
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

II 
I 

v, 
I:"-
~ 
:::J-
j-

SUBJECT 

REPORT Nill-'lBER: 

FOR: 

R-76-2l7 

LAW ENFORCE~lliNT ASSISTANCE ADMINISTRATION 
POLICE TECHNICAL ASSISTANCE REPORT 

Racine County, Wisconsin; Standardized Criminal 
Records System Study 

76-217 

Racine County, Wisconsin 
Population: 190,000 
Police Strength (17 Agencies): 374 full time 

~ part time 

Total 413 
Area: 337 square miles 

",-. 

NCJRS 

ACQUISITIONS 

CONTRACTOR: Westinghouse National Issues Center 

CONSULTANT: Larry R. Walton 

CONTRACT NUMBER: J-LEAA-003-76 

DATE: July 1977 

If you have issues viewing or accessing this file contact us at NCJRS.gov.



I 
I 
I 

I 
I 
I 
I 
I 

I 
I 
I 
I 
I 
I 
I 
I 

TABLE OF CONTENTS 

Foreword. e " " •••••• " ..... G •••• /I .. " " ...... " .................. " ...... " It .................... 0 .... i v 

1. 

2. 

3. 

4. 

5. 

6. 

Introduction ......... " ..................................... " ................................... " ....... . 

Understanding of the Problem ..•....•..•••••.•.••••.•.•.•.•• 

Analysis of the Problem ............•....................... 
3.1 Current Status ................•.•....•..••..••....•.. 
3 .. 2 Numbering Sys tents .......... " .......................................................... .. 
3.3 Files .................... " ................................ " ...... " .................. " ........ " .. 

Findings and Conclusions ............•.•.........•. , ....••... 

Records Management ...•................•............••..••.. 
5.1 Preparation of Reports .........••......•.........•... 
5.2 Integri ty of Records ................•........•.....•. 
5.3 Juvenile Records ......•.........•.............•..•... 
5.4 Basic Concepts ........•...........•..............•... 
5.5 Report Indexing •...............•.•...•........•..••.. 
5.6 Modigying Existing Systems ...........•..•.......••.•. 

Recommended Records System for Racine County Lmo[ Enforcement 
Agencies .. " .............. " " ..... " ................................................ " ........ " ... " .. .. 
6.1 Report 

6.1.1 
6.1. 2 
6.1.3 
6.1.4 
6.1. 5 
6.1.6 
6.1. 7 
6.1.8 
6.1.9 
6.1.10 
6.1.11 
6.1.12 
6.1.13 
6.1.14 
6.1.15 
6.1.16 

Form Preparation and Use ...••...••.•.•......•. 
Dispatch Card •....•..•.....••.•...•••...•..• 
Incident Ledger .....•.•.......•.•..•........ 
Dai ly Report .......... "" ...................................................... .. 
Offense Report ...........•....•.•.••....•... 
Miscellaneous Incident Report ....•...•...••• 
Vehicle Report ............•...•.•....•...•.. 
Specialized Reports for Specific Offenses ... 
Supplemental Report ..•...•..•.•••.••......•• 
Traffic Accident Report ....•••.••••.•.•.•.•• 
Property Report ....... iii ~ :: :~: e ~ ••• ., •••••••••• ~ •• 

Property Ledger .....••.•• 0 •••••••••••••••••• 

Arrest Report., .. ~ ... ., ...................... . 
Arrest Ledger ("Police Blotter") ••......••.• 
Traffic Ci ta tion ......••.•..•.•.•.••••.•••.• 
Field Interview Report ••.....•••••••...••••• 
Officer's Daily Report ....•.•..••• , •.••.•••• 

R-76-217 

ii 

1-1 

2-1 

3-1 
3-1 
3-1 
3-1 

4-1 

5-1 
5-2 
5-4 
5-4 
5-5 
5-7 
5-9 

6-1 
6-4 
6-4 
6-6 
6-8 
6-9 
6-11 
6-12 
6-13 
6-13 
6-13 
6-14· 
6-15 
6-16 
6-17 
6-19 
6-20 
6-20 



I 
I 
I 
I 
I 
I 
I 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

6.1.17 
6.1.18 
6.1.19 
6.1. 20 
6.1.21 
6.1. 22 
6.1. 23 

Investigative Activity Report •••...••.••••. 
Supervisor's Daily Report. .......••.......• 
Records Sign Out ....•...•.•...••.....•..... 
Periodic Statistical Summary Report ....... . 
Index Card .................................. . 
Special Request Log •.....•.•.......•..... •. 
Use of State/NCIC Systems ..•.....•••.•••..• 

6-22 
6-22 
6-22 
6-23 
6-23 
6-23 
6-24 

Appendix A. Exemplar Report Forms.... . . . . . • • • . •• . • . . • . . • . . •• • A-I 

R-76-2l7 
iii 



I 
I 
I 
I 
I 
'I 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

Foreword 

This request for Technical Assistance was made by the Racine 
County, Wisconsin, Sheriff's Department and the City of Racine, Wisconsin, 
Police Department on behalf of the 17 law enforcement agencies in the 
County. The requested assistance was concerned with reviewing the 
existing criminal records systems with the intent of developing an effec­
tive and efficient standardized countywide manual records and reporting 
system. 

Requesting Agency: 

State Planning Agency: 

Approving Agency: 

Racine County Sheriff's Department, Sheriff 
Leland Wittke; City of Racine Police Depart­
ment, Chief of Police Mel Hagopian 

Wisconsin Council on Criminal Justice, 
Mr. CharlesM. Hill, Sr., Executive Director 

LEAA Region V (Chicago), Mr. Terry Dougherty, 
Police Specialist 
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1. INTRODUCTION 

Racine County, Wisconsin, is located approximately 30 miles south 
of Milwaukee on the shoreline of Lake Michigan. The City of Racine is 
the County Seat. Law enforcement agencies and personnel in the County 
are as shown in Table 1-1. 

Based upon the data contained in Table 1-1, it is apparent that the 
pri'mary agencies to benefit from a standardized system are the City of 
Racine and the Racine County Sheriff's Office. Although any new system 
must emphasize the needs of these two agencies, consideration must be 
also given to the needs and available records personnel of the 15 other 
law enforcement agencies in th~ County. 

Analyses conducted during this study and the resultant conclusions 
and recommendations were based upon interviews with concerned law enforce­
ment personnel, observations of recordkeeping procedures, and a review 
of work documents and reports used by the principal law enforcement 
agencies. 

While onsite, the Consultant and the following individuals met in 
conference to discuss the study. 

• Jean Botting, Director of Records, Racine Police 
Department. 

• Chief of Police Adrian Elfe, Norway Township. 

o Captain Herbert Goldschmidt~ City of Burlington 
Police Department. 

• Inspector Larry Hagman, Racine Police Department. 

• Sergeant Al Hoffman, Racine Police Department. 

• Lieutenant James Litwin, Racine County Sheriff's 
Office. 

.• Patrolman John Schanning, Waterford Village Police 
Department. 

• Sheriff Leland Wittke, Racine County. 

In addition to persons indicated previously, the following persons 
were interviewed: 

R-76-2l7 
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TABLE 1-1 

Law Enforcement Agencies/Personnel -- Racine County, Wisconsin 

City of Burlington 

Town of Burlington 

Caledonia 

Dover 

Elmwood Park 

Mt. Pleasant 

Norway 

Ci ty of Racine 

Sheriff's Office 

Raymond 

Rochester 

Sturtevant 

Union Grove 

Town of Waterford 

Village of Waterford 

Windpoint 

Yorkville 

Fu11time 
Personnel 

22 

6 

14 

0 

0 

2 

1 

207 

110 

0 

0 

5 

5 

0 

2 

0 

0 

R-76-217 
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Parttime 
Personnel 

0 

4 

0 

4 

10 

11 

1 

0 

0 

1 

1 

0 

0 

4 

0 

4 

1 
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• Deputy Sheriff Nat Cacciotti, Racine County. 

8 Chief of Police Walt Gabriel, Burlington City. 

• Chief of Police Mel Hagopian, Racine Police 
Department. 

• Barbara Helmes, Police Planner, Southeast Wisconsin 
Criminal Justice Planning Council. 

• George Kopecky, Chairman, Caledonia Town Board. 

• Chief Deputy Donald Nelson, Racine County Sheriff's 
Office. 

• Deputy Sheriff G. L. Poindexter, Racine County 
Sheriff's Office. 

• Mrs. Elenor Robinson, Clerk, Racine Police Department. 

• Chief of Police Frank Tomachek, Caledonia. 

• Frank R. Uzicka, Chief Administrative Assistant, 
Racine County District Attorney's Office. 

Site visits were made to the Racine County Sheriff's Office head­
quarters, and the Racine, Burlington City, and Caledonia Police Depart­
ments. 

Data collected and reviewed by the Consultant included report forms, 
files, and records procedures from the following: 

• Racine County Sheriff's Office. 

• Racine Police Department. 

• Burlington City Police Department. 

,. Caledonia Police Department. 

R-76-217 
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2. UNDERSTANDING OF THE PROBLEM 

In recognition of the potential benefits of standardizing report 
forms in order to simplify transfer of information from one agency to 
another and to develop a common data gathering system to take advantage 
of computerized operations, members of law enforcement agencies in 
Racine County requested Technical Assistance. In addition, the Racine 
County Sheriff's Office and the Racine Police Department expressed dis­
satisfaction with their current recordkeeping systems; therefore, con­
current with the request to study report standardization, Technical 
Assistance was requested to assist in improving the efficiency of these 
two systems. For the purpose of avoiding duplication in presentation, 
the recommended standardized report forms are presented as part of the 
recommended recordkeeping system. 

/' 

R-76-217 
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3. ANALYSIS OF THE PROBLEM 

3.1 Current Status 

At present, little uniformity exists among the various reporting 
and records system employed by law enforcement agencies in Racine 
County. This is unfortunate since there are many advantages to be gained 
from a common pool of information. Such a pool can exist in the absence 
of standardization, but the process of extracting data is made much more 
difficult if each agency gathers, records, and files its information 
differently. 

At present, there is no single system in Racine County that would 
appropriate for countywide adoption. Some departments use only the most 
basic forms for reporting incidents, while other depa.rtments have de-
veloped highly specialized individual report forms; so specialized that 
they may tend to make more difficult the very tasks they seek to simplify. 
In many cases, incident (offense)reports are too simple, thus placing 
an unfair burden upon the reporting officer in having to remember the 
specifics to be asked. This, of course, tends to handicap any attempt 
at meaningful crime analysis. In other cases, report forms are designed 
so that the use of a "Supplementary Report" is usually mandatory, making 
department files bulky and voluminous. There is almost complete uniformity 
in the failure to utilize an officer's daily report of his activities; a 
daily summary of significant events, or a chronological ledger of reported 
incidents; all rather standard administrative reports. 

3.2 Numbering Systems 

Numbering systems have not always been well developed; in one in­
stance, eight different numbering systems were identified. This in­
discriminent utilization of different numbering systems merely makes 
the task of maintaining records more laborious and the problem of 
locating information more difficult. One department uses previously 
assigned Case: Numbers as "confidential numbers" for other incidents 
(primarily narcotics investigations), which does tend to provide se­
curity; however, in the long run, this introduces a serious element of 
confusion into the system. 

