 

16. Investigative Activity R~port 



TABLE 4-7 

Model Records System -- Implementation Level G 

ReEort Forms Ledgers Files Indexes 

1. Offense Report* l. Incident 1. Primary 1. Master Name 

2. Traffic Accident Report 2. Property 2. Traffic Citation 2. Field Interview 

3. Traffic Citation 3. Arrest 3. Parking Citation a. Location 

4. Parking Citation 4. Arrest Package b. Name 

S. Arrest Report S. Dispatch Card 3. Property 

6. Dispatch Card 6. Officer's Daily ~eport a. Stolen 

7. 
.j::.. 

Miscellaneous Incident Report 7. Daily Report b. Booked 
I 

...... 8. Supplementary Report N 8. Supervisor's Daily 4. Location 

9. Officer's Daily Report 
Report 

a. Traffic 

10. Daily Report 
9. Investigative Activity Accident 

Report 

11. Property Report 

12. Property Tag 

13. Field Interview Report 

14. Vehicle Report 

15. Supervisor's Daily Report 

16. Investigative Activity Report *Crirne-specific Offense Reports can be used 

17. Bicycle Report 

18. Worthless Document Report 



TABLE 4-8 

Model Records System -- Implementation Level H 

ReEOl't Forms Ledgers Files ::1dcxes 

1. Offense Report* l. Incident I, Primary 1. t-Jas ter Name 

2. Traffic Accident Report 2. Property 2. Traffic Citation 2. Field Interview 

3. Traf.i:ic Citation 3. Arrest 3. Parking Citation a. Location 

4. Parking Citation 4. Arrest Package b. Name 

5. Arrest Report 5. Dispatch Card 3. Property 

6. Dispatch Card 6. Officer's Daily a. Stolen 
.j:>. 
I 7. Miscellaneous Incident Report 
I-' 
tN 

Report 
b. Booked 

7. Daily Report 
8. Supplementary Report 4. Location 

8. Supervisor's Daily 
9. Officer's Daily Report Report a. Traffic 

Accident 
10. Daily Report 9. Investigative Activity 

Report b. Type of 
11. Property Report Incident 

12. Property Tag 

13. Field Interview Report 

14. VehicJ.e. Report 

15. Supervisor's Daily Rep0rt 

16. Investigative Activity Report 

17. Bicycle Report *Crime-~pecific Offense Reports can be used 

18. Worthless Document Report 
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1. PURPOSE OF REPORTS 

An officer writes an investigative report to record his activities 

and findings. The investigative report is a permanent record of the 

case, the basis for evaluation of what has been done, the basis for 

deciding further action and the basis for prosecution. 

Information obtained from the various reports of a law enforce

ment agency can be tabulated within that agency to give a picture of 

criminal and noncriminal activity within a jurisdiction. This infor

mation explains where and how police officers and their equipment are 

being used and it can also indicate where and how they should be 

used. 

Reports can be used in manpower allocation plans with regard to 

single- or multiple-crime=specific planning. This capability can be 

on 11 tactical or strategical basis. Officers can be alerted to be on 

the lookout for known criminals or th~ modus~ operandi of the uniden

tified perpetrators of specific offenses. The records of a law 

enforc.ement agency, which are based upon the reports of its officers, 

are an aid in the planning of the police budget and the distribution 

of funds within the agency. Long-range planning for the agency to 

meet changing crime conditions is based on the information from 

reports. Reports can also be used to iuentify both the general and 

individual training needs of personnel so that appropriate measures 

can be instituted. 
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The report represents a convenient method for keeping other 

interested agencies informed. In addition to aiding the work of 

other public departments, the information derived from reports can 

be used to keep the public informed of police problems and accomplish

ments. Such information becomes the basis for public support of the 

law enforcement agency. 

It cannot be overemphasized that, no matter how well done, an 

investigation can be no better than the manner in which the report 

is written. The investigator must remember that his rej:1ort tells the 

reader the manner in which the investigation was conducted. Moreover, 

it is the basis for evaluation of the quality of the investigation 

and the investigator. A poor report of a good investigation will give 

the impression of a poor investigation. 

2. DEFINITIONS AND ~1ULTIPLE OFFENSES 

Offense definitions should be based on the FBI Uniform Crime 

Reporting Guide. 

Not uncommonly, a field situation involves the commission of 

more than one offense. The following guidelines are offered: 

• Offenses Against the Person -- An Offense Report 

should I)e prepared for each victim. 

• Offenses Against Property -- For the offenses of 

robbery, burglary, larceny and auto theft. an 

Offense Report should be prepared for each 

separate and distinct operation. A distinct 
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operation is one wherein all of the aetions 

occur at one time and place. If actions are 

separated by time or space, more than one report 

will be required. Examples: 

Robbery Four people in one restaurant are 

held up by an armed robber. One Offense 

Report (listing multiple victims) is prepared. 

Burglary (Apartments) -- One Offense Report 

is prepared for each apartment entered. 

Note 

Hotels are not considered to be apartments. 

If a burglary occurs in a building where 

transient lodging is the business, one 

Offense Report is prepared regardless of 

the number of rooms entered. 

Burglary (Office Buildings) -- One Offense 

Report for each business burglarized. 

Larceny Five washing machines in a self-

service laundry are rifled. One Offense 

Report is prepared. 

Larceny -- Pi ve parking. meters, five Offense 

Reports. 

Larceny -- Batteries stolen from three 

automobiles on a used car lot, one Offense 

Report. 
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Larceny -- Batteries stolen from three 

automobiles on a parking lot or street 

(different victims), three Offense Reports. 

Auto Theft One Vehicle Report for each 

motor vehicle stolen. 

3. ITEMS CO~~ON TO MOST REPORTS 

3 .1 Legibility 

All handlvritten reports should be written with a ball point pen 

using dark ink (felt tip pens are not acceptable). Reports can be 

w ~i tten in longhand, providing they are legible; other\vise, they 

SllOUld be lettered. All reports should be completed in legible form 

be.~ore the concerned officer goes off duty. 

3.2 Names 

}\ll proper names (including names of businesses) should be spelled 

out in full. In recording proper names, the last name is listed first, 

followed by the first name and middle initial. The lagt name should 

be printed in CAPITAL letters. If the name is a comnlon one, the 

middle name should be spelled out. 

3.3 Addresses 

The apartment, suite, or room number is an integral part of an 

address. Military personnel should be identified by unit mUllber and 

the name of the ship, station, or military installation. Indicate the 

street number for each address and, where no street number is available, 
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use the distance and direction to a known geographical location. 

Addresses recorded in the blocks provided should represent the 

permanent residence address. If the individual is temporarily 

staying in the city, this temporary address should be indicated 

under the narrative section of the report if sufficient space is not 

found in the address block. For example, an address might be 

recorded as "234 West Longview, Salt Lake City, Utah, temporarily 

staying at the Hilton Hotel, 1604 South Main St." 

3.4 Telephone Numbers 

Include the area code and/or extension number when applicable. 

3.5 Dates 

The number of the day followed by the first three letters of the 

month and last two digits of the year is one satisfactory way of 

recording the date. For example, "14 Dec 78." Where a span of dates 

is to be indicated, use a dash between first and last date. For 

example, "10-14 Dec 78." Another satisfactory procedure is to list 

the month, day J and year numerically (i. e.) 1103-14-78" for March 14, 

1978). 

3.6 Time 

Each indication of time must clearly state "a.m." or p.m." 

Indicate spread of time by a dash between the first and last knOi·m 

times. For example: "5:30 a.m. - 6:15 a.m." Equally satisfactory 

is the use of the 24-hour clock (1:00 p.m. = 1300 hrs.; 4:00 a.m.= 

0400 hrs.). 
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3.7 Witnesses 

Obtain as complete information as possible, keeping in mind the 

instructions above as to names and addresses. Record sex, descent and 

age using standard abbreviations. This general descriptive informa

tion about witnesses is often pertinent when it is later necessary to 

locate a witness for interview or to testify in court. If the space 

is inadequate, record the information about ~dditional witnesses in 

the narrative. 

3.8 Reporting District 

This is the Reporting District (RO) number where the incident 

occurred. R~porting Districts are smaller divisions of census tracts 

or beats and are used to pinpoint activity locations. 

3.9 Sex, Descent, and Age 

The sex, descent, and age of suspects and witnesses should be 

obtained as accurately as can be accomplished through observation, 

interview, or questioning persons who might be able to provide this 

information. With reference to victims, this information should be 

obtained tactfully by interview or, if refused, by observation. In 

recording these data, the following standard abbreviations should be 

used: 

Sex: Hale - M 

Female - F 

Descent: White = W 

Black - B 
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Mexican - MEX 

Chinese, Japanese or other Oriental - 0 

Puerto Rican - PR 

American Indian - IND 

Other Races - OTH 

Age: This is the age of the individual on his last birthday. 

A spread of years can be used when age must be estimated 

(for example, "25-30.") 

The designations for Descent differ from the Race classifications 

used in the Federal Bureau of Investigation's Uniform Crime Reporting 

program. The intended use of Descent designations in most police 

reports is that of visual identification by, or for the benefit of, 

police personnel. Reclassification will be necessary when statistical 

reports are compiled for Uniform Crime Reporting purposes. The Uniform 

Crime Reporting classifications for Race are: 

Chinese - C 

American Indian - I 

Japanese - J 

Negro - N 

All other (including Asian, Indian, Eskimo, Philipino, 

Hawaiian, Indonesian, Korean, Polynesian, and 

other nonwhite) - 0 

White (including Latin and Mexican ) - W 

Unknown - X 
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~ '3.10 Occupations 

A number of the report forms provide for recording the occupation 

of an individual. Record the general line of work by means of which 

the person ordinarily earns his livelihood. For 'example, a bricklayer, 

even if currently unemployed, would be shown as "bricklayer." An 

officer in a bank would be shown as "banker," while a bookkeeper in 

a bank would be shown as "bookkeeper." If the individual is unemployed 

by reason of retirement, the phrase "retired-dentist" for example 

would be indicated. In cases of unemployed married women, the entry 

would normally be "housewife." 

3.11 Value 

Indicate the fair market value for articles subject to deprecia

tion. Use cost to TIlerchant (wholesale price) in thefts from retail 

stores, warehouses, etc. Stolen checks, securities and nonnegotiable 

instruments are valued at the cost of the paper only since they have 

no value until acted upon. 

3.12 General Entry Guidelines 

The basic rule in reporting is that all boxes should be completed, 

wherever possible. There are instances where, by their very nature, 

boxes do not apply to the particular case being reported. In such 

cases, they should be marked "N/A" to indicate the box was considered 

but determined to be not appllcable. or a dash (-) should be entered 

in the box. This also helps to ensure that the reporting officer 

considered the applicability of each box. Except in those instances 

A-ll 



where circumstapces clearly indicate otherwise, all boxes must be 

completed with either the information or one of the following indica

tors: (1) None, (2) N/A (or a dash), (3) Refused, or (4) Unknown. In 

cases where the word Unknown is entered, the reason should be explained 

in the body of the report, if appropriate. If any box provides 

inadequate space in a particular case, note in the box the words IISee 

Below," and record or continue the details under the Narrative 

(inserting the number of the box continued under Item No. in the left 

column of the Narrative). 

3.13 Signatures 

An investigating officer completing a report should sign it and 

indicate his number in the space provided. If the report is a joint 

investigation by two or more offi~ers, all should sign. 

4. DESCRIPTIONS 

4.1 Persons 

For the purpose of ~eport writing, it is essential that descriptions 

be detailed, complete, and standardized to the extent possible. Emer

gency descriptions identifying a fleeing suspect obtained for immediate 

.roadcast should be supplemented by further questioning of complainant 

Ir witnesses, before the officer submits his report. In addition to 

fame, Nickname, ar.d Address, the description must, if possible, 

nclude: 

Sex: 

Descent: 

M or F 

Use common abbreviations (W, B, MEX, 0, 

PR, IND, OTH) 
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Age: 

Complexion: 

Height: 

Weight: 

Build: 

Hair: 

Eyes: 

A span of ages can be used if the exact age 

is unknown, such as 25-30. 

Use specific terms, such as Light, Brn, 

Olive, Ruddy, etc. 

Self-explan~tol'Y 

Self-explanatory 

Use specific terms, such as slim, husky. 

Specify the type, such as straight, curly, 

kinky. Include the condition of baldness, 

such as frontal, total, crown. Note the 

type of haircut and possibility of a wig. 

Give color. 

Describe shape and color. If the suspect 

wore glasses, describe. 

Beard, Hustache, 

or Sideburns: Describe in detail. 

Peculiarities: What is unusual about subject. For example, 

amputations, nervous tic, peculiar mannerisms 

or movement, good teeth, prominent scars, 

deformities, speech oddities, tatoos, etc. 

4.2 Property 

For all articles listed, regardless of what they may be, always 

show the maker's or brand name, serial and model numbers, size and 

color, and valuation. Show any initials or other marks of identification 
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that may have been added after purchase of articles. If owner is not 

sure of valuation, give app~oximate valuation, in line with the agency 

policy regarding value of property lost or stolen. 

4.2.1 Clothing 

Clothing should al\<,rays be described in order, from hat to shoes. 

In addition to identifying the articles by name such as "hat," "coat," 

"dress," "slacks," be sure to include: 

Style: 

Color: 

Identifiable Defects: 

Jewelry: 

Single-breasted sport coat, fingertip 

mink stole, etc. Include hat style 

and color. 

Brown and white tweed, dark green 

satin, flowered print, red on green, 

etc. 

Ripped left sleeve, grease spot on 

back, etc. 

Lodge pins, emblems, rings, bracelets, 

necklaces, etc. 

Give name of article to be described. In describing men's, 

women's, children's, or infants' clothing, always indicate size, color, 

maker's label, laundry or cleaner's marks, and kind of materials. 

" Men's Suits -- State whether single- or double-breasted, 

number of buttons, whether two- or three-piece (coat, 

vest, and pants; or coat and two pair of pants), 

whether evening, street, or sport suits; state 
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kind of lining, if any; plain or pleated 

trousers, if known; etc. 

