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FOREWORD 

The City of North Richland Hills, Texas, requested the services 
of Lt. Glenn R. Walker of the Tyler, Texas, Police Department to assist 
in a management and records study through the Regional Office of the 
Law Enforcement Assistanco Administration (LEAA). The LEAA Washington, 
D.C., office, in response authorized the Westinghouse Justice Institute 
(WJI) to provide the services of Lt. Walker under the terms and condi
tions of LEAA Contract J-LEAA-016-72, U.S. Department of Justice. This 
report documents in summary the technical services rendered. In addi
tion to the discussion volume (Volume I), there are four supplementary 
volumes containing details of forms, methods, displays, and other 
material related to this study. 

NOTE 

Volume I contains the discussion portion of this study and a list
ing of 53 recommendations. The numbers inserted throughout the discus
sion, (1), (2), (3), etc., match the recommendation numbers and can so 
be referred to. Throughout both the discussion and recommendations, 
reference is made to the 45 figures that are included in Volumes II, 
III, and IV. Provided are forms, procedures, instructions, diagrams, 
etc. Volume V contains technical data, flowcharts, diagrams, and other 
material identified as Appendixes A through I. Because of the bulk of 
this material, Volumes II, III, IV, and V are provided only for the LEAA 
Regional and Washington, D.C., offices. 
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" , CODES FOR USE IN CODING OF OFFENSl) REPORTS' 
" . 

CARD TYPE 
O-Original 
1-Suppliment 

PREMISES CODE 
, A-Auto 

H-lIi6hWIlY or streot 
C-Commercial Bldg. 
G-Gas Station 
S-Chain Store 
R-Residental 1 
M-Hiscellaneoua 

DAY OF WEEK CODE 
'1-Sun 

"2-Monl 

.. 3 .. Tue 
4-Wed 

,5-Thu 
6-}-:ri 
7-Sat 

'. 

EvIDENCE CODES 
'Blal'u~-Nono' ' 
'1-

'. 2.'· 
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5-
6. " 
7-

, 8-
9-
0- ' 

PROPER~1lf CODES 
1-Currency 

, 2-Jewlery 

'. ' ,f 

, 3-Furs 
, If' 

" 

, 4'1'Clothing 
5-Auto 
6-Miscellaneoua ' 

, RECOVERY CODES 
O-Not Stated 
1-Recovered locally and stolen locally" 
2-Recovered elsewh~re and ntolen locally 
3-Stolen elBowhe.re and recovered locally 

Figure 28 (Sheet 1 of 3) 
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WEAPONS CODE 
Blank-None 

, 1-Bodily force 
2-Rifle of ahothun 
3-Pistol 
4 ... Pry bar 
5-Cutting tool 
6-Chemicals or explosives 
7-Rope 
8-Ladder 
9-Rock or br~ck 
&-Other 

H. O. CODES 
Blank-Unknown 
1-Key used 
2-Forced window 
8-Forced door 
4-Jumped wi:r.'es 
5-Disabled alarm system 

, . 

" , 

, ' 

*
6_S1tYlight 

'1 7-Unlocked window . 
.0 8-Unlocked door . 

, 9-0ther 

, . 

. 
" 

" 

'CASE DISPOSITION CODES 
, Blank-Not clea.red • I 

"t ' 

, . 

" 

.1-Unfounded 
2-Cleared 'by arrest of adult (or Qitation or exceptional clearance) 
3-Cleared by al'rest of juvenile (II II' It ") 

pPECIAL INSTRUCTIONS FOR CODING OFFENSE ,CARDS • 
, , 

Pase number'must be right justified with leading zeros. 

Offense c?de must be left justified'with tra~ling zeros. 

Time--use military time " ;-

Officers personal number should be rir,} :: j\\stified with le'a.ding zeros. 
I 

,Value of property must be in'wholo ~ 
with leading zeros. 

I 

are only; . 