3.3 Files 

In several instances, an excessive variety of names are indexed 
and filed in Master Name Files (e.g., victim, person reporting, witnesses, 
suspects). This results in a master file that has generally lost its 
usefulness due to volume, and an over-worked clerical staff. 

R-76-217 
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In most cases~ a person's total arrest history (details of the arrest 
as reported on arrest reports, citation and complaint forms, etc.) cannot 
be reviewed without extensive work by the records staff because arrest­
related documents are commonly filed by individual case or arrest number 
and consequently are scattered chronologically throughout the system. 
In one instance, the names of arrestee5 are indexed (appropriately) in a 
Master Name Index File, and then duplicated (unnecessarily) in a separate 
Arrest Name File. Furthermore, Field Interview Reports are not generally 
used; and when they are used, they are filed in a manner not conducive to 
the most efficient use. One additional negative factor is the frequency 
of using extremely detailed indexing systems. One agency files a work 
copy of a preliminary dispatching document (Form 100) by S8 categories; 
after a I-year retention period, the copy is discarded. Another agency 
has developed a stolen property file wherein stolen property is filed by 
the type of original crime, then by the specific t}~e of property. The 
file has approximately 214 subdivisions. It is the Consultant's oplnl0n 
that such complex files are seldom justified and/or efficient in terms of 
development, maintenance, or usage. 
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4. FINDINGS AND CONCLUSIONS 

It is the Consultant's opinion that the law enforcement recordkeeping 
systems presently in operation in Racine County do not effectively provide 
a desirable and appropriate level of service. Although it ''lould be 
possible to adjust and modify each individual system to bring it to a 
greater level of efficiency (as well as uniformity). a more appropriate 
solution would be to implement a new system that embodies an efficient set 
of reporting forms and procedures. With this in mind, an appropriate 
system for Racine County law enforcement agencies is described in Section 6. 
Report forms suitable for use with this system are depicted in Appendix A. 

R-76-217 
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5. RECORDS MANAGEMENT 

As indicated in Section 4, Section 6 is devoted primarily to a 
description of a police records system appropriate for law enforcement 
agencies in Racine County. However, it would be beneficial to discuss 
initially some general concepts associated with records management. 

Records management is the systematic control of records from creation, 
through storage and maintenance, to final disposition. 

The proposed records management system described in this report has 
a basic, systematic structure designed to meet the: records maintenance 
and information requirements of local law enforcement agencies in Racine 
County. The system is not intended to be the complete or only solution to 
every agency's needs; rather, it is designed to be flexible enough to 
meet the requirements of most agencies and, at the same time, encourage 
uniformity in records management throughout the law enforcement cor.ununity. 
It is anticipated that agencies that use this basic system will amend 
and/or modify it to suit their particular needs. Of course, computer 
resources will modify the system outlined herein; however, any agency 
contemplating computerization should first put its existing mariual system 
in proper working order since computerization per se will not cure the ills 
of an inefficient, outmoded system. Once an efficient manual system is 
in operation, transition to computerization is sJ.mplified. Both the system 
and forms described herein are suitable (with appropriate modification) for 
use in systems using high-speed data processing equipment. 

In order to avoid confusing the reader with the presentation of 
additional concepts not specifically related to basic records management, 
the report form exemplars do not provide for determining and/or scoring 
so-called "solvability factors." For agencies contemplating or presently 
using a system embodying solvability factors and early case closure, only 
minor modifications would be necessary to make the system and report forms 
compatible. 

To properly satisfy the demands made on a police records system, the 
system must have: 

• An efficient staff ''lith adequate equipment, 
working in satisfactory facilities. 

• A centralized records system, to simplify 
coordination and control. 

• Complete and effective reporting procedures. 

• Systematized report review, tabulation, and 
filing. 

• Analysis, summarization, and dissemination of 
system data to appropriate users. 

R-76-217 
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Information must be reported, processed, stored, and retrieved 
efficiently. Each file or record put into the system must have a purpose, 
and controls must be established to ensure a proper disposition when that 
purpose has been served. Regular audit is essential to ensure integrity 
and the proper clas~ification. In addition to serving as the agency's 
official memory, police records ensure that pertinent information is 
available to other concerned agency members. t-.loreover, supervisors must 
guide their subordinates in investigative matters; in order to do so, they 
must review the actions taken in field situations, as evidenced by the 
reports completed by involved personnel. Reports also serve as protective 
devices in that they can refute unwarranted accusations that improper 
police action was taken, or, in a particular instance, that nothing was 
done. 

5.1 Preparation of Reports 

Police reporting methods vary from handwritten reports prepared in 
the field by an officer, to telphonic or portable recorder dictation 
systems that require subsequent typing, to direct computer entry. In 
selecting a reporting method, it must be kept in mind that the primary 
purpose of a police report is simply to record information. 

For many years in many departments, the accepted practice has been 
to type police reports. This practice is usually based upon onc of the 
following systems: 

• The report is typed by the reporting officer 
from notes or a rough hand\'lri tten draft. 

• An officer dictates a report to a typist. 

• A typist transcribes the officer's recorded 
information. 

• The report is typed by a clerk from information 
contained in the officer's handwritten report or 
notes. 

These methods are all somewhat inefficient since information is completed 
and reporduced in a different form at least two or more times -- a costly 
and unnecessary expenditure of labor. lVhen an officer has to type his 
own reports, he is unavailable for street duty; in addition, he usually 
has minimum typing skills. While it is true that the dictation system 
results in more legible reports, and the individual officer spends less 
time in finished report preparation, the advantages are offset by the 
inherent delay in report transcribing and the expense of the officer's 
time spent in dictating the report. Police reports do not have to be 
typed. Officers' time that can be better devoted to field duties should 
not be squandered on report preparation. 
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Many law enforcement agencies, unwilling to accept the bacldog of 
reports that is almost inevitable when reports have to be typed, have 
begun using handwritten reports. Experience over the years has generally 
proven that handwritten reports have definite advantages over dictated 
and typed reports. If a report is legible and printed or written neatly, 
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. 

3 Reduction in the number of report errOTS 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. 

G Decreased officer satisfaction with the reporting 
system. 

It is recognized that there are times wh,en typewritten reports are 
necessary and appropriate. However, it is important that a specific de­
termination be made regarding which 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 
time and salary will result, or when the seriousness of the event merits 
exceptional processing. 

If a policy is adopted that allows some reports to be typed, typing 
priorities established, report backlog problems should be anticipated. It 
should be noted that a substantial majority of all reports made are never 
cleared or seen outside the originating agency. The practice of having 
these reports typed results in little, if any, benefit to the agency. 

R-76-2l7 
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As a general rule, hand\rritten reports should be completed at the 
scene of the incident in order to expedite the return of the officer to 
service. In some instances, it would be necessary for the officer to 
complete a report at the station; but such situations should be closely 
controlled. 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 all of his 
reports. 

5.2 Integrity of Records 

Integrity of the records system is vi~al to effective operations. 
In its true sense, this refers not only to intentional improper disclosure 
of confidential information to unauthorized persons, but also to accidental 
disclosure of such information and, equally important, misfiling, misplacing, 
and losing work documents. System integrity, in all three instances, re­
quires that physical access to records be limited to only personnel 
assig:,1ed specifically to the records function. All other persons (e. g. , 
investigators, supervisors, news media representatives, city officials) 
should be denied physical access to records system reports, indices, files, 
and the like. This does not mean that appropriate information should 
not be given to authorized persons. However, it does mean that physical 
barriers to the records office should be established (and reinforced by 
written departmental policy) in order to limit entry to only assigned 
personnel. All other persons IVho have a legitimate interest in informa-
tion contained in records files should be served at a counter outside the 
records office. Original copies of documents should not be allowed to 
leave the confines of the records office without a court order. Aside 
from these exceptions, photocopies should be provided. Since it is often 
necessary for an investigator to review records (e.g., an arrest package) 
at length, provision should be made for such review in or adjacent to the 
records office to minimize the loss of work documents. The release of in­
formation over the telephone should be permitted only under prescribed 
conditions, and with adequate safeguards to ensure the authenticity of 
the caller's request and identity. 

5.3 Juvenile Records 

Two major areas of controversy relate to juvenile records: Maintain­
ing separate juvenile records, and fingerprinting and photographing 
juvenile arrestees. Since there is little commonality of opinion from 
the courts in terms of establishing standard guidelines, local policies 
must reflect the local situation. As a general, rule, however, separation 
should be limited to juvenile and adult arrest records; offense reports, 
traffic accident reports, and the like involving juveniles should receive 
no special processing and should be routinely incorporated into agency 
master files. Juvenile arrest records should still be maintained in the 
records office, but in separate files. In order to satisfy a particular 
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court, some jurisdictions have moved away from the term arrest by sub­
stituting the word custody. As a result, juvenile arrest reports have 
been similarly modified. In all other respects Custody Reports and Arrest 
Reports are identical. This is satisfactory as long as juvenile and adult 
reports are processed and filed in the same manner; of course, juvenile 
and adult arrest packages should be maintained separately. With regard. 
to index card files being cross-referenced to juvenile arrest reports, 
some courts maintain that such files are not "records of arrest" per se, 
and therefore, need not be maintained separately; in other instances, 
courts insist upon physical separation of even index cards relating to 
juvenile arrests. Again, local policies must reflect the local situation. 

With regard to photographing and fingerprinting juvenile arrestees, 
the best policy is to routinely fingerprint and photograph aLL arrestees 
(i.e., adult and juvenile) rega~dless of the offense. Some modification 
of this policy is appropriate for such offenses as drunkenness \'.'here 
repeated violations by the same individual are not unCOffi@on. For these, 
a repeater fiLe could be established which would. only require the repeater 
to be fingerprinted and photographed every 2 or 3 years. Ho\'.'ever, any 
deviations from the standard policy should be formally specified. 

5.4 Basic Concepts 

There are very few fixed fules for developing an efficient records 
system, but the simplest system is probably the best. This means that: 
The number of different report forms should be kept to a minimum, con­
sistent with actual department needs; as much as possible, all reports 
of field incidents should be processed, filed, indexed, and so on in the 
same manner; all records personnel should share jointly in the tasks to 
be performed (i.e., in contrast to one clerk processing only traffic 
accident reports, another clerk processing only crime reports, etc.); 
when available, communications and/or desk personnel should perform 
clerical tasks (particularly in smaller departments where dispatching 
and/or reception activities do not amount to fulltime activities); and 
detailed forced-choice-type reports completed by investigating officers 
(not clerical personnel) should be used. 

All law enforcement agencies, regardless of size, need certain basic, 
fundamental reports, records, files, and indices. Report volume does not 
enter into this basic consideration, since the basic purpose of all depart­
ments is to provide a public service (e.g., providing a victim with a 
copy of his incident report for court or insurance purposes would fall 
within this definition). Furthermore, basic reports are essential to ad­
ministrative control of departmental operations in that adequate report­
ing devices are needed in order to determine and/or verify how well the 
agency is operating. Proper reports and records are equally important 
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in helping to substantiate budget requests and expenditures, as well as 
to provide a measure of protection against unwarranted criticism and as­
sist in satisfying requests for information about agency operations. 

Therefore, a sound basic system should incorporate the following 
factors: 

• The system must be complete as possible, using as 
few different types of report forms as are actually 
needed. 

• Files must be combined wherever possible, with 
limited but adequate crossreferencing capabilities, 

• Information stored in files must be readily accessible 
and available at all times. 

