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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. Charles M. 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
primary 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 the 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.

e Chief of Police Adrian Elfe, Norway Township.

e Captain Herbert Goldschmidt, City of Burlington
Police Department.

o Inspector Larry Hagman, Racine Police Department.
e Sergeant Al Hoffman, Racine Police Department.

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

.¢ Patrolman John Schanning, Waterford Village Police
Department.

e Sheriff Leland Wittke, Racine County.

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

R-76-217
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TABLE 1-1
Law Enforcement Agencies/Personnel -- Racine County, Wisconsin
Fulltime Parttime
Personnel Personnel
City of Burlington 22 0
Town of Burlington 6 4
Caledonia 14 0
- Dover 0 4
Elmwood Park 0 10
Mt. Pleasant 2 11
Noxrway 1 1
City of Racine 207 0
Sheriff's Office 110 0
Raymond 0 1
Rochester 0 1
Sturtevant 5 0
Union Grove 5 0
Town of Waterford 0 4
Village of Waterford 2 0
Windpoint 0 4
Yorkville 0 1
R-76-217
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Deputy Sheriff Nat Cacciotti, Racine County.
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 Nelsomn, 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 departments 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 arrestees 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 58 categories;

after a l-year retention period, the copy is discarded. Ancther agency
has developed a stolen property file wherein stolen property is filed by
the type of original crime, then by the specific type of property. The
file has approximately 214 subdivisions. It is the Consultant's opinion
that such complex files are seldom justified and/or efficient in terms of
development, maintenance, or usage.

R-76-217
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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 would 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 community.
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 manual 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 simplified. 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 sclvability 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:

e An efficient staff with 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 classification. In addition to serving as the agency's
official memory, police records ensure that pertinent information is
available to other concerned agency members. Moreover, supervisors must
guide their subordinates in investigative matters; in oxrder 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 handwritten draft.

e 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. When 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.

R-76-217
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Many law enforcement agencies, unwilling to accept the backlog 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.

# Reduction in the number of report errors inherent
in a copying or transcribing system.

& Reduction in reporting equipment costs.
@ Reduction in clerical costs.
% Increased validity in court.
The primary disadvantages of handwritten police reports are:

# Slightly increased use of officer time in
preparing the actual report.

® Increased emphasis on officer writing ability.

@ Decreased officer satisfaction with the reporting
system.

It is recognized that there are times wlien 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-76-217
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As a general rule, handwritten reports should be completed at the
scene of the incident in oxrder 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 vital 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
assigned 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 who have a legitimate interest in informa-
tion contained in records files should be served at a counter outside the
records office. Owxriginal 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
musy 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

R-76-217
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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) regardless of the offense. Some modification
of this policy is appropriate for such offenses as drunkenness where
repeated violations by the same individual are not uncommon. For these,

a repeater file could be established which would only require the repeater
to be fingerprinted and photographed every 2 or 3 years. However, 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

R-76-217
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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:

e 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.

e 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.

R-76-217
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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), witnesses, 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.
Suspects' 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

R-76-217
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involved; if a card is found, information about the new incident is |
entered and the card is refiled; if mno 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 report,
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
involved for expedient extraction of reports from the Primary oz, 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 simultaneously
(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 1is
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 voiume 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 .

R-76-217
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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, 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 be 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's the way we've 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 somewnhat reluctant to
consider modifying their records system 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.

R-76-217
5-10




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 parts:

® 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) -- Central 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 Figure 6-1.
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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.
o 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 renort and ledger pages, all reports should be a single,
standard, one-sided, 8-1/2 by 1l-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 somewhat 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 know why reports are submitted, how 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 Administrative 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 & car, question a person, or leave his car without notifying the
dispatcher. The status of all officers on duty should be known at all
times. By recording all field activity, the Dispatch 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:

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

e Provide a standardized record of the location of a
unit while the unit is out of service.

e 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 unnecessary 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
for approximately 1 year and then destroyed. The Cards should be filed
as follows:

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

e 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. Multiple
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 specific 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.

® Type of occurrence.

e Location.

e Victim or if none, principal person involved.