• Men's Coats -- State whether overcoat, short 

jacket, raincoat; single- or double-breasted; 

type of trimming, lining; also if belted . 

• Men's Miscellaneous Clothing -- Include shorts, 

shirts, socks, sweaters, ties, shoes, scarves, 

pajamas, dressing gown, etc. Describe completely. 

II Women's Dresses -- State whether evening, street, 

house, or suit; kind of trimming, if any (such as 

fur, lace, metallic, contrasting, or self-trim); 

one- or two-piece style. 

• Women's Coats -- State whether full-length or 

short; whether evening, ,sport, or dress type. 

Give full description of trimming, buttons, etc.; 

indicate color and kind of lining. Give complete 

and full description of fur coats, kind of fur, 

lining, etc. 

• Women's Miscellaneous Clothing -- Include lingerie, 

underwear, pajamas, stockings, shoes, socks, 

sweaters, scarves, shawls, skirts, housecoats, 

pantsuits, slacks, etc. 

• Children's and Infants' Clothing -- Follow general 

descriptions as given for men's and women's 

clothing. 
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4.2.2 Jewelry 

After giving the name of the article to be described, include the 

following when it is part of the description: 

• Color(s) and kind(s) of metal(s). 

• Number, kind, color, cut, and size of stones. 

• 'Type of mounting r filigree, plain, engraved, etc. 

• Type of setting: Basket, tiffany, sunken, box, etc. 

• Inscriptions, dates, engravings, initials, serial 

numbers, and jeweler's markings. 

Specific information for each article includes: 

'" Rings -- State kind of metal, kind, size, cut, 

type, and number of stones (diamond, ruby, etc.); 

whether plain, engraved, or filigree; and any 

jeweler's marks, inscriptions, or initials. 

• Watches -- State make (Elgin, Hamilton, Timex, 

etc.) movement, and case and jewel numbers; 

size of watch; type of case (open-faced or 

covered); number of adjustments, if known; 

whether plain or engraved or set with stones. 

If it has chain or wrist band attached, describe 

giving color, material, length, etc. 

• Necklaces -- State length, number of strands, 

whether matched or graduated stones or beads; 

whether strung on thread or chain (giving kind 

and color); describe clasp. 
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• Pendants -- State size, shape; whether strung 

on 'chain, ribbon, cord, or thread; give color 

and type; describe clasp. 

• Brooches and Bar Pins -- State size and shape; 

whether plain, engraved, or filigree; also 

whether pin has safety clasp attached. 

• Stick Pins -- State size, shape, and kind of 

stones; state whether safety clasp attached. 

• Bracelets -- State width; whether link, filigree, 

solid, flexible, or half-clasp type; whether 

plain, engraved, or stone set; whether safety 

chain attached and type of clasp. 

• Earrings -- State style and length; whether 

scre,.;, clasp, or pierce type; describe stones, 

color, etc. 

• Emblems, Charms, Lodge Pins, Etc. -- State size 

and shape; name of organization (Masonic, Elks, 

Eagles; Phl Beta Kappa, Sigma Chi; nurse's or 

military service; American Legion; etc.), 

• Buckles and Other Miscellaneous Articles of 

Jewelry -- State size, color, shape, stones, etc. 

Note 

If any of the above are matched sets (ring, pin, 

necklace, earrings, bracelet, etc.) so state. 
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State whether costume, antique, or modern

type jewelry. 

CAUTION 

When officers are personally describing items 

of recovered jewelry in Property Reports, or the 

property of an arrestee, indicate colors rather 

than materials (for example: "Brooch, yellow 

rr.etal, red and white stones," not "Gold pin 

with rubies and diamonds." 

4.2.3 Household Articles 

Give the name of the article being described. 

... Rugs -- State size; color or combination of colors; 

plain or design; whether domestic or oriental; type 

(Axminster, Wilton, Broadloom, etc.); give maker's 

name when known; whether fringed or bordered; 

cleaner's marks; all other marks, such as stains, 

tears, mends, etc. 

• Bedding -- (Includes sheets, pillowcases, blankets, 

spreads, quilts, comforters, mattress covers, etc.) 

State what article is, then give a complete 

description of size, color, material, cleaner 

or laundry marks, and monograms, if any. 

18 Dishes and Glassware -- State whether complete 

sets, giving pattern and number of pieces (both 
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china and glass); state whether porcelain, 

pottery, cut glass, blown glass, or just 

ordinary china or glass. Give maker's label 

or mark, monograms, or other marks. 

• Silverware -- Includes flatware (table silver, 

knives, forks, spoons, etc.), as well as 

hollow ware (coffee, tea, and chocolatE sets; 

complete silver services). Give maker's label, 

kind of metal (such as sterling, plated, stain

less or pewter); owner's initials or other 

inscriptions; type of pattern; and number of 

pieces to set. 

8 Clocks State kind, color, size, movement, 

and case numbers, if knO'rm; ,.,hether china, 

porcelain, bronze, iron, wood, plastic, glass, 

leather, etc. State whether mantel, kitchen, 

boudoir, granJfather, traveling, etc.; give 

maker's label, state whether 8-day type and, 

if chime clock, kind of chimes (Westminster, etc.). 

#I Furniture -- State what article is; then give 

complete description, stating kind of wood or 

metal, color, kind of material covering, and 

trimming. In cases of matched sets (such as 

bedroom, dining or living room furniture), give 
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number of pieces in set, and state number 

of pieces stolen. 

• Pianos, Radios, and Televisions -- Pianos 

state maker's label and serial number, if any; 

state if upright, baby grand, spinet, etc. 

Radios and televisions - - show maker I s label, 

serial number, whether console, table model, 

midget, transceiver, portable, low- or high-boy 

type, size of screen, etc. Give kind of wood 

or metal; show color and kind of trim, if any . 

• ~amps -- State kind (i.e., floor, bridge, table 

or boudoir); give kind of wood or metal, number 

of globes, whether reflector type; state whether 

it has a base light; show kind, color, and size 

of shade. In the case of table and boudoir 

lamps, state whether statuary, glass, china, 

pottery, metal base, or other. 

e Miscellaneous -- Include ornaments, pictures, 

statues, bric-a-brac. Describe in detail, 

stating particularly any labels, serial numbers, 

or other identifying marks. 

4.2.4 Other Property 

Give the name of the article to be described . 

• Firearms -- State maker's name; caliber or gauge; 

color of metal; serial numbers, type of handles 
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or stocks; note any marks, inscriptions, or 

initials. State whether revolver, automatic 

pistol, pumpgun, rifle, or shotgun; number of 

barreis (if multiple); 4pd shell capacity. 

• Tires -- State size, maker's name, color, tread, 

and serial numbers, if available; state whether 

mounted on rim \vi th wheel and tube (or tubeless) 

or alone. 

• Drugs -- State amount, kind, manufacturer, 

contain(lr, size, valuation, and any other 

')escription ava.ilable. 

• Office Machines --Includes cash registers, adding 

machines, typewriters, bookkeeping machines, 

calculators, check protectors, and other office 

machines. State maker's name, size, model and 

serial numbers, color, etc. Also any other marks, 

labels, or inscriptions. 

• Cameras and Accessories, Projectors and Cases -

State maker's name, model number, serial number, 

lens name and number, and shutter number. State 

kind of material (plastic, metal, or leather) of 

camera, projector, and case. 

s Electrical Equipment -- Includes toasters, irons, 

hair dryers, bulbs, sockets, generators, motors, 
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waffle irons, percola.tors, portable water 

heaters, bottle warmers, refrigerators, and 

other electrical equipment. State maker's 

name, kind of material, color, size, model and 

serial numbers, and any initials or other marks 

of inscriptions. 

• Building Equipment -- Includes lath, wire, plaster, 

bricks, stucco, glass, marble, lumber, roofing 

material, paint, nails, cement, etc. Give size, 

color, maker's name, number or amount of articles 

lost or stolen, and any lot or serial numbers 

available. 

• Optical Goods -- Includes spectacles and cases, 

opera glasses and binoculars, telescopes and 

cases, microscopes, refractometers, comparators, 

and any other optical equipment. State maker's 

name, color, material of article, as well as 

case; serial and model numbers (power number or 

size in case of binoculars, telescopes, etc.); 

initials or other marks of identification. 

s Books -- State name of book, author, publisher's 

name if known, color and kind of material of 

binding. State approximate size of book, as 

well as any inscriptions, such as owner I s name, 

book-plate, or author's signature. 
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.. Medical and Dental Instruments -- Includes 

stethoscopes, blood-testing apparatus, hypo

needle outfits, etc. State maker's name, size, 

serial numbers, model numbers, material, color 

and marks of identification. Also show size and 

color of case. 

~ Musical Instruments -- Includes banjos, saxophones, 

guitars, trombones, trumpets, violins, clarinets, 

piccolos, flu .... 'es, etc. State maker's name, color, 

material, number or other marks of identification. 

Also describe carrying cases. 

• Knives -- Includes hunting, pocket, butcher, etc. 

State color, kind of material of handle; numbers, 

maker's name, inscriptions, etc.; also describe 

carrying case, if any. 

• Pens and Pencils -- Includes fountain pens, pen 

and pencil desk sets, etc. Give maker's name, 

color, size, whether man's or woman's, numbers, 

initials, or other marks of identification. 

• Smoking Materials -- Includes pipes, tobacco, 

cigarettes, cigars, lighters, cases, etc. State 

color and size of pipes; amount of tobacco, 

number of cigars or cigarettes (box or package 

or humidor jar), maker's name, etc. 
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• Sewing Machines -- State maker'~ name, brand 

name, serial number of both machine and motor; 

state whether table or portable type, and any 

other marks or inscriptions. 

• ~orting Goods -- Includes fishing poles, tackle, 

lines, tents and awnings, skis, snow shoes, 

toboggans, golf clubs, rackets, etc. State 

maker's name, numbers, color, kind of material, 

and initials or other inscriptions. 

It Groceries -- State kind of article and amount, 

brand label, and any other general description 

available. 

• Toilet Articles and Cosmetics -- Includes brushes, 

combs, mirrors, perfume bottles, manicure sets, 

powder, perfume, cold cream, shampoo, toothpaste, 
. 

lipstick, hair oil, soap, etc. State size, color, 

material, maker's or brand name, initials, numbers 

or other marks of identification . 

• Tools -- Includes carpenter's, plumber's, electri-

cian's, machinist's, mechanic's, etc. State kind 

of tool, serial number, maker or brand nrune, 

initials or other marks of identification. State 

number of tools lost or stolen, and size. 
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• Animals, Birds, and Fish -- Includes dogs, cats, 

horses, pigs, cows, poultry, birds, goldfish, 

snakes, etc. State kind of animal, bird, or fish: 

size, color, name, age; license number, if any; 

and other description available. 

• Automobile Supplies and Equipment -- Includes spot

lights, wheels, tubes, carburetors, spark plugs, 

bumpers, etc. (other than tires). State size, 

color, maker's name, serial numbers, number of 

articles, and other marks of identification. 

• Leather Goods -- Includes trunks, suitcases, 

purses, briefcases, sample cases, belts, suspenders 

saddles, billfolds, etc. State size', color, maker's 

name, serial numbers, initials, or other marks of 

identification. 

.. Bicycles -- State name, size of frame, size of 

wheels, color, kind of seat, brake, number of 

speeds, boy's or girl's, tires, baskets, horns, 

lights, serial number and license number, if knmm; 

and initials and other identifying marks. 
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5. ENTRY COMPLETION INSTRUCTIONS 

. A functional method for making the information on completion of 

each report available to field personnel is to print the instructions on 

a series (one for each type of report form) of heavy-card-stock, 8-1/2-

by l1~inch notebook dividers, with each divider tabbed for a specific 

type of report. The dividers can be made more durable by plasticizing 

them. 

5.1 Offense Report 

The Offense Report (see Figure A-I) is used to record the circumstances 

of all criminal offenses coming to the attention of the police, regardless 

of the value of property taken, extent of injury, or likelihood of success

ful prosecution except: 

• Vehicle thefts (reported on the Vehicle Report). 

~ Traffic and other citable violations disposed of 

by means of a Citation. 

• Offenses which do not involve a crime against 

property or specific persons, wherein an arrest 

is made. Examples are: 

Carry concealed weapons. 

Narcotics possession. 

Prostitution. 

• Offenses that are reported on optional crime-specific 

report forms such as the Worthless Document Report 

and the Bicycle Report. 
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Figure A-I. Offense Report 
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Complete the entry for each Item as follows: 

(1) Enter the number assigned to the report. 

(2) Enter the last name first (in capitals), first name, 

and middle initial (if a common name, enter ~ull 

middle name). If a business firm, use the name under 

which the business is conducted. 

(3) Give the exact address. If a resident of another 

city, include the city name. If visiting locally, 

give the local address also (use the body of report 

for additional space). 

(4) Self-explanatory. 

(5) Self-explanatory. Include the area code and/or 

extension number, if applicable. 

(6) Use the words that most clearly describe the type 

of offense (e.g., Theft [Till-Tap], Burglarly, Theft 

[Pickpocket], Robbery, Aggravated Assault). If the 

offense was attempted but not completed, place the 

word "Attempt" in front of the type of offense. 

(7) Give the exact address. When no specific address 

can be connected with the location of occurrence, 

indicate as: "Rear of 241 S Main St," "S/W corner 

of 5th and Broadway Sts," "Fargo St, 1-2/10 miles 

W of Bridge 102." 

(8) Enter the number of the Reporting District of 

occurrence. 
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(9) List all other reports related to this incident 

(Vehicle, Arrest, Property, etc.) and identifying 

numbers, if different from the Incident Number 

assigned to this report. 

(10) Enter the date and time according to agency policy 

(e.g., 14 Dec 78 or 12-14-78; 5:30PM or 1730 hours). 

(11) Self-explanatory. 

(12) Describe as raining, snowing, sunny, etc . 

(13) Same as Item 10. Refers to the date and time offense 

was formally reported to the agency. 

(14) Last name first (in capitals), first name, middle 

initial (if a common name, enter full middle name). 