• The system should be centralized, with actual file 
access limited to only those who are responsible for 
their maintenance. 

• Only the most essential numbering systems should be 
used -- A single numbering system should be used for 
offenses, noncriminal incidents, and traffic accidents; 
a dual numbering system should be used for arrests 
(an Arrest Number for each arrest of a particular 
individual, and a Permanent Number to identify a par­
ticular individual within a system); and a standard 
citation numbering system should suffice for most 
agencies. 

o Files and indices should not be created and maintained 
to satisfy occasional requests for statistical informa­
tion for which a simple tally sheet could be substituted. 
Therefore, many agencies would only require an alpha­
betical Master Name Index File, a Primary File that 
contains all reports of field incidents filed by an 
assigned number, an Arrest Package File that contains 
an alphabetically filed package of arrest-related docu­
ments for each arrestee, and perhaps a Field Interview 
Card File. A Property File (stolen and "booked") might 
be added if volume would justify it. If requests for 
such information warrant, a file of incidents by loca­
tion might be maintained, but the work involved in satis­
fying such requests, and the frequency of the requests 
must be weighed against the work involved in creating, 
maintaining, and purging such a file. 
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• The system should be flexible so that modification 
of reporting procedures could be made without over­
hauling the entire system. 

5.5 Report Indexing 

An efficient means of retrieving a record is fundamental to an effec­
tive records system. For the most part, the most efficient locator is a 
single, alphabetical Master Name File that contains the name(s) of the 
individual(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 misfiled. 
Some agencies, in an attempt to provide a complete cross-file, index all 
names appearing on reports; other agencies limit the names indexed to some 
extent, but still index such categories as Person Reporting (not necessarily 
victim, but the person who called the police), \vitnesses, and suspects. 
There is a serious question about whether these categories materially im­
prove the overall system. First, the most common and appropriate index 
to police files is the victim's name (or the principal person inVOlved). 
Seldom is that name not known to the inquirer (e.g., investigator, in­
surance company representative, attorney). If the victim's name is not 
known, and connot be obtained, other crossreference potentials are avail­
able. In most cases, investigators (the greatest potential users of files) 
will be able to provide either the victim's name or the identifying number 
of the report. Other names indexed into the system greatly increase the 
clerical workload and tend to make files unnecessarily bulky and unwieldy. 

" Suspacts' names should not be entered in a Master Name File because, un­
fortunately, policemen do not always exercise the best of judgment. As a 
consequence, an officer may list a person as a suspect on a report when 
no legal cause for arrest and/or detention exists; or a records clerk, who 
may not have a complete understanding of the legal issues, may index an 
individual as a suspect when no legal cause for action exists. When 
subsequent inquiry is made, an officer may be told that a person is a 
suspect and is wanted in connection with a burglary. If the suspect 
attempts to flee from a querying officer, the officer might shoot who 
he thought was a fleeing felon. The possibility of injuring or killing an 
innocent person, and being confronted with attendant civil suits, is evi­
dence for excluding suspects from Master Name Files. 

Therefore, Master Name files should include only names of victims 
(or principal persons involved), arrestees, and drivers and persons in­
jured in traffic accidents. 

There are two basic methods of preparing index cards: The Single 
Entry system and the Dossier system. Under the Single Entry system, a 
separate index card is prepared and filed for each event. Under the Dossier 
system, the file is searched for an existing card on the person or firm 
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involved; if a card is found, information about the new incident is 
entered and the card is refiled; if no card is found, one is made and 
filed. Each system has advantages and disadvantages. The disadvantages 
under the Dossier system is that 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 more time 
per entry is required since descriptive information must be entered on 
each card filed. Since either system is acceptable, each agency must 
determine its own availability of clerical personnel versus storage 
space. 

Three- by five-inch index cards are the most satisfactory size. 
Since the purpose of a particular card is to lead to a particular I'eport, 
the index card need not contain a synopsis of the incident; to do so un­
necessarily duplicates the Primary File and increases ,the clerical work­
load. A simple entry of name; address (or Social Security number), for 
positive identification in relation to other cards for persons with similar 
names; date, type, and location of the incident; and the incident number 
provide sufficient information to identify the incident and the person 
invol ved for expedient extraction of reports from the Primary or",Arrest 
Files. If the incident involved the theft or loss of property, ,a descrip­
tion of the property should also be included. If a Single Entry system 
is used, several copies of the same card could be prepared simult~neously 
(by using NCR paper, carbon paper, or a duplicating machine) for use in 
stolen property, location, and "type of incident" files, as well as the 
basic Master Name File. 

The Master Name File is the basic file, which is valuable to 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. When developing a Stolen Property File, care should be 
taken so that State and National property files are not duplicated un­
necessarily. NCIC files, and most State computerized criminal information 
files, contain appropriate information regarding stolen property that bear 
serial numbers; therefore, there is little value in maintaining duplicate 
information. However, if adequate teletype of computer interface with 
NCIC of State-maintained files is not available, duplication may be 
necessary.' The guiding premise should be to avoid indexing and storing 
information that is available from another source. 

Where the volume of requests warrants and clerical assistance is 
available, two additional indices are of value: A Location of Incident 
File and a Type of Incident File. The Location File facilitates efficient 
extraction of crime data from within a geographic area for enhancing 
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strategic and/or tactical planning with regard to deployment, deterrence, 
and the like. This file also permits timely identification of problem 
areas s as well as provides a cross-reference to the Primary File by loca­
tion of the incident. The Incident File simplifies determination of the 
number of specific incidents that occur in the jurisdiction for any speci­
fied time period. In a rudimentary manner, it also provides a cross­
reference to a Primary File by type of incident. It should b~ stressed 
that both location and incident files are merely supplemental files. In 
most agencies with 50-75 personnel or less, such files are usually not 
cost effective; hand searches of other sources are less expensive to 
satisfy the occasional demand for such information. 

5.6 Modifying Existing Systems 

Records management is traditionally the responsibility of clerical 
personnel or disabled or semi-retired officers. The system in use was 
often developed over many years by an untrained individual who added, 
expanded, created, modified, and developed as various officials requested, 
or as fancy dictated. Moreover, untrained persons frequently attain the 
seniority and tenure at which point they consider any suggestion for sig­
nificant change to be a personal affront and, thus, resist it. As a 
consequence, files are maintained, indices are updated (but seldom purged), 
lists are kept, and voluminous reports are prepared for which there is 
no real current use and for which, in many cases, the original purpose 
cannot be identified. It, sometimes, seems the phrase, "I don't know 
why, but that I s the way we Ive always done it" was invented by a records 
supervisor justifying an outmoded system. A records system review must 
be made critically, and statements such as the above should alert the re­
viewer that there is potential for improvement. 

Police administrators are particularly prone to develop and maintain 
voluminous files of data for which there is seldom any request. 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). 
Although police agencies are, and should be, service-oriented, the service 
provided still can only be consistent with efficient and effective use 
of personnel and facilities. Therefore, files and reports that have out­
lived their usefulness, or that require a disapportionate expenditure of 
facilities and work effort to maintain them, in terms of potential value 
and/or usage, do not have to be kept indefinitely. Furthermore, since 
all records and reports cannot be kept, a calculated decision must be made 
regarding what is essential and what is superfluous -- the superfluous 
must be eliminated. 

As a final point, police administrators are somewhat reluctant to 
consider modifying their records systenl because of the inherent necessity 
of making changes and the fear of creating confusion. The simple fact of 
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the matter is that a records system cannot be improved without change; 
and if changes are made, a period of confusion is to be expected. How­
ever, this should not serve as a deterrent because there are considerable 
benefits to be gained from improving an antiquated or inadequate system 
in terms of cost, efficiency, and employee morale. 
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6. RECOMMENDED RECORDS SYSTEM FOR RACINE COUNTY LAW ENFORCEMENT AGENCIES 

In general, this is a case-oriented rather than a person-oriented 
system. As such, data entry and extraction related to a particular inci­
dent are expedited by using one assigned Incident Number. Except for 
arrests, police activities are primarily case-oriented with crossreferences 
to person-oriented indices. Police incidents are generally reviewed, 
investigated, and processed individually without reference to other police 
incidents (except where a common perpetrator is known or suspected); 
however, the desirability of examining an individual's total local criminal 
history with minimum effort dictates the necessity of filing all of his 
arrest and related reports in a single package or folder. By use of this 
procedure, an officer seeking information about a particular individual 
would not need to spend lengthy. periods of time waiting for records to 
be extracted from several different files. In addition, a record clerk 
must neither search through a multitude of files and drawers to compile an 
individual's total arrest history, nor laboriously refile such informa­
tion after examination. 

This system is comprised of the following basic puts: 

• Reports 

Offense -- Criminal incidents. 

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 Citation -- Traffic offenses. 

Field Interview -- Field contact with suspicious 
persons. 
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• Ledgers 

Incident -- Assignment of permanent identifying 
numbers. 

Arrest -- "Jail Blotter." 

Property -- Record property received into 
departmental custody. 

• Files 

Master Name (Index) -- Cen+.ral alphabetical cross­
reference index. 

Primary -- Numerical file of original copies of 
reported incidents. 

Arrest Package -- All arrest-related documents per­
taining to a particular person. 

• Numbering System 

Incident -- All reported incidents, both criminal 
and noncriminal. 

Arrest -- Identification of individual arrested. 

The following additional work documents are either necessary or 
highly desirable: 

• Dispatch Card -- Radio operator activity record. 

• Daily Report -- "Newsletter" of significant occurrences. 

• Officer's Daily Report -- Recapitulation of activities. 

• Investigator's Activity Report -- Recapitulation of 
activities. 

• Supervisor's Daily Report -- Recapitulation of activities. 

• Administrative Report -- Statistical summaries. 

The relationships of these components are illustrated in Figu:re 6-1. 
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Figure 6-1. Records System Components 

R-76-217 

6-3 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

Exemplar report forms suitable for use by Racine County law enforce­
ment agencies in conjunction .with this system are contained in Appendix A. 
The Traffic Accident Report and Traffic Citation form exemplars were ex­
cluded since the State of Wisconsin prescribes specific forms for such 
purposes. Crime Against Person and Crime Against Property form exemplars 
were also excluded; with minor modification, the Offense Report exemplar 
could be adapted to these designs if desired. If volume justifies, the 
Sheriff's Office and Racine Police Department may desire to use more 
specialized report forms. Therefore, Appendix A also contains the follow­
ing report form exemplars: 

• Bicycle Report. 

• Worthless Document Report. 

The procedures for preparing, processing, and filing, all forms are 
identical to those recommended for the Offense Report. Except for the 
Field Interview re~ort and ledger pages, all reports should be a single, 
standard, one-sided, 8-1/2 by l1-inch form. This will simplify report 
processing, filing, and storage operations. Files should be large enough 
so that reports do not have to be folded; folding is unnecessarily time­
consuming and inefficient. 

It will be noted that this system is some,,,hat flexible, allowing for 
expansion or contraction based upon each agency's size and needs. The 
most critical aspect of this system is the field reporting function. 
Forms have been designed and operating procedures devised based upon the 
concept that field officers knm" why reports are submitted, hOI" they are 
to be used, and what pertinent data are to be included. To this extent 
the system not only assumes that officers are well trained in the field 
reporting function but supports this concept through forms design that 
combines uniformity and complete documentation in reporting procedures. 