8 Officer reporting.

e Other reports‘made under the same Incident Number.

There 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 swift 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 Confidential 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
information (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.

R-76-217

6-7




6.1.3 Daily Report

The Daily Report serves ‘as an intra-agency ''mewsletter" 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:
o Time of occurrence.
e Type of incident.
» Location.
e Officer or unit assigned.
e 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.
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Pertinent information from the Daily Report should be presented at
roll call to personnel coming on duty. Any additional distribution
is a matter for internal determination. The original copy should be
filed by date for approximately 1 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 come to the attention of the police regardless
of the value of property taken, extent of injury, or likelihood of
successful prosecution except for:

e 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:

e Chief of Police.
® Investigative Division.

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

e 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 Master

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. 1f 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 File {(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:

e Industrial injuries.

@ Missing person.

e Dog bite.

o Rabid animal destroyed by officer.
e Lost property reported.

e Dangerous excavation.

o 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.
e Investigative Division.
e Officer'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 -- Filed alphabetically by name of victim
or principal person involved.
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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 Numbers 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 Document, Crime Against Person,
Crime Against Property Reports.) 1In 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 1ll-inches in size.

6.1.8 Supplemental Report

The Supplemental Report is used as a continuation for any otner report when
additional space is needed, to add additional 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 combined with the
Offense Report if suitably identified when so used as a Supplemental to
an oxiginal 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 Sectioneg.1.2 s

The original copy should be filed by Incident Number in the Primary
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File. 1If 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:

e Chief of Police.

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

e 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:

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

e 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 following recelpts
of property taken into agency custody:

e Evidence.
e 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:

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

o Investigative Division.
o Arrest Package, if related to an arrest..

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

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.

e 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 officer's legal cause for arrest, his actions, the arrestee's actions
and statements, and any other details of the arrest. It should be so
complete that, in most cases, a judge 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 Agency.
Copies of all arrest-related documents pertaining to a particular.arrestee
should be filed in his Arrest Package. These include copies of relatéd.
Offense, 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 sexrves 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:

e Chief of Police.

¢ Investigative Division.

R-76-217

6-16




® 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 Summons 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 Summons 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 oxr 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 the Jail Office (preferably) or in the Records Unit.

The following identifying information should be entered in the

Ledger:

e Arrest Number.
e Date and time of arrest.
@ Date and time booked.

o Charge.

R-76-217
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e Name,

e Location of arrest.

e Arresting officer.

e Arrestee's Department Number (if used) and dispo§ition.

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 name 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 comples. 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.

e Enter the circumstances of each arrest in only the
Arrest Ledger 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.

e Continue to use the Adult Jail Register form as a
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booking slip and file the form by the preprinted
number. Enter the Arrest Number on the form for
crossreference purposes. This form thus serves to
satisfy State requirements but does not otherwise
affect the system.

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

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

e 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:

e 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 z
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 make agency files of such information duplicative and
of limited value. 1In 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 Intexrview 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 performance 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
cumulative 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 workload 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 the reported activities of other officers on the same
shift.

Furthermore, the Officer's Daily Report 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 ur the Incident Ledger.

® 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.

e Reduces dispatching and recordkeeping tasks and volume

associated with generating, processing, indexing, and
filing of reports of minor incidents.
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e 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
investigative personnel that the 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 origimal 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
substituting a brightly colored card of similar size, which contains the
following:

e Incident Number.

e Officer taking custody.
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e Date removed.

® Purpose.

® Date returned.

e 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; however, without some logical format, such review 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 "single-
entry' system and one for a 'dossier" 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 allow 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:

e Date of the request,

o 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 will interact accordingly, and be
responsible for ensuring input, update, and clearance of the agency's
records. Inquiries should always be run at the time an individual is
arrested. Reports of stolen and recovered vehicles and stolen property
should be relayed without delay.
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APPENDIX A

Exemplar Report Forms
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C 1 ]