(IS) Same as Item 3. 

(16) Self-explanatory. 

(17) Same as Item S. 

(18) Same as Item 14. 

(19) Same as Item 3. 

(20) Self-explanatory. 

(21) Same as Item S. 

(22) Same as Item 14 (Use Band C for additional witnesses). 

Describe Descent as W (White), B (Black), M'2X (Mexican), 

o (Oriental), PR (Puerto Rican), IND (American Indian), 

or OTH (Other'). Do not list persons in this section 

who are listed elsewhere in this report under another 

category. 
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(23) Same as Item 3. 

(24) Self-explanatory. 

(25) Same as Item 5. 

(26) If an individual, give the exact occupation (e.g., 

carpenter, jewelry salesman). If a business firm, 

give the position held by the person reporting the 

offense (e.g., clerk, cashier, owner). If the 

individual is retired, also indicate (e.g., re

tired carpenter). 

(27) Describe specifically (e.g., residence garage, 

hotel room, two-story residence, market, liquor 

store:) . 

(28) Enter. the victim's actual location at the time 

of the incident (e.g., front room, bedroom, out 

of town, in basement). Give the actual name or 

address where victim was, when possible. 

(29) Describe the victim's actions (e.g., visiting 

friends, attending funeral, shopping, sleeping, 

bathing). 

(30) Enter the officer's and/or witnesses' opinions. 

(31) Describe the precise location (e.g., under 

mattress, in cookie jar, on front porch), 

(32) Describe in detail (e.g., 811 butcher knife, .38 

cal Saw revolver). If unknown, estimate from 

physical evidence (e.g., probably 1/4" screwdriver, 

probabl:r I" pry bar). 
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(33) Describe specifically (e.g. ~ sawed hasp, 

pried window, force, gained victim's confidence, 

slugged and choked, slapped). 

(34) For a crime against person, describe the 

a~parent motive (e.g., sexual, revenge, drunken 

argument). For a crime against property, list 

the two or three items tha.t constitute the greatest 

loss to the victim. 

(35) Estimate the value when the actual value is unknown. 

In determining value, depreciation should be con

sidered. New property stolen from a merchant 

should be listed at wholesale value, not retail. 

If the property stolen consists of only business 

papers, family photographs, or the like, do not 

indicate a value; place a dash in the box. 

(36) Indicate unusual actions, conduct, or conversation 

(if witnessed) that will assist in identifying the 

perp etrators (e.g., left tools at scene, ate food 

in refrigerator, defecated on floor). 

(37) Describe point or part where entrance was attempted 

or gained (e.g., side kitchen window, rear door). 

(38) List the number and describe. 

(39) Make is the specific name of the manufacturer (e.g., 

Ford, Chevrolet). Model is the name of the vehicle 

(e.g., Pinto, Mustang, Monte Carlo). Report the 
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body style as "4-dr sedan," "2-dr conv J II "l/2-ton 

pickup trk," etc. If the vehicle top is a different 

color or is vinyl, describe by listing the top color 

first, then the bottom color (e.g., "blk/red" "wht 

vinyl/grn"). 

(40) Self-explanatory. 

(41) Self-explanatory. Include tattoos. 

(42) Indicate whether rimless, tinted, silver frames, etc. 

(43) Self-explanatory. 

(44) Indicate as stuttered, southern accent, lisped, etc. 

(45) Describe suspect's significant specific words (e.g., 

"Put all the money in the bag," "I wouldn't do this 

except that I need rent money."). 

(46) Self-explanatory. 

(47) Same as Item 39. 

(48) Self-explanatory. 

(49) Same as Item 35. 

(50) Self-explanatory. 

(51) Same as Item 10. 

(52) Self-explanatory. 

(53) Reporting officer's name and number. 

(54 - 60) For office and/or investigator's use. 

5.2 Miscellaneous Incident Report 

The Miscellaneous Incident Report (see Figure A-2) is used to officially 

and permanently record actions of officers and/or incidents not~reported on 
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either the Offense, Traffic Accident, Vehicle, or Property Report. Usage 

is limited to noncriminal situations of such.importance that a detailed 

official record is desirable. Examples are: 

• Industrial injuries. 

• Missing person. 

\11 Dog bite. 

• Rabid animal destroyed by officer. 

• Lost property reported. 

G Dangerous excavation. 

• Suicide or attempt suicide (even though a crime). 

Complete the entry for each Item as follows: 

(1) Enter the number assigned to the report. 

(2) Enter the name of the person who is involved as the 

primary participant in the reported incident (e.g., 

injured person, missing person, offi~er firing his 

service revolver). Enter the last name first (in 
. 

capitals), first name, and middle initial (if a comrr.on 

name, enter full middle name). If a business firm, 

use the name under which the business is conducted. 

(3) Give the exact address of the person involved. If 

a resident of another city, include the city name. 

If visiting locally, give the local address also 

(use body of report for additional space). 

(4) Self-explanatory. 

(5) Self-explanatory; include the area code and/or 

extension numbar if applicable. 
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(6) Use the words that most clearly describe the type 

of incident (\~,g., dog bite, industrial accident, 

lost property). 

(7) Gi ve the exact address. I'llien no specific address 

can be connected with the location of occurrence, 

indicate as: "Rear of 241 S Main St," "SjW corner of 

5th and Broadway Sts," "Fargo St,1-2/l0 miles Wof 

Bridge 102,11 etc. 

(8) Enter the number of the Reporting District of occurrence. 

(9) List all other reports related to this incident 

(Vehicle, Arrest, Property, etc.) and identifying numbers, 

if different from the Incident Number assigned to this 

report. 

(10) Enter the date and time according to agency policy (e.g., 

14 Dec 78 or 12-14-78; 5:30PM or 1730 hours). 

(11) Same as Item 10. Refers to the date and time incident was 

formally reported to the agency. 

(12) Indicate the name of parent, investigator, coroner's office 

representative, etc., and identify the relationship to the 

person involved. 

(13) The last name first (in capitals), first name, midd12 initial 

(if a common name, enter full middle name). 

(14) Same as Item 3. 

(IS) Self-explanatory. 

(16) Same as Item 5. 
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(17) 

(18) 

(19) 

(20) 

(21) 

Same as Item 13. 

Same as Item 3. 

Self-explanatory. 

Same as Item 5. 

Indicate seriousness as determined from medical , 

authorities or, if unavailable, the officer's opinion. 

In complex situations, describe as serious, major, etc., 

and describe in detail under Item 48. In relatively 

simple situations, describe a~ broken leg, scalp lacer-

ation, etc. 

(22) Indicate the probable cause (e.g., fall, self-inflicted, 

dog bite). 

(23) Hospital or treatment facility to which the injured 

person was taken. 

(24) Means by which the injured person was transported to 

the hospital or medical facility (e.g., "Metropolitan 

Ambulance Co.," "Pri Veh - John Smith," etc. 

(25) Self-explanatory. 

(26) Indicate the names and addresses of persons last seen 

with missing person. 

(27) If known, indicate the reason for absence (e.g., argument 

wi th parents, possible suic':i.de attempt, senility). 

(28) Self-explanatory. Include the make (e.g., Ford, Chevrolet, 

model (e.g., Pinto, Vega, Monte Carlo), year, body style 
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(e.g., ~-dr sedan," "2-dr conv," "1/2-ton pickup trk") , 

col~rs, year, State, license number, and other identify

ing characteristics. 

(29) If an individual, give the exact occupation (e.g., car

penter, jewelry salesman). If a business firm, give the 

position held by the person reporting the incident 

(e.g., nightwatchman, owner). If the individual is re

tired, also indicate (e.g., retired carpenter). 

(30) Self-explanatory. If not local, indicate city. 

(31) Self-explanatory. 

(32) Describe as poor health, blind, etc. 

(33) Describe as alert, senile, etc. 

(34) Self-explanatory. Include tatoos. 

(35) Indicate whether rimless, tinted, silver frames, etc. 

(36) Self-explanatory. 

(37) Describe as "Father's home, 374 W Grant St, Dallas, Tex.," etc. 

(38) Self-explanatory. 

(39) Self-explanatory. 

(40) Indicate the address and city and, if pertinent, the 

person in company of the missing person (e.g., "374 W Grant St, 

Dallas, Tex. - Father"). 

(41) Describe as "Female german shepard, black and tan, red 

collar with tags," "large gray/white opossum," "brown 

cat,''' etc. 
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(42) Indicate the final disposition (e.g., "Pen #3, Animal 

Shel ter," l1Destroyed - animal shelter J" 110wner I s custody, 11 

etc. 

(43) The last name first (in capitals), first name, and middle 

initial (if a common name, enter full middle name). 

If a business firm, use the name'under which the business 

is conducted. 

(44) Give the exact address of the owner. If a resident of 

another city, include the city name. If visiting locally, 

give the local address also (use the body of the report for 

additional space). 

(45) Self-explanatory. 

(46) Self-explanatory. Include the area code and/or extension 

number if applicable. 

(47) Identify the type of incident. 

(48) Self-explanatory. 

(49) Reporting officer's name and number. 

(50 - 54) For office ;;md/or investigator use. 

5.3 Vehicle Report 

The Vehicle Report (See Figure A-3) is used to report the circumstances 

of stolen, recovered, and impounded vehicles. Complete the entry for 

each Item as follows: 

(1) Enter the number assigned to the report. 

(2) Enter the last name first (in capitals), first name, and 

middle initial(if a common name, enter full middle 

.-.-.. .-... .. ------...... _-----
name). If a business firm. u.S,~-.. t,b.e~ .. na.ma .. 1"lnd'?,;r .... t'Jh:1::Gh"t,hs"'··,,,""''' .. ·· .. --.. , .. , .. ~ ...................... -

business is condu:ted.--~~~=· .' e 
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Figure A-3. Vehicle Report 
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(3) Give the exact address. If a resident of another city, 

include the city name. If visiting locally, give the 

local address also (use body of report for additional 

space). 

(4) Self-explanatory. 

(5) Self-explanatory. Include the area code and/or extension 

number, if applicable. 

(6) Indicate the subject of report by marking the appropriate 

boxes. If a theft was attempted but not completed, enter 

the word "Attempt" immediately after the Theft box. 

(7) Give the exact address. When no specific address can be 

connected with the location of occurren:T, indicate as 

"Rear of 241 S Main St," "S/W corner of 5th and Broadway St," 

"Fargo St, 1-2/10 miles W of Bridge 102," etc. 

(8) Enter the number of the Reporting District of occurrence. 

(9) Enter the date and time according to agency policy (e.g., 

14 Dec 78 or 12/14/78; 5:30PM or 1730 hours). 

(10) Self-explanatory. 

(11) Describe as rainy, snowing, sunny, etc. 

(12) Same as Item 9. Refers to the date and'time offense was 

formally reported to the agency. 

(13) Indicate the type of location from which the vehicle was 

removed (e.g., driveway, parking lot, city street). 

(14) Make is the specific name of the manufacturer (e.g., Furd, 

Chevrolet). Model is the name of the vehicle (e.g., Pinto, 
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Vega, Monte Carlo). Report the body style as "4-dr 

sedan," 1l2-dr conv,1l IIl/2-ton pickup truck,1I stc. If 

the vehicle top is a different color or is vinyl, 

describe by listing top color first, then bottom 

color (e.g., IIblk/red," "wht vinyl/grn ll). 

(15) Indicate the manufacturer's vehicle identification 

(16) 

(17) 

(18) 

(19) 

(20) 

(21) 

(22) 

(23) 

(24) 

(25) 

(26) 

(27) 

(28) 

(29) 

number, not the motor number. 

Self-explanatory. 

Self-explanatory. 

Indicate accessories by marking the appropriate boxes. 

Indicate cylinders by marking the appropriate box. 

Indicate standard or automatic by marking the appro

priate box. 

Indicate power equipment by marking appropriate boxes. 

Estimate the actual current value. 

Self-explanatory. 

Self-explanatory. 

Self-explanatory. 

Self-explanatory. 

Self-explanatory. 

Same as Item 2. 

Give the exact address. If a resident of another city, 

include the city name. 

(30) Self-explanatory. 
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(31) If the vehicle was not paid for, indicate the date the 

last periodic payment made. 

(32) Enter the last name first (in capitals), first name, 

and middle initial (if a common name, enter the full 

midd Ie name). 

(33) Same as Item 3. 

(34) SeJ.f-explanatory. 

(35) Same as Item 5. 

(36) Include the full company name. 

(37) Give the exact address. If a resident of another city, 

include the city name. 

(38) Self-explanatory. 

(39) Give the exact address and describe location (e.g., 

home, restaurant, theater). 

(40) Mark the box indicating the officer's opinion, based 

on observation and witnesses' statements. 

(41) State the specific location (e.g., "Albert's Tow 

Service," "Police Impound Lot," "released to owner," 

etc. 

(42) Self-explanatory. 

(43) Supervisor's name authorizing the formal broadcast. 

(44) Enter the name of the agency member who made the 

formal broadcast. 

(45) Same as Item 9 in reference to the time the 

information was broadcast. 
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(46) Indicate the other agencies notified. 

(47) Indicate the name of the officer (or agency unit) 

who will have the authority to release the vehicle 

if the vehicle is to be held for investigation. 

(48) Describe the reason for the hold (narcotics, hit and 

run, etc.) 

(49) Self-explanatory. 

(50) Self-explanatory. 

(51) Reporting officer's name and number. 

(52 - 58) For office and/or investigator's use. 

5.4 Supplementary Report 

The Supplementary Report (see Figure A-4) is used for the following 

purposes: 

ijt As a continuation for any other report when 

additional space is needed. 

• To furnish additional information to a previously 

reported incident. 

• To record progress of a continuing investigation. 

• To close an investigation. 

Complete the entry for each Item as follows: 

(1) Enter the number assigned to the original report to 

which this Supplementary Report relates. 

(2) Mark the appropriate box. 