Levels of review are proposed to provide the essential involvement of 
management in report writing, the number of review levels will depend 
upon the size of the adopting agency. It is essential that report ori­
ginators receive positive feedback on the results of the review. This will 
serve to further upgrade report writing capabilities of field officers. 

6.1 Report Form Preparation and Use 

6.1.1 Dispatch Card 

The standard Dispatch Card is a 3- by 7-inch, prenumbered card used 
by the dispatcher to record all calls for police services. It must also 
be completed by the dispatcher when field personnel inform the dispatcher 
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that they have initiated action independently of a radio-assigned call. 
The Admjnistrative Dispatch Card is similar in 'format and is used to re­
cord activities that are primarily administrative in nature (e.g., unit 
reporting out of service for court, reporting of street defects). The 
two forms may be color-coded to simplify handling. 

The Model Records System provides for a high level of interaction 
between field officers and dispatchers. All field activity should be ac­
companied by the recording of a Dispatch Card. An officer should never 
stop a ear, 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 Card provides a 
measure of protection for the officer, in addition to being a basis for 
workload analysis and resource allocation. 

The Dispatch Cards are designed to simplify the recording of most 
pertinent information by checking the appropriate boxes. The use of a 
time stamp for recording times of call receipt, unit dispatch, unit 
arrival, and call completed facilitates completion of the forms. 

Dispatch Cards serve several important functions. They: 

• Provide a standardized record of all incidents re­
quiring the dispatch of a police unit and/or inci­
dents originated by field ullits. 

• 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 Card provides for only the most rudimentary disposition 
information. Detailed disposition information is reported either in re­
lated reports or in the Officer's Daily Report. This factor serves to 
reduce the unnecessa;~y use of radio time while, at the same time, eli­
minate the possibility of error resulting from radio transmission from 
field unit to dispatcher. 
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After Dispatch Cards have been reviewed for audit purposes, reviewed 
in preparation of a daily report, and routed to the appropriate location 
for extraction of data pertaining to workload studies, manpower alloca­
tion, statistical reporting, and so on, the Cards are stored numerically 
fo1.' approximately 1 year and then destroyed. The Cards should be filed 
as follows: 

• The number assigned to th2 Card is not a "Case Number" 
and is not cross-referenced to other numbers assigned 
to reports. TIle number's sole purpose is to facilitate 
sorting into a generally chronological sequence should 
later review be necessary. 

• Cards should not be filed in and among other reports 
related to the incident; the dimensions of the form 
make such storage unwieldy, and the volume adds un­
necessary bulk. When selecting suitable storage for 
the Cards, it should be considered that, in almost all 
instances, the Cards will never be reexamined. 

6.1.2 Incident Ledger 

The Incident Ledger serves as an agency's primary chronological 
record of reported field incidents, as well as report audit source. In 
addition, it serves as a chronological, geographical location, and "type 
of incident" cross-file to all reported incidents. In these latter 
respects, the Ledger is not as efficient as regular index card cross-files, 
but it does not require the work (and space) to maintain or purge. This 
is particularly important for agencies that do not have sufficient clerical 
personnel to maintain voluminous cross-files. 

All Incident Ledger entries should be numbered sequentially. Upon 
completion of an Offense, Vehicle, Miscellaneous Incident, Traffic Ac­
cident, or Property Report, the reporting officer should obtain an Incident 
Number from the person who maintains the Incident Ledger. This may be a 
dispatcher or records clerk, depending upon the size and organizational 
complexity of the agency. The Incident Number should not be obtained by 
radio in order to conserve air-time for more important needs. ~1ultiple 
incidents arising from the same occurrence require only one Incident 
Number. In general, this Number should be assigned to the most serious 
reported incident or the incident that occurs first in a span of time. 
Incidents not reported on the spe-cific forms listed above should not be 
assigned a Number from the Incident Ledger. 

The following identifying information should be entered in the Inci­
dent Ledger: 
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• Date and time of occurrence. 

e Type of occurrence. 

• Location. 

• Victim or if none, principal person involved. 

• Officer reporting. 

• Other reports made under the same Incident Number. 

1nere are perhaps as many different types of numbering systems as 
there are law enforcement agencies. One of the most effective systems is 
one that merely starts with the number one each January 1, with the number 
preceded by the last two digits of the year (e.g., 78-00001); if desired, 
Traffic Accident Report Numbers can be distinguished by adding the letter 
"T" (e. g., 78-00002-T). This system provides for a sv.Jift determination 
of the number of reports completed at any point during the year, as well 
as automatically indicating the total for the year. At the same time, the 
system is simple in operation while readily identifying each specific 
incident. 

In certain cases, such as some narcotics investigations, in which 
Incident Numbers are required but which confidentiality must be main-
tained until the matter has been investigated and action has been taken, 
a ConfidentiaZ Number should be obtained by providing only the name of the 
requesting officer to the person keeping the Incident Ledger. This Number 
should be the next unassigned number in the Incident Ledger. Identifying 
informa.tion (e.g., date and time of occurrence) should be withheld until 
the matter has been disposed. At that time, the officer who requested 
the number initially should provide the remaining information for complete 
Ledger entry. 

Where report volume is low, the Incident Ledger may suffice for 
Dispatch Cards. However, if the two types of information are recorded 
on a single ledger form, care must be taken to ensure that Incident Numbers 
are assigned to only those incidents that require reporting on one or more 
of the prescribed forms. It is also possible to use an FCC Log to record 
all transmissions. Since FCC records requirements only call for signa­
tures of dispatchers on each shift, and signatures of equipment repairmen 
when maintenance or repair is necessary, a very simple form that provides 
only for entering this specific information suffices for an FCC Log. How­
ever, if all radio transmissions are recorded on paper (in contrast to 
tape), the log may serve as a combined record of the Incident Ledger and 
Dispatch Cards, as a combination of only the Dispatch Card information and 
those signatures required by the FCC, or of all three. However, care must 
be taken to ensure that Incident Numbers are assigned only to those inci­
dents reported on prescribed forms, and that consolidation of these forms 
is practical only when there is low volume of radio traffic and reportable 
incidents. 
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6.1.3 Daily Report 

The Daily Report serves as an intra-agency "newsletter" of significant 
occurrences. Small agencies may wish to list every call dispatched; 
agencies with considerable call volume will, by necessity, need to be some­
what selective in the types of incidents to be listed, or else the size of 
the report will reduce its value. In general, the report should include 
all criminal and noncriminal incidents of major police interest that occur 
during a designated 24-hour period. The report is intended primarily to 
brief personnel on matters of police interest. The Daily Report should be 
compiled by either the dispatcher or records personnel. 

The primary sources of information for the Daily Report are selected 
Dispatch Cards and Incident Ledger entries. If the same person is not 
responsible for both of those tasks, it will be necessary to coordinate 
the entry of information from both sources. Incidents that do not routinely 
come to the attention of the person compiling the Daily Report, but that 
should be included, must be reported for inclusion by the officer handling 
the incident (e.g., an arrest by investigative personnel or completion of 
an Offense Report not related to a radio transmission). 

The following should be included for each entry in the Daily Report: 

• Time of occurrence. 

8 Type of incident. 

• Location. 

• Officer or unit assigned. 

• Remarks. 

This entry need be only a very brief explana­
tion of why an entry was made (e.g., "$20,000 
in jewelry taken" or "arrestee is school prin­
cipal's brother"). 

Incidents for which an Incident and/or Arrest 
Number is used to report the occurrence should 
be identified by including the number (e.g., 
"School principal's brother, Arrest #4753-78" 
or "Offense Report #78-014785"). By so doing, 
interested personnel can easily locate the per­
tinent reports for more details. 

R ... 76-217 

6-8 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

I 
I 
I 
I 

Pertinent information from the Daily Report should be presented at 
roll call to personnel corning on duty. Any additi0nal distribution 
is a matter for internal determination. The original copy should be 
filed by date for approximately I year, and then destroyed. 

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. 

Where incident volume is low, the Incident Ledger and the Daily 
Report may also be combined. If this is done, however, care must be 
taken to ensure that Incident Numbers are assigned to only those 
entries that require reporting on one of the prescribed report forms. 
In these cases, the "Remarks" column would more appropriately be en­
titled "Disposition." 

6.1.4 Offense Report 

The Offense Report is used to record the circumstances of all 
criminal offenses that corne to the attention of the police regardless 
of the value of property taken, extent of injury, or likelihood of 
successful prosecution except for: 

• Vehicle thefts (reported on the Vehicle Report). 

• Traffic and other citable violations disposed of 
by means of citation. 

• Offenses that do not involve a crime against 
property or specific persons for which an arrest 
is made (e.g., carrying concealed weapons, possession 
of narcotics, prostitution). 

Incident Numbers should be assigned as described in Section 6.1.2. The 
original report should be filed by Incident Number in the Primary File; 
and additional copies and their distribution should be determined by 
agency needs, such as: 

• Chief of Police. 

• Investigative Division. 

e Arrest Package (attached to copy of related Arrest 
Report). 

• Officer's Information File. 

e Crime Analysis Unit. 
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The following index files are either necessary or may be desirable 
with respect to the Offense Report: 

• Master Name File -- filed alphabetically by name 
of victim or principal person involved. 

• Property File (optional) -- Other than the Mast.er 
Name File, this is the most important index file 
in terms of potential benefit. However. the 
volume of reported offenses must present a clear 
and pressing need for the file in terms of usage. 
It should be divided into two categories: 

Property accepted into agency custody as 
found, evidence, or for safekeeping. (If 
the volume of property accepted does not 
justify a file, the Property Ledger-described 
in Section 6.1.11 may suffice.) 

Reported stolen property, which is identi­
fiable, but which is not appropriate for 
entry in State or NCIC files. If stolen 
property is of a class suitable for entry 
in State or National computer files, and is 
so entered, there is little value in creating 
a duplicate entry in a local file. 

Within each category, index cards should be filed by 
type of item, by date, Further subdividions by 
type of crime, serial number, inscription, and so on, 
are unnecessary since in almost all cases a search 
will commence with the type of item. 

• Location File (optional) -- Filed by street address 
or if none, by other identifying factors, by date. 
A clear and continuing need should exist before a 
location file is established. The additional work 
of creating, maintaining, and purging the file must 
be weighed against the frequency and value of use 
in relation to the frequency and work involved in 
developing similar information by means of a hand 
tally from the Incident Ledger or the Primary File. 

• Type of Incident Fil~ (optional) -- Although this is 
a commonly maintained file, it is seldom of signifi­
cant value in any but the largest agencies (whose 
records are not computerized.) The standard justifi­
cation is to assist in preparing monthly statistical 
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reports for both internal and State and Federal 
agency use. Data compilation for such reports 
can be prepared more easily by establishing a tally 
position in the report processing operation and 
recording the desired information by hand tally. 
Clerical labor is reduced and the necessity of 
maintaining another voluminous file is eliminated. 

6.1.5 Miscellaneous Incident Report 

The Miscellaneous Incident Report is used to officially and 
permanently record 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. For example: 

• Industrial injuries. 

• Missing person. 

• Dog bite. 

• Rabid animal destroyed by officer. 

• Lost property reported. 

o Dangerous excavation. 

• Suicide or attempted suicide (even if considered to 
be a crime). 

Incident Numbers should be assigned as described in Section 6.1.2. 

Additional copies and their distribution should be determined by 
needs, such as: 

• Chief of Police. 

• Investigative Division. 