7. LOCATION: NUMBER STREET

APT, la. A.0. 9. CONNECTED REPORTS AND HUMHENS

10. OATE AND TIME OCURRED

$1. 0AY OF WEEK

12, WEATHER CONDITIONS

13. CATE AND TIMC REPORTEO

t4. PEASON REPORTING CRIME TO POLICL

15, RESIDENCE ADDRESS

16, RES. PHONE

17. 0US. PHONE

18, PERSON DISCOVEHING CHIME

19, RESIDENCE ADDRESS

20, RES. PHONE

21, BUS, PHONE

22, WITNESS: KAME SEX
{A)

DESCENT{AGE

21. RESIDENCE ADDRESS

28, RES, PHONE 25, BUS. PHONE

te}

26 VICTIM'S OCCUPATION

27. TYPE OF PREMISES OF CRIME

28, WHERE “AS VICY IM?Y

29, VALUE 30, MAKE

))l. LIC, NO,

32. SERIAL NO,

r:.no. oF suspec*rslssx

DESCE n‘r' AGE

3. BoY's( ) 315, WHEEL SIZE

36, RIMS
cHROMKE [T] PAINTED (Calor)

A7, SEAT

amus (T} 200 {7] 24 [T] 26071 ovHer (]
38, BRAKE 19, FENDERS 40, COLOR 41, TRIM COLOR 42, EQUIPMENT
wano[TJroor (1]  FRONT[JReAR[™InoNe T CiGHT [C]8askeT [Juorn [ Toacs ]

43, EQUHP, - CONTINUED

SPEEDOMETER {1 REFLECTOR [Tl TAtLLIGHT [T]Pume [T} watTeR 8oTTLE [[JOTHER

48, SCARS, MARKS, DEF ORMITIES

A4, VEHICLE USED OY SUSPECT 20DY IYYLE TEAR <caLon YR.LATATELIC, OTHER IDENTIFYING MARKS
MAKE MODEL
45, SUX |DESCENT| AGE | HEIGHT |wLIGHT BULD COMPLEXION EYES KALR (BEARD, MUSTACHKE, SICEWURNS
SUSPECT
47. GLASSES (Describe) 43. CLOTHING WORN

-
4% SPEECH CHARACTERISTICS

50. WHAT DID SUSPECT SAY?

51, ARRESTED?

yes[Tiwo [
32, WARRATIVE: Include genecal reaume of crime; dexcribe addst [ P and/or wil , arccal ber and charge.
.
.
33, REPORT WAGE BY EMPLOYEE NO, S, INDEXED OV GATE
33, APPROVED 8Y EMPLOYEE NO, 56, BULLETIN @Y DATE
$7ASSIGRED TO EMPLOYEE NO, 38, NCIC ENTRY BY 0ATE

82 CLEARED 8Y (Nume)

anmest | Junrounoeo [TlinacTve [T FEXCERTIONAL [T ]

[.o. CLEARANGCE AFPHOVED BY*

A-10




!----—-----—-

1. INCIDENTHNO,

SUPPLEMENTARY REPORT

continuation L1
SUPPLEMENTARY []

3. TYPE OF HEPORY
{ORIGINAL)

4, VICTIMOR PRINCIPAL PIHSON
INVOLVED {OHIGINAL REPORTY

b, DATE (DRIGINAL INCIQENT?

8, DATE AND TiME REPORTED

3a. TYVFE OF REPOHT
{RECLASSIFIED}

4o, VICTIM OR PRINCIPAL PCRSON
INVOLVED (RECLASSIFLED)

Sa, DATE ORIGINAL INCIDENT
{RECLASSIFIED]

7. CONTACTED COMPLAINANT, NO T, CONTACTED WITNESSIS] LISTED, 9. UNABLE 7O CONTACT COMPLAINANT [
ADDITIONAL INFOUMATION [ {™ o ADDITIONAL INFORMATION O
UNABLE TO CONTACT LISTED
WITNESSCS d
DATE AND TIME DATE AND TIME
.
10. REPORT MADE BY EMPLOYEE NO, 11, INDGXED BY DATE
12. APPAOVED BY EMPLOYEE NO., 13. BULLETIN 8Y DATE
14, STATUS AS OF THIS DATE 16, NCIC ENTAY 8Y DATE
oeen ] suspenoen [ cLoseo [T}