(3) Describe the original report (e.g., Offense, Arrest). 
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~;;~~\~lf CDNT IICTLISTED 0 

DATE AND TIME 

~----------.------------~-----------------------~-----------------------~ 

~ORTMIIDEBY EMPLOYEE NO. 11. INDEXED BY DATE 

12. APPROVED BY £MPlOYEE NO 13. BULLETIN BY DATE 

~US liS OF THIS DATE 15 NCIC ENTRY BY DATE 

OPEN 0 SUSPENDED 0 CLOSED 0 

Figure A-4. Supplementary Report 
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-------------_._----

(3a) Enter the title of the reclassified original report, 

if applicable. 

(4) Enter the name of the victim or principal person 

involved from the original report. 

(4a) Enter the name of the victim or principal person 

involved as reclassified, if applicable. 

(5) Enter the date of the original report. 

(Sa) Enter the reclassified date for the original report, 

if ~~plicable. 

(6) Enter the date and time the Supplementary Report was 

completed, according to agency policy (e.g., 14 Dec 78 

or 12-14-78; 5:30PM or 1730 hours), 

(7) Self-explanatory. 

(8) Self-explanatory. List witnesses' last names first 

(in capitals), first names, and middle initials (if 

a common name, enter the full middle name). 

(9) Self-explanatory. 

(10) Name and identifying number of the reporting officer. 

(11 - 15) For office and/or investigator's use. 

5.5 Property Report 

The Property Report (see Figure A-S) is used to record receipts 

into custody of property of the following types into agency custody: 

8 Evidence property. 

fI Found property. 

~ Property for safekeeping. 
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'1.i"NCIDENT NO, PROPERTY REPORT 