• Offi"er's Information File. 

The following index files are either necessary or may be desirable 
with respect to the Miscellaneous Incident Report: 

o Master Name File -- Piled alphabetically by name of victim 
or principal person involved. 

R-76-217 
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• Location file (optional) -- Same as for Offense Report 
(see Section 6.1.4.) 

• Type of Incident File (optional) -- Same as for Offense 
Report (see Section 6.1.4.) 

6.1.6 Vehicle Report 

The Vehicle Report is used to report incidents of stolen, 
recovered and impounded vehicles. Incident Nunlbers should be assigned 
as as described in Section 6.1.2. However, a report involving a re­
covered vehicle that was stolen locally should be reported under the 
Incident Number assigned to the original Stolen Vehicle Report. 

The original copy should be filed as follows: 

• Recovered Vehicles -- If stolen locally, file attached 
to the related Stolen Vehicle Report in the Primary 
File, otherwise by Incident Number in the Primary 
File. 

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

Additional copies and their distribution should be determined 
by agency needs, such as: 

• Chief of Police. 

• Investigative Division. 

• Arrest Package (attached to copy of related 
Arrest Report.) 

• Officer's Information File. 

• Crime Analysis Unit. 

The following index files are either recessary or may be 
desirable with respect to the Vehicle Report: 

• Master Name File -- Filed alphabetically by name 
of owner; include vehicle license number. 

• Property File -- Filed 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 
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necessity of maintaining a "stolen" card in file; 
the "stolen" card should be marked "recovered" and/or 
destroyed when the vehicle is released to the owner.) 

Where volume is very low, the Offense Report may be used in 
lieu of a Vehicle Report, and the Stolen and Impounded Vehicle index 
cards may be eliminated if a simple list of stolen and impounded 
vehicles is maintained. 

6.1.7 Specialized Reports for Specific Offenses 

If volume warrants, agencies may wish to use additional specialized 
offense reports (e.g., Bicycle, Worthless Docrnnent, Crime Against Person, 
Crime Against Property Reports.) In all cases, the numbering, filing, 
and indexing processes should be identical to those outlined for Offense, 
Miscellaneous Incident, and Vehicle Reports. The contents of specialized 
reports should generally follow the same format as the Offense Report, 
and should be 8 1/2- by II-inches in size. 

6.1.8 Supplemental Report 

The Supplemental Report is used as a continuation for any o-cner report when 
additional space is needed, to add additiona.l information to a pre-
viously reported incident, to record progress of a continuing investigation, 
and/or to close an investigation. Supplemental Report Incident Numbers 
and report distribution should be the same as the original report; the 
original copy of the ,Supplemental Report should be attached to the 
original copy of the related report in the Primary File. 

Records personnel must be alert to the fact that receipt of a 
Supplemental Report may require a change in index cards and/or the 
Incident Ledger (e.g., change of location of incident, property stolen) 
prepared previously. 

Where volume is very low, this form may be c,:>mbined with the 
Offense Report if suitably identified when so used as a Supplemental to 
an original report. 

6.1.9 Traffic Accident Report 

The Traffic Accident Report should be completed for all reported 
traffic accidents that occur on the highway (except those involving 
only minor damages) and all private property traffic accidents that 
involve death, injury, or a violation of law (Wisconsin State Statutes 
may modify this recommended usage.) Incident Numbers should be assigned 
as described in Section 6.1.2. 

The original copy should be filed by Incident Number in the Primary 
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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 in order to preserve the sequential integrity of the 
numbering system. 

Additional copies and their distribution should be determined by 
agency needs, such as: 

• Chief of Police. 

• Investigative, or Traffic Division if an offense 
is involved. 

• Arrest Package (attached to copy of related 
Arrest Report,) 

• Crime Analysis Unit. 

The following index files are either necessary or may be desired with 
respect to the Traffic Accident Report: 

• Master Name File -- Filed alphabetically by names of 
parties to the accident and persons killed or 
injured. 

• Location File -- Filed 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. However, prior 
to its establishment, the frequency of usage and the 
labor involved in developing, maintaining, and purging 
such a file should be weighed carefully against the 
labor involved in preparing hand tallies by location 
when needed. 

6 • 1 • 10 Property Report 

The Property Report should be used to record the follO\'ling receipts 
of property taken into agency custody: 

• Evidence. 

• Found Property. 

e Safekeeping -- This category should be used only when the 
owner or custodian is known and the property is not of 
evidential value. 
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This report should not be used to record a prisoner's personal 
property. Incident Numbers should be assigned as described in 
Section 6.1.2 unless the property is related to another 
incident to which an Incident Number has or will be assigned; 
in such cases, the Property Report should bear the Incident 
Number assigned to the numbered incident. 

The original report should be filed by Incident Number in the 
Primary File; additional copies and their distribution should 
be determined by agency needs, such as: 

• One copy (as a property tag) should accompany 
the property. 

• Investigative Division. 

• Arrest Package, if related to an arrest .. 

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

The following index files are either necessary or may be desirable 
with respect to the Property Report: 

• Master Name File -- Filed alphabetically by the name of 
the person to whom the property was booked. 

• Property File (optional) -- Filed by type of item. As 
stated previously the volume of property accepted into 
the custody may not be sufficient to justify the labor 
of creating, maintaining, and purging such a file, if so, 
the Property Ledger described in Section 6.1.11 may 
suffice. 

Where the volume of property received is low, a 3 by 5 inch Property 
Tag attached to the property may suffice for the Property Report. 
Due to the importance of maintaining accountability of property 
in police custody, however, a Property Ledger should still be 
maintained, appropriate index cards should be made, and property 
should still be described in related reports. 

6.1.11 Property Ledger 

The Property Ledger is one of three ledgers necessary for efficient 
operations. It is maintained in order to provide effective control of 
property accepted into agency custody; to allow for swift, accurate 
inventory of stored property; and to serve as a chronological cross­
reference to property in agency custody. 
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Each item of property booked into custody should be entered in 
the Ledger, and appropriate notations should be made concerning the 
Incident Number, Data Booked, Person Booked To, 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. 

6.1.12 Arrest Report 

The Arrest Report should be used to record identifying information 
and arrest details of all persons taken into custody and incarcerated 
in the jail system. This report serves as a permanent agency record of 
the officerts 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 could make a determination of 
guilt or innocence without further information. . 

All arrests should be entered in an Arrest Ledger Section 6.1.13 by 
an Arrest number identifying that particular arrest. The Arrest Number 
should be listed in related reports for cross-reference purposes. 

The original copy should be filed in arrestee's Arrest Package, which 
should be created at the time a person is first arrested by the Ag~ncy. 
Copies of all arrest-related documents pertaining to a particular, arrestee 
should be filed in his Arrest Package. These include copies of rela1;:.$d. 
Qffense, Traffic Accident Vehicle, Miscellaneous Incident, and Property 
Reports; a current photograph, fingerprint cards, "Rap Sheets" and so 
on. In this manner, the arrestee's complete local criminal history is 
available at a moments notice 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, serves 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 entered on the related Master Name 
File index card for cross-reference purposes. 

Additional copies and their distribution should be determined by 
agency needs, such as: 

• Chief of Police. 

e Investigative Division. 
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• Officer's Information File. 

The following index files are necessary or may be desirable with 
respect to the Arrest Report: 

• Master Name File -- Filed alphabetically. 

• Location File (optional) -- Same as for Offense Report 
(see Section 6.1.4), filed by street address or other 
identifying factors, by date. 

If a department uses a citation form of arrest (such as the 
Uniform Sununons and Complaint) in lieu of physical arrest for 
minor nontraffic criminal offenses, the "Arrest Citation" should 
be affixed to a blank 8 1/2 by 11 inch sheet of paper and 
processed, indexed, and filed in the same manner as an Arrest 
Report. It is the Consultant's opinion, however, that the 
present Uniform Sununons and Complaint is suitable only for 
citable offenses. In such cases, the form should be prenumbered 
and processed similarly to traffic and parking citations. In the 
event of a physical arrest, the recommended Arrest Report is a 
more appropriate report form on which to describe the circum­
stances of the arrest, both in terms of legal considerations and 
later extraction of arrest data for administrative or crime 
analysis purposes. This actually involved little additional 
effort, since presently it is necessary to record the bulk of 
such information on a Supplemental Report attached to the 
Uniform Summons and Complaint. 

6.1.13 Arrest Ledger ("Police Blotter") 

The Arrest Ledger serves as the primary chronological record of 
all agency arrests, as well as bookings into the agency's jail system of 
prisoners arrested by other agencies. The Arrest Ledger should be main­
tained in th\e Jail Office (preferably) or in the Records Unit. 

The follmoJing identifying information should be entered in the 
Ledger: 

• Arrest Number. 

• Date and time of arrest. 

8 Date and time booked. 

o Charge. 
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• Name. 

• Location of arrest. 

• Arresting officer. 

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

A separate and distinct Arrest Number should be used for each 
arrest. Each January, the numbering sequence should start with 
the number one, followed by the last two digits of the year 
(i.e., the first arrest of 1978 would be 00001-78.) This system 
provides a stable number system and, at the same time, provides 
a simple tally of the number of persons arrested during the 
current year. 

As described previously a permanent Department Number may also be 
desirable due to volume and/or na~~ similarities, (see Section 
6.1.12.) 

Citation Arrests in lieu of physical arrests for nontraffic 
criminal offenses should be entered, numbered, and so forth in 
the Arrest Ledger with the special notation, "Citation," added. 
Traffic citations should not be entered in the Arrest Ledger, 
due to the volume and lack of potential value of such information. 

The existing booking system of the Racine County Sheriff's Office 
was found to be particularly comp1es. Therefore, it is the 
Consultant's recommendation that the following modifications be 
made: 

• Use the recommended Arrest Report for physical 
arrests, with perhaps a modified form for juvenile 
arrests. 

• Enter the circumstances of each arrest in only the 
Arrest Ledge'r described herein and abolish the existing 
Jail Register Ledger. 

Assign a single identifying number (as described 
herein) to each arrest and use that number only 
on all documents related to that particular arrest. 

Continue use of the Fingerprint and Mug Book, but 
use the assigned Arrest Number for identification. 

• Continue to use the Adult Jail Register form as a 
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• 

booking s~ip and file the 
number. Enter the Arrest 
crossreference purposes. 
satisfy State requirements 
affect the system. 

form by the preprinted 
Number on the form for 
This form thus serves to 
but does not otherwise 

Do not use the Jail Register Number on any 
other documents; use only the Arrest Number. 

The 5 by 9 inch Locator Card should incorporate 
only the Arrest Number; when the arrestee is 
released, the card should be destroyed. 

• The 3 by 5 inch Booking Card and the Notice of 
Detention should be combined into a 3-by 5-inch 
index card to serve as a single alphabetical 
jail roster file. When the subject is released .• 
the card should be filed in an inactive file in 
the jail for approximately 1 year and then destroyed. 
There is little value in forwarding the Booking 
Card to the Records Unit since the receipt of the 
information by the Records Unit from this source 
is not timely; index cards, packages, and the like 
related to an arrest should be prepared as soon as 
a copy of an Arrest Report reaches the Records Unit, 
not when the subject is released. 

6.1.14 Traffic Citation 

Since Wisconsin State Statutes direct the format, size, number, and 
distribution of traffic citation copies it may be necessary to modify 
the procedure set forth below. However, every effort should be made 
to simplify and standardize traffic citation procedures in line with 
the following. 