A-11




1, INCIDENT NO, J PROPERTY REPORT
2. EVIDENCE D FOUND PROPERTY D SAFEKEEPING E] '3. GENERAL TYPE OF PROPERTY
4, BOOKED T0: 5, ADDRESS le. RES. PHONE 7. BUS. PHONE

8. LOCATIOM PROPERTY OBTAINED ‘ 9. DATE AND TIME OBTAINED‘\O. DATE/TIME 8OOKED ] 11, CONNECTED REPORTS ANO NUMBERS

12,
NUMBER

13,
QUANTITY

14,
ITEM DESCRIPTION {make, model, serial no. color, identifying marks, etc.)

15, REPORY MADE BY EMPLOYEE NO. 16. INDCXED BY DAYE
17. APPROVED BY EMPLOYEE NO, 18, BULLETIN B8Y DATE
19. ASSIGNED TO EMPLQYEE NO, 20. NCIC ENTRY BY OATE
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v

PROPERTY TAG

evipence [ FOUND PROP, [ ]

SAFEKEEPING [ ]

BOOKED TO INCIBENT NG,

DATE/TIME BOOKED

RECEIVED B8Y {PROPERTY QFF ICER}

@ DESCRIPTION

BIN/SHELF
MUMBER

CHAIN OF CONTINUTY
(SIGNATURES REQUIRED)

NAME T HAME

DATE/TIME

A-14




1, WOOKING NO. I ARREST REPORT 24 MISO. TEII.. OTI'N?R
2, SUDJECT'S NAME 4. RES. AODRESS 3. RES. PHONE &. BUS. PMONE
7. CHARGE (Scetion No., Code and Deltnition) |8, LOCATION ARRESTED 9. R.O, [10. CONNECTED REPORTS AND NUMBERS
WL DATE/TIME ARRESTEO[12.0ATE TIME BOOKED {13, OGCUPATION[14, BUSINESS ADDRESS 15, RESISTED 16, ARMED
) ves |TIno [T ves[Ino T
17, SEX{DCSCENT| AGE | HEIGHT [WEIGHT fUILO COMPLEXION [BEARD,MUSTACHE, SIDEBUANS 18, DATE OF BIRTH
DESCRIPTION
19, SCARS,MARXS,DE FORIMITIES 20, GLASSES (Describe) lzx. CLOTHING WORN
{22, SPEECH CHARACTERISTICS 23, ALIAS 24, SOCIAL SECURITY NG, {28 ORIVER'S LiC. NO.STATE
26. COMPLAINTS OR EVIDLNCE OF ILLNESS QR INJURY-BY WHOM TREATED 27. BIRTHPLACE 20, EVIDENCE BOOKED
ves{71 no[ '
29, LOCATION CRIME COMMITTED 30, R.O. l:n. DISPOSITION OF ARRESTEE'S VEHICLE IJZ. HOLD FOR:
33, VEHICLE USED {N CRIME BODY STYLE YA, COLOR2 YR, STATELIC, OTHEM IDENTIFYING MAAKS
MAKE MooEL
34, GRIVING VEMICLE (Direction and Strect Name) 38. AT OR BETWEEN STREETS
3¢, CODE: V «VICTIM  (Frem name sf business) W < WITNESS P OR G - PARENT OR GUARDIAN (fuvenile Onaly)
NAME CODE [RES. ADDRESS RES. PHONE BUS. PHONE
37, VICTIM'S OCCUPATION,DESCENT,AGE 18, TYPE QF PREMISES 39. TOTAL VALUE
CFFENSE
REPORT
INFO  }40. TYRE OF OFFENSE (Trli-tap,Shophft, Thelt from Veh., 41. TYPE OF PROPERTY TAKEN
Battery,etc.)