f;evjPCNCE 0 FOUNDPAOPERTY 0 SAFEKEEPING 0 13 mNLRAL rnL-O-~-p-n-OPlnTY'-------- -

~~~~-------------.~~~----------~---r~~:~~----~~~~--- --4, BOOKED Ta, 16. ADORE~S .16. Res, PHONE 17, BUS PHONE 

7l.t:oc,.; T 'liNPiiOi>E'R:-T"CY~O-ST""A""""'N::-l~O:-lr9:-'Ol:-A""'T::::E:"A"'N~O::-':T""M"'E:". O""a'"'T:-A""I"'N"'e D"'1r-1":""o-o-A""'T-e-;:-Tl':"M:-t-S
L
O"-O-K-=f'::O-Jr 1-1-.-C-OCCN-:-'1 E' C IE 0 R EPDR TS AN 0 N UMS fRS 

13. 14. 12, 
NUMBER 

'== 
QUANTITY ITlM OE.SCRIPTI~N (mtlke. model, $crial no. color, IceOllfvmg ~afkSLe="~"=.=================l 

1----+ .--.--t---------------------.. -------------
r---.~r_----.~-----------------------------------~--------~ 

1----+-----1-----------.----------- ------ ---,------
I-----t------J!------------.-------------------------I 

------ ----+------------------------------------.---------._----

I-----t------J'---------- --------,-.---------~---- .,.,-.-----1 

l--______ 1--__ 

1-----4'------~------------------------------------__i 

19 ASSIGNlO TO 
1------------------- .. --... 

EMPlOYl£ NO 
- -.-~-.--------~.----- "-.~~.~-"-~"-

;>0 Ncic ENTFI" DY DArt 

~.--------------------------------~--------------------------------~ 

Figure A-S. Property Report 
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---~------------------------

Complete the eIlI.ry for each Item as follows: 

(1) Enter the number assigned to this report. 

(2) Mark appropriate box. "Safekeeping" is marked only when 

the owner or custodian is known and the property is not 

of an evidential nature. 

(3) Give a general description of the property (e.g,. tools, 

clothing, narcotics). 

(4) Evidence is booked to the arres1cee, victim, or officer 

finding, in that order. Found property is booked to the 

actual finder. Safekeeping projJe:rty is booked to the 

owner or custodian of the property. Enter the last name 

first (in capitals), first name, and middle initial (if 

a common name, enter the full middle name). 

(5) Give the exact address of the person to whom the 

property is booked. If a resident of another city. 

include the city name. If visiting locally, give the 

local address also (use the body of the report for 

additional space). 

(6) Self-explanatory. 

(7) Self-explanatory. Include the area code and/or 

extension number, if applicable. 

(8) Give the exact address. When no specific address 

exists, indicate as "Rear of 241 S Main St," "S/W 

corner of 5th and Broadway St," "Fargo St, 1-2/10 

miles W of Bridge 102," etc. 
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(9) Enter the date and tjme according to agency policy 

(e.g., 14 Dec 78 or 12/14/78; 5:30 PM or 1730 hours). 

(10) Same as Item~, except that it refers to the date and 

time the property is placed in the agency property 

room. 

(11) List all other reports related to this incident 

(Vehicle, Arrest, Traffic Accident, etc.), together 
.. 

with the identifying numbers, if different from the 

Incident Number assigned to this report. 

(12) Number entries in sequence. 

(13) Indicate quantity (e.g., 6 dozen, ~-1/2 lbs). 
\' 

(14) Self-explanatory. 

(15) Name and identifYi.ng number of the officer completing 

report. 

(16 - 20) For office and/or investigator's use. 

5.6 Arrest Report 

The Arrest Report (see Figure A-6) is used to record identifying 

information and details of the arrest of all persons taken into custody. 

This report serves as a permanent agency record of the officer's 

legal cause for arrest, his actions, the arrestee's actions and state-
, 

ments, and any other details 'of the arrest. It should be so complete 

that, in most cases, a judge can make a determination of gUilt or 

innocence without further information. 
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--------------------------~--

Complete the entry for each Item as follows: 

(1) Enter the booking number assigned to the arrestee for 

that particular arrest. 

(2) Mark the appropriate box. 

(3) Last name first (in capitals), first name, and fuZZ 

middle name. 

(4) Give the exact address. If a resident of another city, 

include the city name. If visiting locally, give the 

local address in the body of the report. 

(5) Self-explanatory. 

(6) Self-explanatory. Include the area code and/or 

extension number, if applicable. 

(7) Self-explanatory. 

(8) Give the exact address. When no specific address 

exists, indicate as, "Rear of 241 S Main St," S/W 

corner of 5th and Broadway Sts," "Parga St, 1-2/10 

miles W of Bridge 102," etc. 

(9) . Enter the nUlllber of the Reporting District where the 
\ 

arrest took place. 

(10) List all other reports related to this arrest (Vehicle, 

Arrest, Property, etc.) and identifying numbers. 

(11) Enter the date and time according to agency policy 

(e.g., 14 Dec 78 or 12-14-78; 5:30PM or 1730 hours). 

(12) Same as Item 11, refers to the date and time placed 

in jl'dl. 
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.. 

(13) Give an exact description (e.g. J carpenter, laborer, 

auto mechanic), If the arrestee is retired, also 

indicate (e.g., retired carpenter). 

(14) Self-explanatory. 

(15) Mark the appropriate box. 

(In) 

(17) 

Mark the appropriate box . 

Describe Descent as W (White), B (Black), MEX (Mexican), 

o (Oriental), PR (Puerto Rican), IND (American Indian), 

or OTB (Other). 

(18) Self-explg.natory. 

(19) Self-explanatory. Include tatoos. 

(20) Indicate whether rimless, tinted, silver frames, etc. 

It (21) Self-explanatory. 

(22) Indicate as stutters, southern accent, lisps, etc. 

(23) List known aliases and nicknames. 

(24) Self-explanatory. 

(25) Self-explanatory. 

(26) Describe any complaints or evidence of illness or 

injury, and identify who treated the arrestee. 

(27) List the city and state. 

(28) Mark the appropriate box. 

(29) Give the exact location. When no specific address can 

be connected with the location of occurrence, indicate 

as "Rear of 241 S Main St," "S/W corner of 5th and 

Broadway Sts," "Fargo St, 1-2/10 miles W of Bridge 102," etc. 
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(30) Enter the number of the Reporting District of occurrence 

oJ the offense. 

(31) State the specific location (e.g., "Albert's Tow Service," 

"Police Impound lot," "Released to wife,1l etc.). 

(32) Describe the reason for the hold (narcotics, hit and 

run, etc.). 

(33) Make is the specific name of the manufacturer (e.g., 

Ford, Chevrolet). Model is the name of the vehicle 

(e.g., Pinto, Vega, Monte Carlo). Report the body style 

as "4-dr sedan," 112-dr conv, II "1/2-ton pickup trk," etc. 

If the vehicle top is a different color or is vinyl, 

describe by listing the top color first, then the 

bottom color (e.g., IIblk/red," "wht vinyl/grn," etc. 

(;54) Describe as "S on Main St, II "Won 14th Ave," etc. 

(35) Describe as lIat Carson St," "at Burlington Ave," or 

"Between Towne and Crocker Sts," etc., as applicable. 

(36) Enter the last name first (in capitals), first name, 

and middle initial (if a common name, enter the full 

middle name). In the Code box .. indicate V for victim, 

\\' for witness, P or G for parent or guardian, if the 

arrestee is a juvenile. 

Note 

Items ~ through il can be obtained from the related 

Offense Report, if unknown to the arresting officer. 

A-52 

.. 



(37) If an individual, give the exact occupation (e.g., 

carpenter, jewelry salesman). If a business firm, 

give the position held by the person who reported 

the offense (e. g., nightwatchman, o\>'11er). Describe 

Descent as \-II (White), B (Black), MEX (Mexican), 0 

(Oriental), PR (Puerto Rican), IND (American Indian), 

~ or OTH (Other). 

(38) Describe specifically (e.g., residence garage, hotel 

room, two-story residence, market, liquor store). 

(39) Use the same valu~ as reported on the related Offense 

Report. 

(40) Use the same words as reported on the related Offense 

Report (e. g., Theft [Till-Tap], Burglary, Theft [Pick

pocket]) Robbery, Aggravated Assault). 

(41) List the two or three items stolen that constituted the 

greatest loss to the victim, and/or sun~arize type of 

property (e.g., stereo equipment, guns and coin collec

tion). 

(42) Name of the officer notifying the parent(s) of the 

detained juvenile. 

(43) Time the parent(s) were notified. 

(44) Location that the juvenile is detained. 

(45) If known, enter the date and time scheduled for the 

court hearing, and enter the court location (e.g., 
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"Di v 4 J County Court House,'~ !lDept 7, Court Annex 

Bldg"). 

(46) Supervisor or juvenile officer approving the booking 

of the juvenile. 

(47) Supervisor or juvenile officer approving the detention 

of the juvenile. 

(48) Enter the name and identifying number of the officer 

informing the arrestee of his rights. 

(49) Se1f-exp1anat~~J' 

(50) Self-explanatory. 

(51) Self-explanatory. 

(52) If known, enter the inclusive vacation dates of the 

arresting officer so as to avoid, if possible, cou:rt 

appearance during the vacation period. 

(53) Name and identifying number of the officer (other than 

arresting officer) who actually transported the arrestee 

to jail. 

(54) Name and identifying number of the officer (other than 

arresting officer) who actually processed the arrestee 

int.o jail. 

(55 - 59) For office and/or investigator's use. 

5.1 .Field Interview Report 

The Field Interview Report (see Figure A-7) is used to report and identify, 

.. 

for possible future investigative purposes., suspicious persons encountered during the 
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FIELD INTERVIEW REPORT 
1 LOCATION: 2. DATE 13. TIME 

4. NAME: (LAST NAME FIRST) 5. N:CKNAME 16. R.O. 

7. ADDRF.SS: 18. PHONE 

9. SEX IDESCENT I AGE I~E'GHT IWEIGHT IBUltD I COMPLEXiON 

10.DOB I POE) I HIIIR \EYES IMARKS OR SCARS 

11. SOCIAL SECURITY NO. 112. DRIVERS LICENSE NO. STATE TYPE 

/ / 

13. CLOTHING WORN 114.DRIV.(X) I PASS.(X) IpED.(X) 

15. MAKE OF CAR . MODEL BODY STYLE YR. COLORS YR.·STATE·LlC. 

OTHER IDENTIFYING MAHKS (VeHICLE) 

OCCUPATION AND eMPLOYER (NAME & ADDRESS) OR SCHOOL ATTENDING AND GRADE 

17. ASSOCIATES WlTH SUBJECT 

---' 

18. REASON FOR INTERROGATION 

-
19 DISPOSITION 

10. OFFICEHIS) REPOnTING 

21. ARRESTED (CHARGE) 

Figure A-7. Field Interview Report 
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normal performance of field duties against whom no specific charge is 

apparent at the time of encounter. It is also used to establish a 

record that a person was warned regarding specified prohibited conduct. 

At times, it can b'e completed even i~ th.e person is arrested. 

Complete the entry for each Item as fOllows: 

(1) Give the exact address. When no specific address exists, 

indicate as "Rear of 241 S Main St," liS/tv corner of 5th 

and Broadway Sts," "Pargo St, 1-2/10 miles W of Bridge 102," 

etc. If a resident of another city, include the city 

name. 

(2) Enter the date in accordance with agency policy (e.g., 

14 Dec 78 or 12-14-78). 

(3) Enter the time in accordance with agency policy (e.g., 

5:30PM or 1730 hours). 

(4) Enter the last name first (in capitals), first name, 

and middle initial (if a common name, give the full 

middle name). 

(5) Enter aliases and nicknames. 

(6) Enter the number of the Reporting District where the 

interview took place. 

(7) Same as Item l, referring to the home address of the 

person interviewed. 

(8) Self-explanatory. 

(9) Self-explanatory. Give Descent as W (White), B (Black), 
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MEX (Mexican), 0 (Oriental), PR (Puerto Rican), IND 

(American Indian), or OTn (Other). 

(10) Date of birth and place of birth. 

(11) Self-explanatory. 

(12) Self-explanatory. 

(13) Self-explanatory. 

(14) Mark the appropriate box. 

(15) Make is the specific name of the manufacturer (e.g., 

Ford, Chevrolet). Model is the name of the vehicle 

(e.g., Pinto, Vega, Monte Carlo). Report the body style 

as "4-dr sedan," 112-4r conv," "1/2-ton pickup trk," etc. 

If the vehicle top is a different color or is vinyl, 

describe by listing the top color first, t~en the 

bottom color (e.g., "blk/red,tI I1 wht vinyl/grn," etc. 

(16) Give the exact occupation (e.g., carpenter, laborer, 

auto mechanic). If retired, describe as "retired 

carpenter," etc. Include the exact name and address 

of the employer or the name of school, as applicable. 

(17) List the last name first (in capitals), first name, 

and middle initial (if a c01llJllon name, list the full 

middle name) for all persons in the company of the 

person interviewed. 

(18) Describe the specific circumstances (e.g., "loitering 

near alley entrance with screwdriver in rear pocket," 

not "suspicion burglary"). 
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(19) Describe whether questioned and released, warned, 

Citation issued (include the number), etc. 

(20) Name and identifying number of the officer conducting 

the interview. 

(21) State the charge, if arrested. 

5.8 Officer's Daily Report 

The Officer's Daily Report (see Figures A-8 and A-g), completed 

daily by field officers, facilitates an evaluation of the officer's 

work by his supervisor. Of equal importance is the fact that the 

report also serves as a device for the forwarding of workload informa

tion to those involved in decisions related to deployment, manpower 

utilization, and budget requests. The report further serves as a 

perman.ent record of minor calls and associated activities that would 

have to be reported on detailed report forms, were it not for the 

Officer's Daily Report. The report also provides a measure of personal 

proteGtion to the reporting officer against accusations of improperly 

performing his duties in the field, by helping to substantiate the 

officer's location and activities at specified times. 

Complete the entry for each Item as follows: 

(1) Last name first (in capitals), first name, and middle 

initial. 

(2) Enter the badge or identification number. 

(3) Radio car district or foot beat number of assignment, 

or other specialized assignment. 
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(4) Shift or tour of duty (e.g., Days, Early Night, 

Graveyard) . 

(5) Enter the time of reporting for rollcall or duty 

assignment. 

(6) Enter th~,t~me of completing the tour of duty. 

Designate AM or PM if the 24-hour clock is not used. 

(7) Self-explanatory . 

(8) Enter the total number of minutes worked beyond the 

regular tour of duty. 

(9) Enter the date in accordance with agency policy (e.g., 

9 Dec 78 or Dec. 9, 1978). 

(10) Self-explanatory. 

(11) Jurisdiction or agency number assigned to the 

vehicle used. 

(12) Self-explanat0ry .. 

(13) Self-explanatory. 

(14) Self-explanatory. 

(15) Self-explanatory. 

(16) Self-explanatory (for the use of agencies purchasing 

gasoline at commercial stations). 

(17) Self-explanatory. 

(18) Self-explanatory (for the use of agencies purchasing 

oil at commercial stations). 
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(19) Self-explanatory (for the usr of agencies purchasing 

gasoline and oil at con®ercial stations). 

(20) At the end of the tour of duty, activities should be 

totaled and t~llied by the categories listed. 

(21) At the end of the tour of duty, the number of minutes 

spent on the specified activities should be totaled 

and tallied by the categories listed. 

(22) Time the call was received, assignment given, or 

activity observed (do not enter AM or PM). 

(23) Source refers to the source of the activity. Enter 

as R (radio call), S (station or supervisor), C (citizen), 

or 0 (observation). eRD refers to the Reporting District 

of the activity.) 

(24) Enter the exact address given (clarify incorrect or 

vague locations under Disposition). If the're is no 

specific address, show as "Rear of 132 SHill St," 

"S/Wcorner of 5th and Broadway Sts, II etc. 

(25) Describe the type of activity as "See the woman -

keep the peace," "ringing alarm,1t "Traffic Citation," 

etc. 

(26) Briefly describe the results (e.g., "civil matter -

advised m<JU attorney," Itwarned, It "Offense Report, 

Burglary)," "gone on arrival," etc.). 

(27) Enter. any Arrest, Citation, or Incident Numbers 

generated by the activity. 
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(28) Signature of the officer reporting. 

(29) Signature of the supervisor approving. 

The Officer's Daily Report shown in Figure A-9 is substantially 