The Traffic Citation should be used for traffic offenses other than 
those that require physical arrest. (A traffic citation need not be 
completed when an arrest is made since the circumstances are reported on 
an Arrest Report.) 

The original citation should be forwarded to the concerned court 
and a copy should be given to the violator. Any additional copies and 
their distribution should be determined by agency needs, such as: 

• State Motor Vehicle Department. 

• Citation File -- Filed alphabetically by violator's 
name for approximately 1 year, then destroyed. 

• Book Copy·- To remain in a citation book as 8. 

permanent record in order to maintain a high degree 
of integrity, through citation control. 
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There is little value in maintaining a file of "Officer's 
Copies" of citations, and the issuing officer should not be given a 
personal copy. The only valid reason an officer might have for later 
use of a citation copy is to refresh his memory for court appearance. 
In such cases, he has access to the Citation File. 

Traffic citation information should not be entered in the 
Arrest Ledger, Arrest Packages, or the Master Name File due to the 
volume, labor involved, and the limited time that such information has 
significance. State-maintained computer files of statewide traffic 
violator histories ma.ke agency files 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. 

No mention has been made of parking citations because, most 
appropriately, parking citations should not be a police function. Police 
involvement should be limited to service of warrants for unpaid citations. 
In instances where the department must be involved, parking citations should 
be processed like traffic citations, except a department parking citation 
file need not be maintained. 

6.1.15 Field Interview Report 

The Field Interview Report is a 3-by 5-inch form used to report and 
identify for possible future investigative purposes, suspicious persons 
encountered during the normal perfOlTIanCe of field duties against whom 
there is no specific charge at that time. The report is also used to 
establish a record that a person was warned regarding specified prohibited 
conduct. At times, a Field Interview Report may be completed even if 
the person is arrested since, frequently, a review by 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. 

The Field Interview Report should be completed in duplicate and 
filed in the Records Unit: One copy should be filed alphabetically by 
name of the person interviewed; one copy should be filed by the location 
of interview. 

Due to the specific investigative purposes of this form it is necessary 
to maintain files that are separate and distinct from the Master Name and 
Location Files. 

6 . 1 . 16 Officer' s ~ Daily Report 

Completion of an Officer's Daily Report 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 
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systems rely almost exclusively on nothing more than a comparison of 
cwnulative totals of activities between officers and/or the same officer 
from one time period to another. It is obvious that such a system fails 
to take into consideration such factors as quality, selective enforcement, 
time utilization, and so on. The Officer's Daily Report affords the patrol 
supervisor the opportunity to evaluate his subordinates on a daily basis. 
He can, for example, 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. 

This report also serves as a device for forwarding \'lOrkload data in 
a concise form to those involved in analysis. These data can be useful 
in such matters as supervisory control, manpower usage, budget requests, 
answering public inquiries, and so forth. In addition, by using this 
form to provide a permanent record of minor calls and associated activities 
in condensed form, both the dispatching and recordkeeping functions are 
relieved from voluminous report production, processing, indexing, and 
filing. If a separate form or document (e. g., a Dispatch Card) was used 
for each and every call; the result would be voluminous paper work to be 
processed and filed, as well as the fragmentation of an officer's daily 
performance into many different forms scattered through similar forms 
associated with ~he reported activities of other officers on the same 
shift. 

Furthermore, the Officer's Daily Repo~t provides a measure of pro­
tection to personnel who might be unjustly accused of derilections of 
duty in the field. In summary, the Officer's Daily Report is vital for 
effective operation since it: 

• Contains details and dispositions of all activities 
that occur 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 vr the Incident Ledger. 

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

• Provides a record for measuring workload factors. 

• Provides a source of data for manpower usage, budget 
requests, response to public inquiries, and so on. 

• Reduces dispatching and recordkeeping tasks and volume 
associated with generating, processing, indexing, and 
filing of reports of minor incidents. 
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• Provides a safeguard for field personnel against 
unjust accusations. 

The field officer needs to prepare only one copy of the report. 
After supervisory review, that copy should be filed by officer's name, 
by date. 

Exemplars for two variations of the same basic Officer's Daily 
Report are depicted in Appendix A. 

6.1.17 Investigative Activity Report 

The Investigative Activity Report fulfills the same function for 
investigati ve personnel that th'e Officer's Daily Report does for 
patrol personnel. Although the contents necessarily differ, justifica­
tion for use of the form is substantially the same. Based on workload, 
this report can be completed on a weekly or monthly basis, with a 
summary report either monthly, quarterly, or annually. 

As with the Officer's Daily Report, one copy should be prepared; 
after review by a superior, that copy should be filed by investigator's 
name, by date. 

6.1.18 Supervisor's Daily Report 

This report is optional; however, if used, it should be completed 
by field supervisors for each tour of duty and should contain a resume 
of activities (i.e., Personnel matters and observations, criminal matters 
and recommendations, other police problems, training needs observed) 
for that time. 

Again, one copy of the report should be prepared; and after review 
by a superior officer, that copy should be filed by supervisor's name, 
by date. 

6.1.19 Records Sign Out 

Adequate security provisions require that original report copies, 
once filed in the records unit, never be removed except on court order. 
However, it should be recognized that situations arise that call for an 
exception to the rule. In such instances, original records removed from 
the confines of the records unit should be identified in the file by 
substi tuting a brightly colored card of similar size, \'lhich contains the 
following: 

• Incident Number. 

• Officer taking custody. 
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• 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. 

6.1.20 Periodic Statistical Summary Report 

Every department periodically needs to review crimes, arrests, calls, 
and the like; hmvever , without some logical format. such revie\v is 
seriously restricted. (The form exemplars depicted in Appendix A are 
but two of many satisfactory formats.) 

Such reports can be prepared monthly. quarterly, or annually by 
records and/or analytical personnel from daily tally sheets. 

6.1.21 Index Cards 

In order to swiftly and efficiently retrieve a report from the files 
or to make specific reference to a victim or offender. it is necessary to 
index such information. for which 3- by 5-inch index cards are appropriate. 
Appendix A contains two types of index cards: One suitable for a "sing1e­
entry" system and one for a IIdossier" system. It will be noted that the 
single-entry system card lends itself well to use in a "Type of Incident," 
"Location," or "Property" file by merely circling or otherwise marking the 
specific type of entry for which the card is intended to serve. This 
would al101'l for preparation of only a single index card and the necessary 
number of duplicates to provide for all indexing needs. It should be 
stressed that simplicity and economy of effort are best served by using 
a standard index card for all incidents. 

6.1.22 Special Request Log 

Due to awakening public concern, coupled with the development of 
specific security and privacy policies, it is advisable to maintain a log 
of requests for information made by other agencies, in order to document 
the appropriateness of the request at a later time. This log, which 
appropriately can be in the form of a bound ledger, should include the 
following information: 

• Date of the request. 

• Name of the requesting person. 
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• Requesting agency. 

• Type of information requested and name of individual 
involved. 

• Reason for the request. 

• Clerk processing the request. 

6.1.23 Use of State/NCIC Systems 

Selected warrants, stolen vehicles, and property should be entered 
into the State/NCIC system. It is assumed that the agency staff is 
familiar with these systems and \<lill interact accordingly, and be 
responsible for ensuring input; update, and cleara.nce 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. 
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APPENDIX A 

Exemplar Report Forms 
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NO. u ;:: o ROTATION o NEAREST AVAIL 
'" 2 COMPo GLASSES I CLOTHING 
w 0 

OErT. MEMBERS NOTI ~IEO. TITLE. NAME. TIME 0 z 

, DIRECTION OF FLIGHT ADDITIONAL INFO,~MJ\T'0~ 
ON , ' .".~ ; t.:.::;-: 7:,' 

VEHICLE OTHER IDENTIFYING INFOHMATION 

.' 

I MAKE I MODEL J YEAR 
, .. ' , -. 

IODY STYLE I COLOH 

I 
LlC.NO. I LIC.YR. 

1--STATE I LIC. TYPE I N,oTIFIED BY a DISPATCHEK 

I 
I 
I A-2 

I 



I 
I 
I 

ADMINISTRATIVE DISPATCH CARD 

I 
UNIT NO. I LOCATION IREVERSe: II NUMBER 

USED 0 
TELEPHONE NO. I PERSON NOTIFIED OR TO BE CONTACTED DISPATCHER r 0 SUBJECT TO CALL a 

cL ci cL 
1-' U :2 

w en a: 0 
EXTERNAL a: Ci <t (J INTERNAL 

o CONDITION o STREET LIGHT OUT o BREAK OREPAIRS OSERVICE I 
o STREET DEFECT o TRAFFIC LIGHT OUT o FOLLOW·UP o RADIO SERVICE 

OTHER o TRAFFIC CIT. o RETURN TO STATION 

o TRANSPORT. 0 PATROLLING ON FOOT I 
o COURT 0 MEET UNIT 

NOTIFIED: o PERSON ABOVE OFIREDEPT. 

o STREET DEPT. o TRAFFIC DEPT. DPARK DEPT. 
OTHER: 

o OTHER 
o CALL STATION o CALL NO. ABOVE 

I 
I REMARKS: 

I 
,I 

FILE CHECKS I SF ARCH ED BY: 
SERIAL 

VEHICLE PERSON PROPERTY 
~ WANTED ONL YO REGISTRATION AND WANTED o WANTED ONLY o OPR'S LICENSE SERIAL NO, I 
YEAR ISTATE I LlC. NO. TYPE NAME (LAST, FIRST, MIDDLE) 

DESCRIPTION: 

MAKE IMODEL YEAR ADDRESS I 
ISODY STYLE\ COLOR IIDENT.NO. DOB IOPR'S LlC. NO. 

LISTEd TO SEXIDESCEN1:1 AGE I HGT. I WGT. I BUILD 

I 
ADDRESS COMP'I HAIR -I EYES IBEARD, MUS., ETC. 

VEHICLE IF DIFFERENT FROM ABOVE: 

DNOTWANTED DNORECORD I STOLEN OR WANTED FOR 
ONOTINFILE 

COMPLAINT NO. OR AUTHORITY 

I 
I 
I 
I A-3 
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INCIDENT LEDGER PAGE ____________ __ 

I OFFICER CON~ECTED INCIOENT DATE TIME TYre OF REPORT LOCATION OF INCIDENT VICTIM 
REPORTING REPORTS NUMBER OCCURRED OCCURRED 

> 
I 

""" 
I 
I 

I 

J 
I 
I 

. 



I 
·1 
I 
I 
I 

:1 
I 
I 
I 
,I 
I 
I 

:1 
I 
I 
I 
I 
I 
'I 

T .... 

DAILV REPORT 

0... 

UNIT OR 
TYPE 0' ACTIVITY LOCATION OFFICER REMARKS 

ASSIIlNEO 

. 