Juv. 42, PAHENTS NOTIFIED BY
oMLY

43, Tivg Jll. PLACE DETAINED 45. DATE ,TIME, LOCATIOH COURT 46, BKG, APP, BY |47, DET. APP. BY

= ADMONITION The subject was sdvised that he had the cight to cemen stient, snd that if he dave up the right to remain atlent, anything he

OF RIGHTS: suid van snd will be used agamnst hum in o court ol Iaw and that ha had the right to speak with an attaency and to have the
attonay preacnl during questioning, and that if he so desieed and could not alford ene, an attomey would be appainted {or
Aim without charde belore questioning. ADMONITION GIVEN Y-

49, DETAILS: [lur Afdround info on arrest. complaint, tadio euall, ote., narralive story ol ciscimstances sod pertincat statoments., If ntoe-
lcation involved, dexcribe appearance, actions and officsc's opinton as to degree of ntoxication, { physical evidence found, where
found, wha by and dispasition, Descrbe evidence of narcotic addiction.

ARRESTEE'S STATEMENT! ¢

it additionn! xpaco ix pecded, uxe supplemental roport,

0. ARAESTING OF FICER EMPLOYEE NO, 51 DATE AHD TIME REPORTED 52. VACATION DATES

3. TRANSPORYING OF FICER EMPLOYEE HO. |54, DOOKING OFFICER EMP, NO,|55. INDEXED BY oATE
86. APPAOVED BY - EMPLOYEE NO. 37 BULLETIN B8Y DATE
80, ASSIGNED TO EMPLOYEL MO, 59, MCIC ENTRY B8Y OATE

A-15




ARREST LEDGER PAGE

ARREST [DATE AND TIME| DATE AND TIME | ARRESTING
NUMBER ARRESTED BOOKED CHARGE NAME LOCATION OF ARRESY QFFICER DEPT. ND. AND DISPOSITION

91~V




FIELD INTERVIEW REPORT

1 LOCATION: ) 2. DATE 3. TIME

4, NAME: {LAST NAME FIRST) 5. NICKNAME » 6. R.D,

7. ADDRESS: 8. PHONE

9. SEX DESCENT AGE HEIGHT WEIGHT BUILD COMPLEXION
10,008 / POB HAIR EYES MARKS OR SCARS

11, SOCIAL SECURITY NO. 12.DRIVERS LICENSE NO. STATE TYPE

/ /
13. CLOTHING WORN 14, DRIV.(X) PASS.(X) PED.(X}
15. MAKE OF CAR MODEL BODY STYLE YR. COLORS ° YR.,STATE-LIC.

OTHER IDENTIFYING MARKS (VEHICLE]

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

17. ASSQCIATES WITH SUBJECT

18. REASON FOR INTERROGATION

19, OISPOSITION

20, OFFICER(S] REPORTING

21, ARRESTED {CHARGE):

A-17




’---—--—-----------

2
OFFICER’S DAILY REPORT
§. OFFICER"S NAME 2. BADGE NO, I ASSIGNMENT | 4. WATCH S.ON DUTY 6. OFF DUTY 7. TOTAL WAS §. OVERTINE 9. DATE
WORKED
TA. OF FICER'S NAME ZA. BADGE NO, |3A, ASSIGNMENT | 4A. WATCH 3A.ON QUTY EA, OFF OUTY | JAL TOTAL HRS | BA. OVERT«ME |10. DAV OF wEEK
B WORKED
1. VERICLE NO. 12. MILEAGE 13, MILEAGE T4, YOTAL MILES |15, GASOLINE = 116, COST 17. OIL - RO, QT5.[16. COST U3 TOTAL COST
START FINISH NO. GAL,
20. ACTIVITY RECASITULATION SPEC]21, TIME RECAPITULATION IMINGTES!
ACT.
g g “ ; n o
Tian z z
g 3 . g v | e 2z 3 i) @ s
- o = =
: : Z AR IR B R s E PR R B 2
¢ SZ | n2 - -] 0 - w n - -
»ubfudalye Ju? b oe 35| of25 25|92 o | ofjeZlluuiiuril, PGl P z 1z |3 vl opl wlof 9juzffozii o el RiRd e,
zol vl zae | Tl ¥ } SE jaec P32 | E2 1SR |0 [qEalugh|a®afzas[aEdlags on |Wa| Qa|aw Lo bag txh i = % funmdige] Ze | 22 lex fe2 | 23
CubtivbilOsafuuul Tu | < | << | 3% X2 | 2« 153Z0{SFulu=Mura{wod ua [uohf 84 | N | md |y LW | Zy P 5 wBn g ww J 06 | =8 [ <] =1 ‘
4«ZegfixT[DCT] O | 7 1 Ok z% el | g {pY-{guo (ug «zi|luos|zd3I|Tax} o0 T <2 jad < { Ix | 2 hd ol <oFf<ui{ e fud [ S 352 3~
wadlagelCenluzl oz | 5 <= 1ob | <t | <= -0l 2V rwoluwdlauoiruybl «< L E<| 3 | 2< g ibx jex| )22 JoegZjroal w2 fue jZolasiCa
L4 Ir<lico|3I<0]| Og &V J 0 jao | Y juZolizo]r<Zguocu{«Tu{ogu| oo UL | wu | DU F< |0« 08| U [ uZ [rgZfr<axf 02 O <2 fuwn ] X
E 3
22, TIME TIME TOTAL [?23: (¢ 24, 25. 26, 27+ (RREST, CITATION,AND CR
W F ACTIV TYPE OF ACTIVY GISPOSITION . *
sTAaRTED| enceD TIME 0, LOCATION O ITY P A 1Y INCIBENT NO.