the same as that shown in Figure A-8, the difference being that the 

first eight columns (Item~) in the body of the report in Figure A-9 

allow the reporting officer to identify the time intervals for specified 

I • 
types of activities for each assignment. This simplifies the comple-

I 
tion of the Time Recapitulation (Minutes) section of the report. 

5.9 Investigative Activity Report 

The Investigative Activity Report (see Figure A-IO) is prepared 

by investigative personnel as a report of activities for a prescribed 

period of time. Complete the entry for each Item as follows: 

o Investigator's Name -- Enter the last name first 

(in capitals), first name, and middle initial. 

• Rank -- Self-explanatory. 

• Organizational Element -- Enter the assigned 

organizational element. 

.. Report For -- Enter the time period covered by 

report. 

• Number Days Worked, Annual Leave Taken (Hours), 

Sick Leave Taken {Hours). -- Self-explanatory. 

• Overtime Earned, Assignment -- Enter the number of 

hours, and identify the type of activity and related 

case. 
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INVESTIGATIVE ACTIVITY REPORT 

InvesligGIOr's N~mfl: ·IAank Organizational Elemont I R.pon. for: (Enl., Time P'riod) 

Numbo( Oay .. Annual Laavo Tak.an I I Sick LOtll/1I T,kan I Court On 0" Watrllnu Sutch AUillst 
Worked (Houri) (Hour.) Anlll'ldanc. DuW O"tv 

OVortima 
Aulgnment: Number of Appllod 

Earned TimBS FO' 

Holiday' 
Holittay" 

Total 
Wurked Hn, e"oc:uled 

fELONY ASSIGNMENTS . MISDEMEANOR ASSIGNMENTS MISC. INVESTIGATIONS OR CQMPl.AINTS 

No. Aoctflvod ! No. CI0500d I No. Prior Clolod: No Allcelvod INO. elowd lNa. Prior CIOhld: N.J. Rect}lv/:d I Hours. 

TYPE OF ASSIGNMENTS 

Number A.Ilgnments Rocoivod 

Pot'-Onal Arfastl 

ArrHa lor You by 0Ih~Jr' 

Arum.' by You for Othor. 

Proptny Amount Reported I· I Amou"1 Recovoted 1$ I Total Hours Ropen I J $uporv"or ApprO\t.nOl 

InvolvCtl1 on Auignmenu. on Auignmenu; Wrltmg 

LIST AI..l. ASSIGNMeNTS (INCLUDE PRIOR ASSIGNMENTS CLOSED) 

Inc;jdont D~to How HOUri Number V.lull 

Number Assignod Name 01 Vicllm OtfonlO Clo~d Involved ArreuU'd P1cpllrty 
A.C:O"'Qr!ltd 

Figure A-IO. Investigative Activity Report 
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.. Holidays Worked, Holiday -- Enter the number of 

holidays worked, and identify the particular 

holidays. 

• Court Attendance Enter in the appropriate boxes 

the number of court appearances, on and off duty, 

and the numb€r of hours devoted to court attendance, 

on and off duty. 

• Warrants --. Enter in the appropriate boxes the 

number of warrants (search and arrest) applied for 

and the number of warrants (search and arrest) 

executed. 

• Felony Assignments -- Enter in the appropriate 

boxes the number of assignments received during 

the reporting period, the number closed during the 

reporting period, and the number received during 

prior reporting periods that were closed during 

this reporting period. 

.. Misdemeanor Assignments -- Same as above with 

reference to misdemeanor assignments . 

., Misc. Investigations & Complaints -- Enter the 

number of such cases and the hours expended for 

cases not classified as felony or misdemeanor. 

• Type of Assignments -- In the blank spaces to the 

right of this title, space is provided for entering 
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different categories of assignments (e.g., felony, 

misdemeanor, noncriminal, robbery, assault, theft, 

burglary, weapons death, miscellaneou~). Under 

(";).·:h heading chosen, list on the appropriate line 

'the number ofassignmeHts received, the arrests 

made personaily, the arrests made by other officers 

for the reporting officer, and the arrests made by 

the reporting officer for other officers. 

• Property Involved - Amount Reported on Assignments 

Enter the total value of all property listed as 

stolen on assignments. 

• Amount Recovered on Assignments -- Enter the total 

value of all property recovered from assigned cases. 

«9 Total Hours Report Writing -- Self-explanatory. 

• Supervisor Approving -- Signature of approving 

supervisor. 

• Lower Portion of Report In the appropriate spaces, 

list each assigned case by Incident Number, Date 

Assigned, Name of Witness, and Offense. Indicate 

how each assigned case was closed (cleared by arrest, 

cleared-exceptional, unfounded, inactive, or pending), 

the number of hours devoted to the case during the 

reporting period, the number of persons arrested in 

relation to the assigned case, and the value of 
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property recovered in relation to the assigned 

case. If a particular case is a carryover from 

a preceding reporting period, two entries will be 

required in the last three columns (e.g., the 

Hours Involved column for a pal'ticular case might 

show a listing of 47-10 (indicating 47 hours spent 

on that case in previous reporting periods plus 

10 hours devoted to this case during the current 

reporting period). Make similar entries in the 

Number Arrested and Value Property Recovered 

columns, where appropriate. 

5.10 Supervisor's Daily Report 

The Supervisor's Daily Report (see Figure A-ll) is completed daily 

by field supervisors and is used to record a summary of the activities 

for the tour of duty, including personnel observations, training need 

recognized, recommendations regarding field situations, etc. Complete 

the entry for each Item as follows: 

3 Name -- Last name first (in capitals), first name, 

and middle initial. 

• On~Duty -- Enter the time of reporting for the 

assigned tour of duty. Designate AM or PM, if the 

24-hour clock is not used . 

., Off-Duty -- Enter the time of completing the tour 

of duty. Designate AM or PM, if the 24-hour clock 

is not used. 
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SUPERVISOR'S DAILY REPORT 

-NAME 
ON OUU I OFF CUTV I TOTAL HOUnS I OV~RTIME 

L 
WATCH I ASSIGNMENT OATE 

WORKlO 

V~HICLE NO MIUAG[· 

I 
MILfAGt I TOTAL rASNO 

GALl 
COST I OIL NO OTS I COST TOTAL COST 

START FINISH MILES 

-

SIGNLO ____ ._. __ ~. __ ._~_ ••. _. _____ Ai'I'IIOV(O 

-------

Figure A-ll. Supervisor's Daily Report 
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tIP Total Hours l,·"~,.t'ked -- Self-explanatory. 

@ Overtime -- Enter the total number of minutes worked 

beyond the regular tour of duty. 

e Watch -- Shift or tour of duty (e.g., Days, Early 

Night, Graveyard). 

• Assignment -- District or beat number of assignment, 

or other specialized assignment. 

.. Date -- Enter the date in accordance with agency 

policy (e.g., 9 Dec 78 or Dec. 9, 1978). 

• Vehicle No. -- Jurisdiction or agency number assigned 

to the vehicle used. 

• Mileage - Start, Mileage - Finish -- Self-explanatory. 

• Total Miles -- Self-explanatory. 

• Gas - No. Gal .. -- Self-explanatory. 

.. CO$£ -- Sel~-explanatory (for the use of agencies 

purchasing gasoline at commercial stations). 

tIP Oil - No. Qts. -- Self-explanatory. 

" Cost -- Self-explanatory (for the use of agencies 

purchasing gasoline at commercial stations). 

• Total Cost -- Self-explanatory (for the use of 

agencies purchasing gasoline and oil at commercial 

stations). 

tIP Body of the Report -- Include a summary of the 

activities of the tour of duty, personnel observa

tions, field situations detected, together with 
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pertinent recommendations, training needs 

recognized, etc. 

• Signed -- Signature of the supervisor 

reporting. 

• Approved -- Signature of the commander 

approving. 

5.11 Worthless Document Report 

The Worthless Document Report (see Figure A-12) is an optional 

form in lieu of an Offense Report used to report forgeries, alterations, 

counterfeiting, and other offenses involving all types of documents, 

including the issuing of checks against insufficient funds or non-

existant 

(1) 

(2) 

accounts. Complete the entry for each Item as follows: 

Enter the number assigned to the report. 

Enter the last name first (in capitals), first 

name, and middle initial (if a common name, 

enter the full middle name). If a business 

firm, use the name under which the business is 

conducted. 

(3) Give the exact address. If a resident of another 

city, include the city name. If visiting locally, 

give the local address also (use body of report 

for additional space). 

(4) Self-explanatory. 

(5) Self-explanatory. Include the area code and/or 
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I. IHCIDUlT tiO. I WORTHLESS DOCUMENT REPORT 

2. VICT' .... S NAME ('ltlllllllml' " bU. .. "II";),!) l. APtlRESS 14, RES. PHOtiE ~. BUS. PHONE 

6. Off'EN~f' 17 LOCATION NUMD£R STREET APT. I'. H.O. lSI. CONIiECTEO n~PORTS ANQ NUMsr.n5 

10. pATE ANUTIMt Or.;;CUr.lREO r DAY OF WEEK 112' WAS OOGUM!!"T _Xl' AMOUNT OF l.OSS J~4' DATC AN~ TIMe !'lEPORT[O 

POSTDATEOl.J HOLO[j 

1S. PERSON Rfc:POHTIHCi "RIME TO PUL.ICr. \,6. RESIPEtlC! ADDRESS 17 ~ES, Pl10i'lL til. flUS. PHONt 

U. PERSON ACCEPTING AGf OE.~CI=NT >EX 20. RfSlUtNCE AOORtSS 21. Rf:S PHoNe z2. uus. P"fONY-

2). WITNESS NAMe 24. RESIDENCE ADDRESS 25. RES. PHONE 15. PUS. PHONE 

--

n. VU .. TIM'S OC.CUPATION ro, CAN 1.0. OFFENDER _ r9. TYPE F"ROPUHY O~ SE.ftVICE ODTAI'11=1') 

VES 0 NO 0 TENTATIVELY 0 
30. WRIlING (IN OOCUMFNT DONE BY OTH£"H THAN PASSER r" PASSER ACCOMPANllO 0"1' (dC.'Ilrf/Jf') 32-. TYPE OF DOCUMENT 

~E"'D~I~' •• efl'tI" f:atfl no .• t·It·,) r'" DATE ON OOCUME'HT . rs, DOCUMENT 1.0. ~O. l~. AMOUt-rf OF CHECK 

31. SUSPECT PRt PARED CtlECK IN VICTIM'~ PRESENCE 1 ro, METHOD OF pR['PARAT ION (1Iand,tY{lc rJ • ... tDmp('d. ("C'.) 39. REASON NOT HONOR~D 

YES c-: «0 [~ £ NOORSf:D, YES 0 NO [:' 

40. TYPE PREMtStS. {lllmk, ~~ro<.('ry, toh .. } ". H"ME. Of DA'NK -ON t.HE('K "OORESS 42. SIGNATURE ON FACE Of' OOCUIotENT 

43. OTnER PRINTlO NAMES ON DOCUMeNT 44. DOCUME.NT PAYABLE.: TO 1"5. HAME.S EtWOR$ED ON BACK 

46. REceiPT GIVlN FOR OOCUMLHT NAME: 47. DISPOSITION OF DOCUMENT 

yES 0 NO [:;OY 

40, SUSPECT I!>E'X I DEsceNT I ACrE HEIGHT 
WEIGHT .1 BUILD COMPLEXIONI EYI:.!I I HAIR BEARD, MUS'rAC.t£. SIDEBURHS 

49. SCARS, MARKS, DEFORMITIES SO GLASSES (dt>IH .. II/)c-) 51. Cl.OTHlNG WORN 

52. SPE:ECtl CHAHACTErusTIC;S 53. WUAT 010 suspeCT SA'n r'" ARRESTED 
Y£S [J NO C! 

55. VEHICLE USEO BY SUSPECT YEAR eooy STYLE COa..ORS YR.oST"LIC OTHER IOENTIFYINC. MARKS 

MA.KE MODt't 

56. HARRA.TIVf. "t-4~LUOE Of.TAILEO Ot.~CR1F'T'O'" Of- f'1~OPERTY OtlTAINEO .. GFHCR"l. RESUME OF CRIME. ETC. 
DESCRIBE ADDITIONAL SU$PECTS A.NO 'on WITNESSES, ARREST NUMilE~ AND CHARGEI 

~7.REPORT MArlE OY sa .• Nona:D BY OATr. 

~9. "PJ>~OV[ 0 DY f;O, DULLtTiN D\" O"T~ 

61 .. A!.SIC;UCO TO 62. NCIC ENTRY OY DATE 

6), (,LEARfO (lY INAMLI 
I~AC"TIVE' 0 

',4. CLEAnANL.l APflHovlCJ OY 

AnnEST LJ lINF'OUND[D r.J i)(C£PTIONAL ':J 

Figure A-12. Worthless Document Report 
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extension number, if applicable. 

(6) Use the words that best describe the type 

of offense (e.g., forgery, NSF check). If 

the offense was attempted but not completed, 

enter the word "Attempt" in front of the 

type of offense. 

(7) Give the exact address. When no specific 

address can be connected with the location 

of occurrence, indicate as "Rear of 241 South 

Main Street," "S!W corner of 5th and Broadway 

Streets,"etc. 

(8) Enter the number of the Reporting District 

of occurrence. 

(9) List all other reports related to this incident 

(Vehicle, Arrest, Property, etc.) and identifying 

number~, if different from the Incident Number 

assigned to this report. 

(10) Enter the date and time in accordance with 

agency policy (e.g., 14 Dec 78 or 12-14-78; 

5:30 PM or 1730 hours). 

(11) Self-explanatory. 

(12) Mark the appropriate box, if applicable. 

(13) Refers to the actual loss suffered> :lot the 

amount of the check. 
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(14) Same as Item 10. Refers to the date and 

time the offense was formally reported to 

the agency. 

(15) Last name first (in capitals), first name, 

and middle initial (if a common name, enter 

the full middle name). 

(16) Same as Item 3. 

(17) Self-explanatory. 

(IS) Same as Item 5. 

(19) Same as Item 15. Show Descent as W (White), 

B (Black), H (Mexican), 0 (Oriental), PR 

(Puerto Rican), IND (American Indian), or 

OTIl (Other). 

(20) Same as Item 3. 

(21) Self-explanatory. 

(22) Same as Item 5. 

(23) Same as Item Hl. 

(24) Same as Item 3. 

(25) Self-explanatory. 

(26) Same as Item S. 

(27) If an individual, give the exact occupation 

(e.g., carpenter, jewelry salesman). If a 

business firm, give the position held by the 

person accepting the document (e.g., clerk, 
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cashier, owner). If the individual is 

retired l also indicate (e.g., retired carpenter). 

(28) Mark the appropriate box. 

(29) List the principal items obtained (e.g., money, 

groceries, medical services). 

(30) Identify the writer, if known. Include address 

in body of report. 

(31) Include the name, address, and description, 

known. Use the body of the report for 

additional space. 

(32) Describe as personal or company check, 

Postal Service money order, deed, 

(33) Include the type and number. 

(34) List as shown on the document. 

(35) Self-explanatory. 

etc. 

U.S. 

if 

(36) List the amount shown on check, not amount of 

cash. obtained. 

(37) Mark the appropriate boxes. 

(38) Self-explanatory. 

(39) Describe the reason for suspicions of the 

person refusing to accept or other reasons 

leading to rejection of the document. 

(40) Describe specifically (e. g.: market, bank, 

liquor store). 
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(41) Give the exact address. If in another 

city, include the city name. 

(42) Self-explanatory. 

(43) Self-explanatory. Use the body of the 

report for additional space. 

(44) List the name of person to whom payment 

was to be made. 

(45) Self-explanatory. 

(46) Mark the appropriate box and include the 

name (last name first, first name, and 

middle initial). 

(47) Relate whether booked as evidence, returned 

to bank, etc. 

(48) Self-explanatory. Describe Descent as W 

(White), B (Black), M (Mexican), PR (Puerto 

Rican), IND (American Indian), a (Oriental), 

or OTH (Other). 

(49) Self-explanatory. Include tattoos. 

(50) Indicate whether rimless, tinted, silver 

frames, etc. 

(51) Self-explanatory. 

(52) Indicate as stuttered, southern accent, 

lisped, etc. 

(53) Describe suspect's significant words (e.g., 

A-75 



---------------------------~ .. ---

"I need some extra cash for a trip,1I 

"I'm a 1i ttle short of cash"). 

(54) Mark appropriate box. 

(55) Make is the specific hlme of the 

manufacturer (e.g., Ford, Chevrolet). 

Model is the name of the vehicle (e.g.) 

Pinto, Mustang, Monte Carlo). Report body 

style as "4-door sedan", 1'2-door convertible", 

1/2-ton pickup truck," etc. If the vehicle 

top is a different color or is of vinyl, 

describe by listing the top color first, then 

the bottom color (e.g., "blk!red", "wht vinyl/ 

grnll) . 

(56) Self-explanatory. 

(57) Reporting officer's name and number. 

(58-64) For office and/or investigator's use. 

5.12 Bicycle Report. 

The Bicycle Report (see Figure A-13) is an optional report used to 

report the loss, finding, theft, or recovery of a bicycle (if a bicycle 

was stolen and subsequently located, it should be reported as "Recovered" 

not "Found"). Complete the entry for each Item as follows: 

(J.) Enter the number assigned to the report. 

(2) Enter the last name first (in capitals), first 

name:, and middle initial (jf a common name, 
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enter the full middle name). If a 

bUSlness firm, use the name under which 

the business is conducted. 

(3) Give the exact-address. If a resident 

of another city, include the city name. 

If visiting locally, give the local address 

also (use the body of report for additional 

sllace) . 

(4) Self-explanatory. 

(5) Self-explanatory. Include the area code and/ 

or extension number, if applicable. 

(6) Mark the appropriate boxes. 

(7) Give the exact address. When no specific 

address can be connected with the location of 

occurrence, indicated as "Rear of 241 South 

Main Street," S/W COTner of 5th and Broadway 

Streets," "Fargo Street, 1-2/10 miles W of 