A-S 



I 
I 
I 
I 

1. INCIOENT HO. I OFFENSE REPORT 
l.VICTI"·S NAWE (Ftrm nunn .. If bUlfint'lu., 3. ACDRESS 4, RES. PHQNIE 50. SUS. PHOH£ 

•• o"e;HS£ 7.I.OC"TIOH, HUMBER 'STREET APT'IIS. R.D • ,. CONNECTEO REPORTS AND HUMB£1tS 

10. CATE. AND TIME OCCURHED 11. OAl' OF .(EI( ('20 WE~THER CONDITIONS 13. O"TE AND TI-..£ REPORTED 

U.P£RSON REPORTING CRIME TO POLICE U. RESIDENCE ACDRESS 16. RES. PHONE 17. 0 US. PHONE I 
II. PERSON OllCOVERIHG CRIh4E 19. RI:SIOENCt: ACDRESS 20. RE~. PUOHt:. 21. DUS. PUOHE 

22. WITNES$; NAME SEX DESCENT AGE 2J. RESIDENCE ADOHf.SS ~,. RES. PHONE 25. DUS. PHONE 

IAI I 
181 

ICI 

26. VICTIM'S OCCUPATION 27. TYPE OF PREMISES Of' CRIME 28. wtlERE WAS VICTIt.(, I 
U. WHAT ."'S VICTIM DOING1 10. VtCTIM"S CONDITION 131. l..OCATION Of"' PROpeRTY STOLEN 

SOOERO "00 0 INFLUENCE O,NTOX. 0 OAUGS DUN •• n 
lZ.TOOL._EAPOH OR MEANS usee 33.IoI£T HOD u~EO 10 COMMIT CRIME r".ODJECT or ATT ACI( OR PROPERTY STOLEN I 
n. VALUE OF PROP. r6. TRADEMARK OR UNUSUAL £,VENT 11. POIIofT OF ENTRY Ile.Ho.SUSPECTS SEX rESCENTI AGE 

U. VEHICLE FRO'" Wl'IlCH THEFT OCCURRED YEAH COLOfU 'tR.,5ToIoTE.t..IC:. OTMII£A IO£NT1"'YIN~ ..... A~. 

".ME ,""oneL nnn'f ~.,.v\. r-

eo. J SEX J OC.~CE"'T AG~ Ht:.IGHT I wE,ll1HT I DUILO COMPLExION I EYES HAIR 'Ut:A.RO .... USTACHE.!"OI:.8UnHS 
SUSPECT I 

4t ~CAPtS.MARKS.OEF OR ""ITIES 42. GL ... SSES (nC"CrtM) 41. CL.OTHING wOAN 

44. SPEECH CHARA.CTERISTICS 45. WHAT 010 SUSPECT SAY' U. ARRES TEO 1 
v£. C.1 NoD I 

7. VEHICL.E USED BY SUSPECT ROOY STy\.,£ yr. ... R COLO'''' ..," ••• TATI; .... Ic:~ OTH£" fDEHT!P"Y.NG .... IIIIKS 

MAI(C loA!;!....,,..\. 

I. KINO OF PROPERTY Ht.:..COVl.RED 0&9. V"LUt:. ISO. H .... ME. OF IHVE;.STlG"TOR HOT'FIEO !ol. DATE. ANO TIMe, 

52. NARRATIVE: nrluuc u,,·.u.r'lpr.on ot eVIdence oUf.,ullt',1 "ltd (b~r"'N.t,on. uf:tlJ,lt'd d",~('t,,,lIon oE pr0('l<',ry lalu,:n. ,:~ner"1 rfl./lumo ul 
crimc.. (ftc. LJe.acrtbc _ddu.o'lltl ~UJlpectll lintI/O! w,tne./l",rx, atrt'st num(,er',,"d ch.r$lo. I 

I 
I 

SS. fII£PORT WAOE BY (NPl.OytE HO. !l4. INUEXt:.D U'f CATC 

I U. APPROVIitO ay LWPLOVt'E NO. n. HULLETtN BY OATE 

., •• nIGNtO TO 'WPL,DY££ NO • ~ •• NCIC EMT", BY QAT£. 

I 
~I. CLI.AftlO tty (NHIJ"') 

A"'''lST OUN'OUHOf'D a mAcTlvt ClCJCC[,PTIOkALCJ 
1"0. CLt.AMANC£ APPflQYf n lty 

I 
I 

A-6 
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I 
I 
I 

1. IHCIOr;HT hO. I MISCELLANEOUS INCIDENT REPORT 

2. "CR$ON tNVO\..VfD CI,,,,,,,'ff) J. 1\,00"&:>$ I"~ RES. PHONE I"~ SUS. PHOHE I 
i, T'f,.e: OF HtCIOEHT 7. t..OCA T IOH: NU~aER STREET APT. 'A. R.D. I"~ CONNECTED REPORn AND NU"UER5 

10. DATE AND TIME, OCCURRED 11. OATE AND TII<I£ Rf:.PORTE.O ,'" PCRSDNI" NOTIFICD I 
II. peRSON REPORTING '4. RESIDEHce ADDRESS IS. RES. PHONE 16. BU5. pH.ONe 

I 11'-"1 HESS, HAM. 10. RESIDENCE AOORt;;SS 19. RES. PHONE 20. BUS. PHONE 

~1. EXTl..N10F INJURY 22. CAUSIo: 123. TRAN,POATlD TO r" TRANSPORT EO"> 
INJURY r' LAST "ON tI~,·.,,~,. (f •• I •• ''''"., l6. IN COMPANY OF 

MISSIHC PER SOH 

21. CAUSE OF' ABSENCE 2!. VEHICLE uSED' YE, I '1 NO r I 29. OCCUPATION 1'0' aus. ADDRESS 

01 bO, d\· ... crlht.· below) 

Jl. 'E~ 'D~'CEHT I AGE IH~IG"T "'EIG~T BUILD ICOMPLEXION I EYES rAIA laoARD, "USTACHt, .IOEBURH' ,32, PHYSICAL I'" MENTAL . CONDITION CONDitiON 

]4, SCARS, MARKS, DEFORMITIES ". GLASSES (dC'.'iCtlbej 36. CLOTHING WORN I 
n. PROBABLE OeSTINATION ,., MISSING PAEVIOUS~Y I'" IF" SO, DATE 1'0' IF SO, WHEAE ~oCATEO 

YES r NO r- t 

(If 1lt.'ntOO ""ured. II/toO 
41. O(S,CHIPTluN OF "tOM"L 142, Dt>~OSlTtON 

.lNIMAL 
comf1/"'~ Hjnjury" s.cctlonJ 

I 
.,.OWNEA re. RESIDEHCE AaDRESS rs, RES. PHONE: 46. BUS. PHONE 

.1. Ot..SC:~laE: 
OTHER IHCIDEHT I 

48. OETAlLS~ 

I 
I . 

I 
... "EPORT w"DC ey lI4PLOVEt: NO. SO. INDEXED BY DATE 

~1. APPAQvt:a D'f" t:MPLOYEC NO. 52. aULLETItI BY OAT~ I 
U. A'510"£D TO t"''-LOY(£ NO. 54. He,c "'HAV 0'1" OAT~ 

,,-I 
I 
I A-7 
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I 
I 
I 
I 
I 
I 
I 
I 
il 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

\. t,.CtOEH:T "'0. 

I VEHICLE REPORT 
2a yl.HICLE OWNER I" RES. 'OORESS •• RES. PHONE 

". BUS. PHO"E 

I. 'rr-lE'T THEF'T AHD Mt;:COVERY RECOVCRY' FOR OTHER JURIS. IMPOUND 7. LOCATIOrc OF OCCURLH~E: I"~ R.O. 

0 0 0 0 '" NUMBER STR.~I!T A.F"1'. 

t, DATE ANa TIME:; OCCURHEO rO, DAY OF wEE" 1'" wEATHeR CONO.T.O", I'l' CA1'E AND TI .. " ~EPORHD 

U. TYPE of' PREMISES u. Vt::HICLE OESCRIPTIOU t)OOY STY1.£' YR COt,.OAS VR_ST ATE .. Lle;;: 

W~lI:'E MOOE\.. 

". VIM. NO. 16. OTtH:.R IDENTIFYING MAfV\S 11. DECALS 

II. ACCESSORIES HEATtR 0 llPOTLIGHT 0 I'" cn,.OE"S 
20, TR,.,NSMISSION ". "OWER .0u'P. StAT' ~IU' V'LU~ 

~AD'O 0 TAPE Deer< C AIR COHO. 0 o C .0 ·0 STA.NO. c:: AUTO C w,,,,oo ..... s 0 -
EIfl"KE:; 5 STE£qING ~ 

Zl.,HO'CA,E c ..... G. UY LOCAT'ON I'" PERSOHAL PRoe"N VEN. 25. MILEACE I'" .GN.T.aN LOCKED' I'" DOD'" LOC,.,,, 

yES 0 fdl}Ncrirn, b"low) Ha 0 ns QNO 0 YES :J HO::: 

II. TliL!; HOlDER (lr f,n<Joceu"'fIomc 01 UllIflfuiU)ft) ~!J. "'OOR~SS. lQ. Ph.Qt{E. II. DAre. L.AST P"Y"'£.~T 

32. P£R$DH LA!iT DIU'/ING VEHICLE " •• ODRESS 34. AES, PHONE no QUS. PHONE: 

l6. VEHICLE IHSUHEO By wHAT COf.4PAN'I' 17. ADDRESS ll. AHYOHE GIVEN PERMISSIOti TO DRIVE.' 

YEO C (dCMcrlbt!- bc.-lo"·) NO C 
:!IJ. WHERE WAS "ERSON LAST DRIVING AT TIME OF THeFT' ~O.SOBRIETY OF THAT PERSON 

SOBER 12 HBD C \ .. ~OX. 0 u""·O 
4,. If RECOVEfIED!t..cPOUHOED. Sl"ATE DISPOSITION 42. pREVIOUS THeFT' If YES, OATE AHO LOCATIO,.,. Of TMEFT AtoiD RECC)VERy 

""'0 tla Cl 
41. 9ROACC",ST AUTHORIZED BY: , .... RO'DC~'T BY, I'"~ DATE AND T.M, BROADCAST 

..... IHFORM~ TlON TO: [7. HOLD 'OR- JO •• REASON, 

C.I.O·o D·p.s·D SHCR." 0 RAO'O 0 
""0 JlARRATIVE: INCLUDE I"ITNE!lsES NAMES, ~OoftESSES. TELEPI10HE NUMBERS;. OESCA10E PERSONAL. Ef"FECTS ,'" V'HUCLE. 

'USPt:CTS. !:VIOEHCE of $THIPPIt4G. HOW STQt,.EN (lc.o)'~. hot-w".:.'In(0I1. 4!'tc.) 