8I-v

28, OFFICER{S) SIGNATURE 3. SUPERVISOR APPROVING
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FELONY
YRAFFIC
ARRLSTS
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ARRESTS
OTHER

83
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OTHER
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CITATIONS

RADAR
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NON-MOVING
CITATIONS
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PARKING
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WARNING
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INVESTIGATIVE ACT{VITY REPORT

Organizstional Efernent

FAeport tar: (Enter Time Period}

Ivestigators Neme: Tnnk
Number Days Annuai Lesve Teken Sick Lsave Taken Cours On [o11] W, n n

Workad {Hours) tHours} Attsndancs Outy Dury aran Saarc dirent

Overtime Astignmans: Number of Appiiod

Earned Times Far

Hollday:
Holisays Tatat
Workea Hes, E naguten
FELONY ASSIGNMENTS MISDEMEANOR ASSIGNMENTS MISC. INVESTIGATIONS OH COMPLAINTS

Na. Racuived No. Closzd No, Prior Closad; No, Ascelved Na. Closd Ho. Prior Closad. No. Roceivud Hours:

TYZ?E OF ASSIGNMENTS

HNumber Assignments Rscelvag

Pacsony) Arrasts

Acreits o1 You by Otners

Arsenis by You for Others

Supervitar Appraving:

Property Amouni Reparted Amouny Recovared s ‘Total Hours Report
tnvolved on Assignmants: L] on Assignments: Wiiting
- LIST ALL ASSIGHMENTS (INCLUDE PRIOR ASSIGNMENTS CLOSED)
tncident Date How Hours Number Value
Numoer Assignec Nama ot Victim Oftance Cloed Iavalved Arractod ;.'::::";'d




SUPERVISOR’S DAILY REPORT

NAME ON DUTY OFFDUTY | TOTAL HOURS | OVERTIME WATCH ASSIGNMENT DATE
WORKED
VERICLE NO. MILEAGE- MILEAGE- TOTAL |GAsNO.GAL]  cosT 0IL-NO.QTS COST TOTAL COST
! START FINISH MILES
.
SIGNED: APPROVED:
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RECORDS SIGN-QUT

INCIDENT
NUMDER

NO. OF
PAGES

OFFICER

DATE
SIGNED OUT

PURPOSE

DATE
RETURNED

CLERK
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NAME AND ADDRESS

INCIDENT OR
ARREST NO.

TYPE OF INCIDENT

IF ARREST, CHARGE:

LOCATION
PROPERTY
Single Entry-Type Index Card
NAME AND ADDRESS DEPARTMENT NO.
: INCIDENT OR
DATE TYPE OF INCIDENT LOCATION ARREST NO.

Dossier-Type Index Card
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