Bridge 102," etc. 

(8) Enter the numbeT of the Reporting District of 

occurrence. 

(9) List all other reports related to this incident 

(Vehicle, Arrest, Property, etc.) and identifying 

numbers, if different from the Incident NumbeT 

assigned to this report. 
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(10) Enter the day and time in accordance 

with agency policy (e.g., 14 Dec. 78 or 12-14-78; 

5:30 PM or 1730 hours). 

(11) Self-explanatory. 

(12) Describe as raining, snowing, sunny, etc. 

(13) Same as Item 10. Refers to the date and time the 

offense was formally reported to the police. 

(14) Last name first (in capitals), first name, and 

middle initial (if a common name, enter the full 

middle name). 

(15) Same as Item 3. 

(16) Self-explanatory. 

(17) Same as Item 5. 

(18) Same as Item 4. 

(19) Same as Item 3. 

(20) Self-explanatory. 

(21) Same as Item 5. 

(22) Same as Item 14 (use Band C for additional 

lvitnesses) . Describe Descent as W (White, 

B (Black), M (Mexican), PR (Puerto Rican), 

IND (American Indian), 0 (Oriental) or OTH 

(Other). 

(23) Same as Item 3. 
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(24) Self-explanatory. 

(25) Same as Item 5. 

(26) If an individual, give the exact occupation (e.g., 

carpenter, jewelry salesman, student). If a 

business firm, give the position held by the person 

reporting the offense (e.g., clerk, manager, 

owner). If the individual is retired, also 

indicate (e.g., retired carpenter). 

(27) Describe specifically (e.g., residence garage, 

school yard). 

(28) Enter the victim's actual location at the time of 

the incident (e.g., in school, in house). 

(29) Estimate the value when actual value is unknown. 

In determining value, depreciation should be 

considered. New property stolen from a merchant 

should b~ listed at wholesale value, not retail. 

(30) Enter the name of the manufacturer. 

(31) Self-explanatory. 

(32) Self-explanatory. 

(33) List the number and describe. 

(34) Mark the appropriate box~ 

(35) Mark the appropriate box. If "Other," 

indicate the largest wheel size. 

(36) Mark the box for "Chrome" or describe the color (s) • 
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1. INCIDENT NO. I BICYCLE REPORT 
2.VICTIM'S NAME ("Inn nLlIll/" It jIUlHnl'!f.<;) l. ADDRESS 4, RES. PHONE S. 8US. PHONE 

6. STOLEN AECOVCRE.D LOST FOUlm 7. LOCATION: HUMDlR STREET APT. 18. R.D. 9. CONNeCTEP REPORTS AND NUMBERS 

II [I [' ! l-l 
'0. OATt AND Tlflt:: OCURREO II. DAY OF WEEK ,12. YlEATtiER CONOITIONS 13. DATE AND TIME REPORTED 

14. PERSON RE:.POFITING CRIJ.4E TO POLiCE: 15. RESIDENCE ADDRESS 16. RE'S. PHONE 11. BUS. PHONE 

~OH DISCOl/ERING c:rW.lE I!T. flCSIOENCE ADDRESS 20. RES. PUONE 21. DUS. PUONE 

22. WITNESS: NAME SEX DESCENT AGE 23. RESIDENCE AOORESS 24. RES. PHONE 25. BUS~ PHONE 

IA) 

IBI 

26. VICTIM'S OCCUPATION 27. TYPE OF PREMISES OF CRIME 28. WIIERE WAS VICTIM' 

29. VALUE: 10. MAKE 31. LIC. NO. '32. SERIAL NO. ,3l.NO • or SUSPECT'SI SEX ,DESCENT I M.E 

34. BOV'S [-I 1S. WHEEL SIZE ro, RIMS 137. SEAT 

GI~l'5 r I ,0"r1 ""C' , 2."[' OTHER r:l CHR()ME L 1 PAINTEO (Color) 

38. DRAKE. 39. F£ NO(RS 40. COLOR _J'1. TRIM COLOR 4.01. EQUIPMENT 

HAND I" 1 FOOT r"l FRONT [ ! RtA" 1~"1 NONE rl LIGHT r 1 BASKET [i HORtl r 1 BAGS [ ", 

43. EQUIP.· CONTINUED 
SPETOOM!;:TER r-1 REF LECTOJt r~ I TAILLIGHT L _!PUMPC1 WATER BOTTLE [-J OTHER 

44. VDIICL£ USED BY SUSPECT (lODV ~T·'H.r V£:AR COLOR VR .. ~l'''Tf:.I..IC. 01'HE'A IOE;NTlFY!HG MARK:! 

MAKe MOb~L 

45. I Sf. X rrS(::f NT AOE-
mlGIiT IWEIGfH_t lJuILO COMPLlXIOtij £:.YES t HAIR J"EAHO. MUSTACHE. ~OEaURNS 

SUSPECT 
-"6. 5CAn5, MARKS, DeFORMITIES 41. uLA5SES (D(>!';c1Ibc) 4e. CLOTHING WORN 

49. SPE;lCH CUARACTf.RIST!CS !i0. WHAT 010 SUSPlC.T SAY1 51. ARRESTED' 
YESCNOC-l 

52. tlAARATlv[: Include gClh'ral r':~urnt· of (:tWit'. dC'5(:rrh" IltJdillonat suspects (md/or wltnt'saf's. arrest ntlmbN ntld c1tllr~c. 

53, RE PORT MAOr BY CMPlOVn" NO. 54, INOEXE:O BY DATE 

~"ovr.onY EMPLOYEE NO. 5(,. BULLETIN DY DATE 

57, ASSI~N[ 0 TO EMf.'LOYEf NO. Se. tItle ENTRY BY OATE 

59. CLCAAfrJ"BY (Ndml') .0 CLtAUANCE APPROVED BY 
ARREST r IUNFOUNort{ I INACTIVE I' 'rxC~PTIONAL f ! 

Figure A-13. Bicycle Report 
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(37) Describe as regular, padded, banana, etc. 

(38) Mark the appropriate box. 

(39) Mark the appropriate box. 

(40) Describe the primary color(s). 

(41) Descriqe the trim color(s). 

(42) Mark the appropriate boxes. 

(43) Mark the appropriate boxes. If If Other ," describe. 

(44) Make is the specific name of the manufacturer (e.g., Ford, 

Chevrolet). Model is the name of the vehicle (e.g" Pinto, 

Mustang, Monte Carlo). Report the body style as "4-dr sed," 

"2-dr conv,1I "1/2-ton pickup trk," etc. If the vehicle top 

is a different color or is vinyl, describe by listing the 

top color first then the bottom color (e. g., l1blk/red, It 

"wht vinyl/grn,1! etc. 

(45) Self-explanatory. 

(46) Self-explanatory. Include tatoos. 

(47) Indicate whether rimless, tinted, silver frames, etc. 

(48) Self-explanatory. 

(49) Indicate as stuttered, southern accent, lisped, etc. 

(50 Describe the suspect's significant words (e.g., 

"Can I ride your bicycle to the corner and back?"). 

It is recognized that a suspect's statement will 

seldom be of consequence in bic~r(~le theft cases; 

the space is provided for the occasion when it is. 
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(51) Self-explanatory. 

(52) Heporting offi cer I s name and number. 

(53-58) For office and/or investigator's use. 
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6. OFFENSES AND INCIDENTS 

The following tabulation relates specific offenses and incidents 

to the appropriate report fonn within the Model Records System. This 

list is comprehensive but not intended to be all-in~lusive. 

Incident 

Abandoned vehicle, not impounded 

Abandoned vehicle, impounded 

Abandonment of refrigerators 

Abusive language 

Accidental injury or death 

ACCident, traffic 

Additional information 

Arson 

Assault 

Attempts 

Auto theft 

Bad checks 

Battery 

[)icycle theft 

Bigamy 

Bomb or bomb threat 

Breakin~ and enterin~ 
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R,eEort Form 

Miscellaneous Incident 

VeM.cIe 

Miscellaneous Incident 

Offense 

Miscellaneous Incident 

Traffic Accident 

Supplementary 

Offense 

Offense 

Offense 

Vehicle 

Worthless Document 

Offense 

Bicycle 

Offense 

Offense 

Offense 



Bribery 

Burglary"'or unlawful entry 

Burning trash illegally 

Checks 

Child neglect or abuse 

Child. abandonment 

Confidence game 

Conspiracy to commit a crime 

Contributing to delinquency 

Counterfeit money or securities 

Ctime against nature 

Cruelty to animals 

Damage to property 

Dangerous excavations 

Deaths - noncriminal 

Offense 

Offense 

,Miscellaneous Incident 

Worthless Document 

Offense 

Offense 

Offense 

Offense 

Offense 

WOrthless Document 

Offense 

Offense 

Offense 

Miscellaneous Incident 

Miscellaneous Incident 

Discharging ~irearms (law enforcement pers.) Miscellaneous Incident 

Disorderly conduct (uggravated) 

Disturbance" (aggravated) 

Dog bite 

Driving while under the influence of 

alcohol or drugs 

Driving without owner's consent 

Drugs - narcotics (possession) 
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Offense or Arrest* 

Offense or Arrest* 

Miscellaneous Incident 

Arrest 

Vehicle 

Offense or Arrest* 

.. 



". 

Drugs - narcotics (sale) 

Drunkenness 

Embezzlement 

Escape 

Extortion 

False bomb alarm 

False pretenses - theft 

Firearms - illegal possession or use 

Forgery 

Fortune-telling 

Found property 

Fraud 

Gambling and related offenses 

Hit and ~un (traffic accident) 

Homicide 

Hotel fraud 

Impersonation of officel 

Incest 

Indecent exposure 

Junk dealer, violations 

Kidnapping 

Larceny - all types (except vehicles 

and bicycle) 
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Offense 

Arrest 

Offense 

Offense 

Offense 

Offense 

Offense 

Offense or Arrest* 

Worthless Document 

Offense 

rroperty 

Offense 

Offense or Arrest* 

Traffic Accident 

Offense 

Offense 

Offense 

Offemle 

Offense 

Offense 

Offense 

Offense 



Lewd phone calls 

License violations 

Liquor violations 

Lost person aided 

Lost property 

Malicious mischief 

Mayhem 

,tUasing persons 

Murder 

Obsc~ne matter 

Peeping tom 

Poisons - unlawful sale or possession 

Perversion 

Pickpocket 

Prostitution 

Prowler 

Pursesnatch 

Rape 

Recovered Vehicle 

Resisting Arrest 

R.obbery 

Runaway 

Safe burglary 

Seduction 
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Offense 

Offense 

Offense or Arrest* 

Miscellaneous Incident 

Miscellaneous Incident 

Offense 

Offe~se 

Miscellaneous Incident 

Offense 

Offense 

Offense 

Offense 

Offense 

Offense 

Offense or Arrest* 

Offense 

Offense 

Offense 

Vehicle 

Offense 

Offense 

Miscellaneous Incident 

Offense 

Offense 

e 
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Sex 0 ffenses 

Shopliftin~ 

Sick or injured person - aided 

~t1nkbombs, depositing 

Sto len property - re.~ei ving, 

possessing, etc • 

Stray animal 

Suicide (or attempt) 

Supplementary information 

Swindling 

Tampering with auto 

Threats 

Traffic Accident 

Weapons, carrying or possession of 

znng--

Offense 

Offense 

Miscellaneous Incident 

vffense 

Offense 

Miscellaneous Incident 

Miscellaneous Incident 

Supplementary 

Offense 

Offense 

Offense 

Traffic Accident 

Offense or Arrest* 

* Generally, only an Arrest Report need be prepared for on-view 

arrests for drunkenness, di~'0rderl)r conduct, drug or na.rcotics 

possession, illegal possession of firearms or other weapons, 

gambling, liquor violations, prostitution, or driving while under 

the influence. The Arrest Report alone is considered sufficient 

to record this type of offense, because such offenses do not involve 

a victim (except in the technical sense). In some instances, 

aggravated circumstances or a continuing violation may make 

preparation of an Offense Report desirable. 
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1. PURPOSE OF REPORTS 

An officer writes a field report to record his activities and find-

ings. The investigative report is a permanent record of the case, the 

basis for evaluation of what has been done, the basis for deciding further 

action, and the basis for prosecution. 

Information obtained from the various reports of a law enforcement 

agency can be tabulated within that agency to give a picture of criminal 

I 
I • 
I 

and noncriminal activity within a jurisdiction. This information explains 
I 

where and how police officers and their equipment are being used, and it 

can also indicate where and how they should be used. 

Reports C&ll be used in manpower allocation, plans with regard to 

single -- or multiple-crime-specific planning. This capability can be 

on a tactical or strategic basis. The records of a law enforcement 

agency, which are based upon the reports of its officers, are an aid in 

the planning of the police budget and the distribution of funds within the 

agency. Long-range planning for the agency to meet changing crime con-

ditions is based on the information from reports. 

Administrative reports in the Model Records System are produced to: 

(a) Initiate the agency1s response to calls-for-service; (b) record the 

administrative activities of field personnel; Cc) establish numerical 

control over field reports and control the files of such records; Cd) to 

disseminate crime information to field units of, or throughout, the agency; 

and, (e) control property in the custody of the agency. 
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2. ENTRY COMPLETION INSTRUCTIONS 

A functional method for making the information on completion of each 

form available t, adlninistrutive personnel is to print the instructions 

on a series (one for each type of report form) of heavy-card-stock, 
, 

8-1/2- by II-inch notebook dividers, with each divider tabbed for a 

specific type of report. The dividers can be made more durable by 

plasticing them. 

2.1 Standard Dispatch Card 

The Standard Dispatch Card (see Figure B-1) is used by a dispatcher 

to record the circumstances of a call-for-service assigned to a radio 

unit. 

2.1.1 Front 

Complete the entry for each It~m as follows: 

• Nature of Incident -- If the incident is described 

in the lower left portion of the card, the ReIow box 

shoUld be checked. If not, the specific type of 

incident should be entered (e.g., barking dog, 

found property, etcJ Check the In Progress box, 

if applicable. 

e Location -- Give the exact address. When no 

specific addres.s can be connected with the 

location of occurrence, indicate as "Rear of 

241 S Main St,1t "S/W corner of 5th and Broadway 

Sts," "Fargo St, 1-2/10 miles W of Bridge 102," 

etc. If location is a business firm, include name. 

e. 
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STANDARD DISPATCH CARD 

NATURE 9F INCIDENT OBELOW DIN PROGRESS .: .r: .: NUMBER 
:::; 

VI ct. 0 i5 '" u 

LOCATION 

R~CEIVED BY I DISPATCHER 

COMPLAINANT'S NAME OREFUSED I TELE. (,0, 

D 
ACTION TA':W. 

ADDRESS OSAME AS LOCA TlON OTAAF. ACC. flPT. 

1< 
UNIT I>g:~,~", 

DISTURBANCE, DFAMILY OJUVENILE OFIGHTING OVEHICLES 
ASSIGN 

OAAREST 
ACCIDENT. OPER.INJ. OPROP. DAM. OHIT& RUN OPAIVATE PROP. OGUA 
PEASON OINJUREO OMISSING OSUSPICIOUS OOEATH OTRAF. VIOLATION 
ALARM' Of IRE DHOW UP OBUAGLARY OSILENT V OUNFOUNDED 

OTHER OLARCENY OBURGLARV OSTD.AUTO OMALMIS ORESTORED PEACE 

OAMBlJLANCE DUN KNOWN OSHOTS OASSISTANCE OADVISEO 

OTHER' 

RE':1ARKS 

PERSONS w NOTIFICATIONS [) AMBULANCE l FIRE DEpT 0 

SEX DESCENTJ AGE I HGT. J WGT. I HAIR J EYES ,.; '" :::; iJ WRECKER 
NO. !2 '" z 

1 COMPo GLASSES 1 CLOTHING ~ 0 NAME II> ;: 
r ,.; '" SEX DESCENT I AGE I HGT. I WGT. 1 HAIR .1 EVES 

.. u TELEPHONE NO. BASIS [ I OWNER'S REQur,ST cr. ;;: 
NO. u ;: U ROTATION ;", NEAREST AVAIL 
2 COMP, GLASSES 1 CLvTHING 

.-:3 0 DEPT. MEMBERS NOTlFIEO TITLE. NAME. TIME 0 z 

OIRECTION OF FLIGHT 
-~ ADOITIONAL INFORMATION 

ON 

VEHICLE OTHER IDENTIFYING INFORMATION 

MAKE I MODE L I YEAR 

BODY STYLE I COLOn 

LIC,NO J LIC, YR. 

STATE I LIC. TYPE 
-IJ- I NOTIFIED BY I: DISPATCH .. ' 

Figure B-1. Standard Dispatch Card 
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• Complainant's Name -- Enter the last name first (in 

capitals), first name, and middle initial. Check 

Refused box, if applicable. 

~ Telephone No. -- Self-explanatory. Include the 

area code and/or extension number, if applicable . 

• Address -- Refers to the Complainants' address. 

Check Sam e as Location box, if applicabl e. Other

wise, give the exact address. If a resident of 

another city, include the city name. If visiting 

locally, give the local address also (use Remarks 

section for additional space). 

Note 

It is recognized that, in cases of emergency calls, 

time may not allow for securing full information. 

• Check Boxes for Specific Incidents -- Check ~s 

applicable. If not applicable, enter the specific 

type of incident in the Nature Of Incident block. 

• Remarks Add any information that would be help-

ful to the responding officer (e.g., "Suspect armed," 

"Earlier call to this location," etc. 

• Received, Dispatched, Arrived, and Completed Columns 

In the appropriate column, enter the exact time the 

call was received by the dispatcher, the time the 

call was dispatched, the time the unit arrived at 

the scene of the call, and the time the call was 

completed by the assigned unit. 
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• Number -- Both Standard and Administrative Dispatch 

Cards should be numbered consecutively as used. The 

number is not an Incident Number; it is used solely to 

facilitate filing Dispatch Cards in a general chrono-

logical order and to provide a quick tally of the 

number of calls dispatched during a given period. 

Received By -- Enter the name of the employee receiving 

the request for service, if different from dispatcher. 

Otherwise enter a dash. 

~ Dispatcher -- Enter the name of the dispatcher. 

• Unit Assigned -- Enter the number of the unit assigned 

to the call. 

• Action Taken -- Check the appropriate box for the 

disposition of the call, as reported by the assigned 

unit after completion of the call . 