$.1). ,lCN ... ,.URt,. OF PCRSON. RE.POR-r\t.I,C -iTOL.E.tt 

'1. "EPO~T '-AOt BY t"PLOYt£ NO. ~2-o' IHOExt:O BY 0 ... .,.£ 

U. APPROVED BY f.~PLO'tEE MO. ::'4. OUL.LE.TIN BY DATE 

"t A'5IGHCO TO e ... PLOyEE NO. 5". NCIC ENTRY 0'1' OAT" 

$,. C&'£A"tO IIY IlJlI'uu" 

A""en 0 UH'OUNOfQ 0 INACT!V," 0 [Xct:rTloN.-L 0 I'" CLEAHONeE OPPAOV(O Uy 

A-8 



I 
I 
I 
I \. ,"C:lO£MT NO. I WORTHLESS DOCUMENT REPORT 

J. "ICTI)III So NAME (111m tiN,,"' ,I h",..nt· ... IC) 1. ADDRlSS J" Aes, .HONe S. aus. PHONE 

I.O''-I.Hlr: 11. LaC" TlON NUMUER HRtET APT. I" .,0, 
I t. COH~IECTEO RCPO~TS AND NUWBt::RS 

IO~ DATI AHD TIME OCCURREO In. DAY Of' 'ft't.EK I U ..... s DOC'JMCHT I'" AMOUNT OF LO"",' OATE ANO TIN' "EPORTtO 

POSTDATeu [J H01..0 [J I 
II. P£,.50" REPORTING CRIME; TO POI..,ct 1'6, HESIDENCE AvOHlS$ n. "£5. PHONe Ie. pus. PHONE 

1" ,.ENSQH ,A,CC,II'TING AGE O~sctNl ... 20. RC,SIDENCE AOOtU;:S!o ,:1. "COS PHONE 2:. BUS. PHON!;. 

n. WITHUS H",M~ H. RESIOf;NCE "'00'"'[,55 ,a, fH~S. PHONE Uj. UUS. PHONE I 
I 

1.7 ..... ICTIW-S OCCUPATION rio CAN 1.0. OF FfHOCR r~' Type PROPERTY OR SCHVICE OATAINEO 

YES 0 HO c:J T[N'AnV£L't 0 
,., W.!TIHG ON OOCUMENT OONE OT OTHER TH,N .'SSEA J"' P'''" •• CCON .... to or (u"'''''''') liZ. TYPE or DOCuwENT 

U. 1.0. USEe '[Jr. I,c.,. c~rltl card no., elc.) r4. tlA T E ON OOCUMEH T Il~' OOCU"'ENT I.". NO. lfi. AMO\HtT OF' CHECK I 
""U,PtCT ,P.'."EO C">CK IN VICTIM'S PR.,tHCt, I'" "ETHOO OF .R •••• ",O" (.,"oJ,'ypooJ, ... mrou, 0'<,) U. REASON HOT HONORED 

yES 0 HO CJ eNDORSED: yes C HO !::' 
O. TYPE PREMI50ES (b.llnlt. RtUt..-:tf. crt:.) 4t. NAME OF BAt<c1l;, ON CH~CK ItoOOAt.SS 4Z .. SIt.NATUHE Ot< FACt 0' DOCUt.c£HT I 
J. OT"!.R PRINTED N"MES ON OOCUIoiENT .... CQCUMt.HT PAYABL.C- TO 1'5, NAMES ENCQR5ot.O ON o"c~ 

... ftC;CI;IPT GiVeN POR UOCU,..E. ... T NAP04~ .J. OLSPO$lllON OF DOCUMENT 

VU 0 HO DOY. I 
48. SUSPECt J st)C; I DESCENT I ... at H&IGHT WEIGHT I HUIl,.D CO""PLE~tfJ"'l ~y~S I HA,q I OEAf'D. WUSTACHE, SIOt:aURtH, 

.t. SCARS, "ARKS, OtFOR"'ITIES 500. GL,AS5E:J (UtI!lC"tH:) ~,. CLOTHINO WORN 

Sl. IP£I.CH CH"RACTI!:Rt$TIC;:S Sol ..... "T DID SUS"'ECT SA." 154. ARRE.STEO 

YC5 0 HO 0 
I 

U. VEHIC ... !: UUO oy susr~c'P yltA,. {fDOVIiT'I'U: COL,ORS YR04T-l..te DTItER 10EHTI""I"'Co "ARKS 

""K£ "'OOt\. 
,., """'""TIVE II1"CL.UOE OETIUL&O Ot;.SCHIPTIQN Of ~~OPt::PTY OOTAIHE.D. GLI'!!:AJ\L f4£.SUME OF CRIME, ETC. 

OESC"IBE. "OOIT10HAL suspeCTS "NO lOR .'T"£5SE5, ARREST NUMBeR "HC CHARGE I I 
I 
I n. ",POA "'ACE. BY n. INDEXED OY D"T£ 

n. APrnOI/!o • ., .0. MU ...... ETIN BY 0"11; 

.. , •• 'SIGNED TO to.I ... cae ENTRY BY DATE 

U. (.t.lA"tO ay INA ..... I 1.4. CLr::",.AtiCr. Af'~"OVt:D ltY 
I 

A.-EST U UN"WNOtO LJ ""ACTIVE 0 iXCf'PT10"'''L 0 

I 
I 
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I 
I 
I 
I 

I. INCIOf-NT HO. I BICYCLE REPORT 
:.vICTl~·S NAMe (I"'"" "tulle II bul'iuU',,:x) 3. AOO"CSS 4. RES. P,IQNE $. OUSt PtiOHE 

I. STOLEN RECOVEoREO LOST rOUHD 7. LO~"TIOH! NUlot8ER STREET "PT. r' R.D. 
,. CONfiECTED RtPORTS AHD HUMHE,H'l 

[".I LI n 1I 
10. Ol\TC AHO TI"'£ ocunRED 11. DAY or WEEK 1'20 _t.ATHER CONDITIONS 1l. DATE "HO TIMe REPORTEO 

14. PEASON REPORTING CRIME TO POLICL 1$. RESIDENCE ADDRESS Uo. RESl PHONE 17. OU$. PHOHL I 
11. PERSON OISCOVI-.HU-IG CAIME 19. RE.SIDENCe ADDRESS 20. RES. PHONE 21. BUS. PHONE 

22. WITNESS: HAIo4E SEX DESCENT .GE 23. RESIDE NeE: "OCREss 2'. RES. PHONE 2.5. DUS. PHONE --
(AI I 
(I, 

lL VICTIM'S OCCUPATION 27. TYPE or PREIro4ISe.S OF CRU.cE 28. WtoIERE. ~.I"S VICt IMJ 

z,. VALUE lOt MAKE lh L.le. NO. ,32. SERtAL. NO. IUo"Oo OF SUSPECTS} SEX rESC£H]"Ct I 
, •• BOY'S 1..,1 1$, WHEEL 511 E i" RIMS r17. SCAT 

al~L"C1 20"0 .... 0 ,,"[1 OYHER 0 CHROME C1 PAINTED (Co,''') 

34. BRAKE 39. rENOERS ro, COL.OH r1. Tftl'" COLOR 42. EQUIPMENT 

HAHDO_OOTn FRONT 0 REAH r-, HONE C1 LIGHT OS.sKET Cl HORH C' D .. ,.n I 
,. tOUIP ... CONTINUED 

SPE[DOMETER [:1 nEF'L.ECTOf:t [l TAIl-LICHtT n PU,"," 0 WATER BOTTLE Cl OTHER 

U. VEHICL.E useD OY SlJSPECT 900Y STYLi:: "' ..... ,. COLOR YR •• JoTATIt.L.IC. OT ... &:." ICS::Nl'IFYING ...... ~I<S 

",AKE Monrl 

\ 45. .1 st..x re.SCEHT '0' hE1CHT I Wt.ICHTJ aUIL.D COMPLEXION I EYES I ""1Ft JDE-4,RD, t.fUSTACHto, S.IO£l~uRHS. 

SUSPECT 
I 

ca. SCARS, ""ARKS. Dt:FORN'TtES 47. GLASSES (DttSCttll<!) "a. CLOTHt~G wORN 

"!t. SPE.ECH CHARACTE.RISTICS SQ. W'M ... T 010 suspeCT SAY' St. ARRESTED' 

yuDHo[", I 
"2. MARRA T lYE: /nelud~ general re"um" of cllmu; dcltrrrbe .l.ldttiort<Ml ~"u:pccta _ndlar wn'1 •• s"a. AttC:" number and ef."tllo. 

I . 

I 
I 
I 

II. "EPORT MAD£. BY tMPLOVEE NO. 5 •• INDEXED uy DATE 

I lI. A~P"QV£D BY EWPLOYI!E HO. 56. OUL.L.ETIN BY OATE 

.,. IlUIGHED TO EMPI.OyeE NO, 511. HCIC ENTRY BY DATE 

... CLtARCD .V (lYum(" GO. CL.~.RAHC;r; APPftOVED av' 
""~EST 1"1 UH'OUHD~O rl'NJlCTIV£ r 'EXC~PTION'L rl I 

·1 
I A-IO 

I 



I 
I 
I 

I. INCIO~NT NO. SUPPLEMENTARV REPORT 

I 2. 0 J. TVrr or Ilf.PORT !4. VICTIM on ItHtNC'flAl rl HSON b. DATE (OI1IGINALINCIOENTl 
CONTINUATION (OIlIGINAL) INVOLVED (OIlIGINAL REPOI'll) 

6UPPLEMENTAflY 0 - TVI'E or- ftEPOHT 4u. VICTIM OR PHINCI?AL rCflSUN SQ. DATE ORIGINAL INCIDENT 15. DATE AND TIME HtPORTEO Ja 
(RlCLASSIFII,Ol INI/OlVEO (REClASSlfiEDI (flECLASSIFICDI 

1. CONTACTED COMPLAINANT. NO 0 D. CONTACTED WITNESS(S) LISTED. 0 9. UNABLE TO CONTACT COMPLAINANT 0 ADDITIONALINrOllMATION NO ADDITIONAl INI'OHMATION 
UNABLE TO CONTACT LISTED 0 WITNESSeS 

OAT E AND TIME DATE AND TIME 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

10. REPORT MADE BY EMPLOYEE NO. 11. INDEXED ey DATE 

12. APP~OVED BY EMPLOYEE NO. 13. BULLETIN 8Y DATE 

14. STATUS..s OF THIS DATE 15. NCIC ENTRY 8'1' DATE I 
OPEN 0 SUsPENDED 0 CLoseD 0 

I 
I l,." I ~ 

I A-ll 

I 



I 
I 
I 
I 

I. INCIDENT NO. PROPERTY REPORT 

2. EVIDENCE 0 FOUND PROPERTY 0 SAFEKEEPING 0 13. GENERAL TYPE OF PROPERTY 

4. 800KED TO: 15. AOORE5S 16. RES. PHONE I" BUS, PHONE 

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

12. 13. 14, I 
NUMBER OUANTITY ITEM DESCRIPTION (mOlIee. modcl.1oCftal no. color, identifying mnr1u..l!!lc.1 

I 
I 
I 
I 
I 
I 
I 
I --' 

I 
15. REPORT MADE BY ~MPLOYEE NO. 16, INoeXED BY OI.TE 

17. APPROVED BY EMPLOYEE NO. IS, BULLETIN BY OATE I 
I 

II. ASSIGNED TO EMPLOYEE NO. 20. NCIC ENTRY BY o",TE 

I 
I A-12 
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I , 

I 
I 
I 

PROPE RTY TAG 

EVIDENCE 0 FOUND PROP. 0 SAFEKEEPING 0 

I 
BOOKEO TO I'NCIDENT NO. 

DATE/TIME BOOKED rECEIVED BY IPROr'ERTY OFFICERI 

@ DESCRIPTION 

I 
I " 

BIN/SHELF 
HUMBER 

I 
I CHAiN OF CONTINUITY 

(SIGNATURES REQUIRED) 

I HAIo4E TO ""ME DATE/TIME 

I @ 

I 

" I 
I 
I 
I 
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I 
I 
I 
I t •• OOKING HO. I _oro MISO. 

fEL.. OTH£R 
ARREST REPORT LI I 1 I I 

J. SUDJECT'S NAME r' "IES. ADaRESS 
S. RES. PHONE 6. OUSt PHONE 

7. CHAFIGE (S&:clIun No •• Coda dnll U~/l",;'.:HI' •• LOCATION ARRESTED 
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