. 

• Other -- Enter the numbers of other units responding 

or assigned to the call, unusual call dispositions, 

or other information pertinent to the dispatch or 

disposition of the call. 

2.1.2 Reverse 

Complete the entry for each Item as follows: 

e Persons Self-explanatory. For glasses, indicate 

whether rimless, tinted, silver frames, etc. 

• Direction of Flight -- Enter the direction as N, E, 

S, or W, together with the street name. 
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• Vehicle: 

Make -- The specific name of the manufacturer 

(e.g., Ford, Chevrolet). 

Model -- The name of the vehicle (e.g., Pinto, .--

Mustang, Monte Carlo). 

Year -- Year vehicle manufactured. 

Body Style -- The type of vehicle (e.g., "4-dr. 

"edan,1I "2-dr. conv.,1t "1/2-ton pickup trk. ," etc. 

Color - If the vehicle top is a different color 

or is vinyl, describe by listing the top color 

first, then the bottom color (e.g., "blk/red," 

"wht. vinyl/grn.," etc.). 

Lic. Type -- Refers to commercial, dealer, or any 

other special type of license plate. 

• Other Identifying Information -- Self explanatory. 

• Notifications -- Check applicable boxes for notifi-

cations made. If Wrecker is checked, indicate the 

towing company's name. Enter name of person 

notified and telephone number. The Basis box refers 

to wrecker calls; mark the appropriate box to describe 

how the towing company was the one chosen. Enter 

title, name, and time notified for agency personnel 

notified. 

• Additional Information -- Se1f-explanatory. 

• Notified By -- Enter the name of the person making 

notifications. If it is the dispatcher, do not enter 

the name; just check the box. 
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2.2 Administrative Dispatch Card 

The Administrative Dispatch Card (see Figure B-2) is used by a 

dispatcher to record those activities of an administrative nature gen

erated internally or by a field unit, or to record requests for checks 

of department records made by field units. 

2.2.1 Front 

Complete the entry for each Item as follows: 

e Unit No. Self-Explanatory. 

Q Location Give the exact address. When no specific 

address 'can be connected with the location of occurrence, 

indicate as "Rear of 241 S Main St," "S/W corner of 

5th and Broadway Sts," "Fargo St, 1-2/10 miles W of 

Bridge 102," etc. If location is a business firm, 

include name. 

s Reverse Used -- Check the box, if applicable. 

$ Number -- Both Standard and Administrative Dispatch 

Cards should be numbered consecutively as used. The 

number is not an Incident Numberj it is used solely 

to facilitate filing Dispatch Cards in a general 

chronological order and to provide a quick tally 

of the number of calls liispatched during a given 

period. 

e Telephone No. -- Refers to the telephone number at 

the location of the incident. Include the area 

code and/or extension number, if applicable. 
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ADMINISTRATIVE DISPATCH CARD 

UNIT NO. I LOCATION IREVERSr~NUMBER 
USED [l 

TELEPHONE NO. I PERSON NOTIFIED OR TO Bi:. CONT.o.CTED DISPATCHER I C]SUBJECT TO CALL 0 
0.: ci 0.: 

U :2 
w '" a: 0 

EXTERNAL a: 5 <l: u INTERNAL 

OCONOITION Ci STREET LIGHT OUT o BREAK C1 REPAIRS OSERVICE 

LJSTREET DEFECT o TRAFFIC LIGHT OUT o FOLLOW·UP [] RADIO SERVICE 

OTHER o TRAFFIC CIT. ORETURN TO STATION 

o TRANSPORT. 0 PATROLLING ON FOOT 

NOTIFIED; [1 PERSON ABOVE OFIRE DEPT. 
o COURT [J MEET UNIT 

[] STREET DEPT. o TRAFFIC DEPT. el PARK DePT. 
OTHER, 

[lOTHER 
[J CALL STATION o CALL NO. ABOVE 

• 

REMARKS: 

FILE CHECKS I SEARCHED BY: 
SERIAL 

VEHICLE PERSON PROPERTY 

o WANTED ONL YO REGISTRATION AND WANTED o WANTED ONL Y o OPR'S UCENSE SERIAL NO. 

YEAR ISTATE I L1C. NO. TYPE NAME (LAST, FIRST, MIDDLE) 
DESCRIPTION: 

MAKE IMODEL YEAPo ADDRESS 

BODY STYLEI COLOR IIDENT. NO. DOB 10PR'S LIC. NO. 

LISTED TO SEXIDESCENT I AGE I HGT. I WGT. I BUILD 

ADDRESS COMP'I HAIR I EYES IBEARD, MUSt, ETC. 

rVEHICLE IF DIFFERENT FROM ABOVE; 

[] NO RECORD I STOLEN OR WANTED FOR 
[' I NOT WANTED []NOT IN FILE 

COMPLAINT NO. OR AUTHORITY 

Figure B-2. Administrative Dispatch Card 
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• Person Notified Or To Be Contacted -- Enter the 

last name first, first name, and middle initial 

.. External -- Self-explanatory. Check the appropriate 

box. 

• Received, Dispatched, Arrived, Completed -- In the 

appropriate columns, enter the exact time the call 

(or activity) was received by the dispatcher, the 

time the call was dispatched, the time the unit 

arrived at the scene of the call, and the time 

the call was completed by the assigned unit. 

• Dispatcher -- Enter the name of the Dispatcher. 

.. Sub) ect to Call - - Check the box if tilo i!'.vol ved 

unit is available for other calls while assigned 

to the current activity. 

• Internal -- Self-explanatory. Check the appropriate 

box. 

2.2.2 Reverse 

Complete the entry for each Item as follows: 

~ Searched By -- Enter the name of person making 

the requested file check. 

• Serial -- Enter the serial (or agency) number of 

the person making the requested file check. 

• Vehicle: 

Wanted Only -- Check whether the information 

desired is for Wanted Only or both Registration 

and Wanted. 
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Make -- The specific name of the manufacturer 

(e.g., Ford, 'Chevrolet) 

Model -- The name of the vehicle (e.g., Pinto, 

Mustang, Monte Carlo), 

Year =~ Year vehicle manufactured. 

Body StJ:"l.£. -- The type of vehicle (e.g., "4-dr 

sedan,1I "2-dr conv," "1/2-ton pickup trk," etc.). 

folor -- If the vehicle top is a different 

color or is vinyl, describe by listing the 

top color first, then the bottom color (e.g., 

"blk/red," "wht vinyl/grn,lI etc.) 

Ident~. -- Indicate the manufacturer's vehicle 

identification number, not the motor number. 

Listed To -- Refers to the registered owner of 

the vehicle. 

Address -- Refers to the registered owner of 

the vehicle. 

Vehicle If Different From Above -- Refers to 

registration information that is different from 

that provided by the inquiring officer. 

• Person: 

Name -- Enter the last name first (in capitals), 

first name, and middle initial (if a common name, 

enter the full middle name). 

Address -- Give the exact address. If a resident 

of another city, include the city name. If visiting 

locally, give the local address also. 
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INCIDENT LEDGER 
PAGE 

INCIDENT DATE TIME TYPE OF REPORT NUMBER OCCURRED OCCURRED ~OCATION OF 11II~IDeNT VICTIM OFFICER CONNECTEO 
REPORTING REPORTS 

-

1 

I--

Figure B-3. Incident Ledger 



Other Descriptors -- Self-explanatory. 

• Property -- Enter the description and serial 

number of the property to be checked. 

• Bottom Line -- Self-explanatory. 

2.3 Incident Ledger 

The Incident Ledger (see Figure B-3) is' used as a master, 

permanent ledger for the recordation of officiaJly reported incidents of 

both a criminal and noncriminal nature, not including arrests. The ledger 

serves as a chronological record of such incidents, a geographical lo

cation cross-file, a type-of-incident cross-file, and an auditing source 

for reported incidents. Complete the entry for each Item as follows: 

8 Incident Number -- Prenumbered in consecutive order. 

Multiple incidents arising from the same occurrehce 

require only one number. Incident Numbers are assigned 

only to the Offense, Miscellaneous Incident, Vehicle, 

Traffic Accident, and Property Reports. 

• Date Occurred Self-explanatory. 

It Time Occurred Self-explanatory. 

• TyPe of Report -- Describe as: Offense, Miscellaneous 

Incident, Vehicle, Traffic Accident, or Property . 

.. Location Of Incident -- Give the exact address. When 

no specific address can be connected with the location 

of occurrence, indicate as "Rear of 241 S Main St," 

"S/W corner of 5th and Broadway St," "Fargo St, 1-2/10 

miles W of Bridge 102," etc. If location is a business 

firm, include the name. 
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'* Victim -- Enter the last name first (in capitals), first 

name, and middle initial (if a common name, enter the 

full middle name). If a business firm, use the name 

under which the business is conducted. 

• Officer Reporting -- Enter the name of officer 

completing the report. 

• Connecting Reports -- List other reports relating 

to this incident (e.g., Property, Vehicle). 

2.4 Daily Report 

The Daily Report (see Figure B-4) serves as an in-house summary of 

significant activities occurring within a given 24-hour period. The 

column headings are self-explanatory. 

2.5 Property Tag 

4It The Property Tag (see Figure B-5) is attached for identification and 

maintenance of accountability to each package of property received into 

agency custody that is the subject of a Property Report. Where the volume 

of property received is low) the Property Tag can suffice for the Property 

Report. Complete the entry for each Item as follows: 

o Evidence/Found Prop./Safekeeping -- Self-explanatory. 

Check the appropriate box. 

• Booked To -- Enter the last name first (in capitals). 

first name, and middle initial (if a common name, enter 

the full middle name). 
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Figure 8-4. Daily Report 
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PROPERTY TAG 
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DA1 E/TIME BOOKED rECEIVED BY (PROPERTY OFFICERI 
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NAM£; TO NAME DATE/TIME 

@ 

~ 
-

Figure 8-5. Property Tag 
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Evidence is booked to the arrestee, victim, 

or officer finding, in that order. 

Found Property is booked to the actual finder. 

Safekeeping property is booked to the o\qner 

or custodian. 

• Incident No. -- Enter the number assigned to the 

related Property Report. 

• Date/Time Booked -- Enter the date and time ac

cording to agency policy (e.g., 14 Dec 78 or 12-14-78; 

5:30pm or 1730 hours), 

• Received By -- Enter the last name first (in 

capitals), first name, and middle initial of the 

property officer (or designated agent) accepting 

the property into custody. 

• Description -- Describe in detail, including serial 

number(s), size, color, quantity, etc. 

• Bin/Shelf -- Enter the appropriate number. If the 

location changes, scratch out and enter the new 

number. 

• Chain of Continuity -- Each time the concerned 

property is removed from custody, or custody is 

transferred, the person releasing custody should 

sign his name in the appropriate space; similarly, 

the person receiving custody should sign his name 
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in the space provided. Enter the date and 

time of the transaction in accordance with 

agency policy (e.g., 14 Dec 78 or 12-14-78; 

5:30pm or 1730 hours). 

2.6 Property Ledger 

The Property Ledger (see Figure B-6) is used as a master, permanent 

ledger for the recordation of all property items accepted into agency 

custody, whether as evidence or found property or for safekeeping. Com

plete the entry for each Item as follows: 

• Incident Number -- Enter the Incident Number assigned 

from the Incident Ledger to the related report. 

s Date Booked -- Enter the date the property was placed 

in the property room or storage area, in accordance 

with agency policy (e.g., 14 Dec 78 or 12/14/78). 

\9 Time Booked -- Enter the time the property was placed 

in the property room or storage area, in accordance 

with agency policy (e.g., 5:30PM or 1730 hours). 
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.. Booked To -- Enter the name of the person to whom 

the property is booked. All evidence should be 

booked to the arrestae, victim, or the officer 

finding, in that order. If the case involves only 

found property, the property should be booked to 

I 
the actual finder. Safekeeping property should be 

! • 

booked to the owner or custodian of the property. 

Received By -- Enter the name or number of the 

employee accepting custody of the property. 

.. General Description -- Self-explanatory. 

f) Bin/Shelf No. -- Enter the bin or shelf number 

where the property is being stored while in 

custody. This entry should be in pencil so that 

a change in storage location can be easily made. 

• Final Disposition -- Enter the final disposition 

of the property (e.g., released to court, released 

to owner, destroyed, to auction). 

2.7 Arrest Ledger 

The Arrest Ledger (see FigureB-7) is used as a master, permanent 

ledger for the recordation of information pertaining to persons arrested 

by agency members, and for the booking into the jail system of prisoners' 

arrested by other agencies. Complete the entry for each Item as follows: 
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ARREST LEDGER PAGE ___ _ 
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Figure B-7. Arrest Ledger 



-

~ Arrest Number -- The Arrest Ledger form should be 

prenumbered in consecutive order, using a numbering 

system dissimilar from the Incident Number system. 

Each arrested person should be entered on a separate 

line, using the next consecutive number. 

I ~ 
It Date and Time Arrested -- Enter the date and time 

in accordance with agency policy (e.g., 14 Dec 78 

or 12/14/78; 5:30PM or 1730 hours). 

~ Date and Time Booked -- Enter the date and time 

in accordance with agency policy (e.g., 14 Dec 78 

or 12/14/78; 5:30PM or 1730 hours), 

., Charge Enter the specific municipal, county, 

State, or Federal statute for which the arrestee 

is being booked. This need not be the specific 

charge on which the arrestee will be prosecuted . 

• Name -- Enter the arrestee's name, last name first 

(in capitals), first name, and fuZZ middle name. 

* Location of Arrest -- Enter the exact address. 

When no specific address exists, indicate as 

"Rear of 241 S Main St," "S/W corner of 5th and 
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Broadway Sts," "Fargo St, 1-2/10 miles W of Bridge 

102," etc. 

• Arresting Officer -- Self-explanatory. 

• Department No. and Disposition -- For id@ntification 

purposes, enter the permanent Department Number 

assigned to a particular arres,tee at the time of 

his first arrest. In most instances, this number 

will have to be entered at a later time by a 

records clerk (after the fact that the arrestee 

has a Department Number has been ascertained, or 

after a Department Number has been assigned to a 

first-time arrestee. Disposition refers to the 

manner ir. which the arrestee was released from 

jail and/or the results of a court trial. Temp

orary dispositions should be entered in pencil. 

Typical entries would include the following: 

"Released on bail [Date]." 

"Released on own recognizance [Date]." 

"Confined in General Hospital." 

"Released to ___ [other jurisdiction] - [Date]." 

"Released - Not Guilty [Date]." 

"10 days or $50 - released [Date]." 

"30 days - released [Date]," 
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2.8 Records Sign-Out 

The Records Sign-Out form (see Figure B-8) is used by records 

unit personnel to account for records removed from file. It is completed 

whenever records are removed from the security of the records unit to 

some other office. When the concerned records are returned, the form 

is removed from file, the entry is lined out~and the form is stored for 

subsequent .reuse. Complete the entry for each Item as follows: 

• Incident Number -- Enter the number assigned to 

the records to be remol/-ed. 

• No. of Pages -- Self-explanatory. 

• Officer -- Name of the officer accepting custody of 

records. 

• Date Signed Out -- Enter the date in accordance with 

agency policy (e.g., 14 Dec 78 or 12/14/78). 

~ Purpose -- Indicate a!? court subpoena, city council, 

investigation, etc. 

• Date Returned -- Enter the date in accordance with 

agency policy (e.g., 14 Dec 78 or 12/14/78). 

o Clerk_ -- Name of the clerk accepting custody of 

records returned to the records unit. 
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RECORDS SIGN·OUT 

INCIDENT NO OF OFFICER OATE PURPOSE DATE CLERK NUMBER PAGES SIGNED OUT RETURNED 

-
r---- t-- .. -

-
r-----

-

f---._-

1--'-

t-- -

.----~ 

Figure 3-8. Records Sign-Out 
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