Figure 28 (Sheet 2 of 3) 
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Figure 29, Tyler Police Efficiency Rating Forms 

a. Supervisory Form 

b. Non-supervisory Form 

c. Evaluation Helps List 
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CIT Y o F T Y L E R 

CIVIL SERVICE COMl:-'llSSION 

POLICE DEPARTNENT SEtH -ANNUAL EFFICIENCY RATING FORN 

SUE~~isor~ Period Ending ______ _ 

Name Classification -------------------------- ~----------------. 

PERSONA~ FITNESS - Appearance, habits, emotional stability, physical 
condition, 

WORK HABITS & ATTITUDE· Systematic, industrious, enthusiasm for work, good 
knowledge as a supervisor. 

QUA.NITY OF WORK - Energetic, initiative, only required or extra duties. 

QUALITY OF WORK ~ 

CARE OF EQt:IP1:-'lENT AND V:HICU: " 

j 1._-, J -- ADAPTABILITY _. Ability to understand ar,d follow instructions, performance 
in emergencies, performance in new situations, judgment. 

y'.' 

1 .--- PUBLIC RELATIONS - Effectiveness in dealing with the public, 
esteem for department 

Helps build 

\ 

I
J 

[ J 

J 
J 
1 
J 

DEPARTIIENTA".- RELATIONS . Teanllvork, coopers t ion 

LEADERSHIP ABILITY ~ Initiative, judgment, off duty conduct, courage, 
attitude. 

ADMINISTRATIVE ABr: ... ITY ... Planning, disciplinary control, respec: of men, 
knowledge of organi~ation procedure and budgeting, 

+3, D ,Outstanding ·1 c'' ,Below Average 
+2" ,Above Average ,,2., .Poor 

_____ +1. , .Ayer~g~ ______ ... _______ ._ .. .:l..: . .:...:..~!!§.§..~_i~fa£.t2.!.y_.\~~E.1.a~!!_i!! "Re~E.~~~_ 

A, Special Merit recommended: (Give Particulars) ... ____________ •. ____________ . 

B, Demerit recommended: (Give Particularf) 

J Remarks: 

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

Rat ing Officer 

r~ .. 

.. ~-...• , ...... -." ........ , .. 
lr] ;., 

r • . 

I 

.1 
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CIT Y o F T Y L E R 

CIVIL SERVICE COMMISSION 

POLICE DEPARTMENT SEMI-ANNUAL EFFICIENCY RATING FORM 

Non-Supervisory Period Ending 
I 

Name 

A. 

B. 

Class ification 
------------------------

PERSONAL FITNESS - Appearance, habits, emotional stability, physical 
condit ion. 

QUANITY OF WORK - Energetic, initiative, only required or extra dutic~. 

WORK HABITS - Systematic, industrious, observant of regulations and 
safety rules, alertness. 

QUALITY OF WORK 

CARE OF EQUIPMENT AND VEHICLE 

ADAPTABILITY - Ability to understand and follow instructions, performance 
in emergencies, performance in new situations, judgment. 

PUBLIC RELATIONS - Effectiveness in dealing with the public. Relp3 build 
esteem for department. 

DEPARTMENTAL RELATIONS - Team\vork, cooperation. 

ATTITUDE - Enthusiasm for work, willingness to conform to job requirements, 
accept suggestions for work improvement. 

LEADERSHIP ABILITY - Initiative, judgment, off duty conduct, courage) 
attitude. 

+3 ... 0utstanding -1 ... Below Average 
+2 ... Above Average -2 ... Poor 
+1 .. -.Average -3 ... Unsatisfactory (Explain in "remarks" t_ 

Special Merit _recommended: (Give Particulars) 

Demerit recommended: (Give Particulars) 

------.-------.------------------
Remarks: 

Rating Officer 

- -, 

,I 
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-3 

"2ERSON.A..1 Fl TNESC I Unc;acisfactory 

Qt:.A.NITY OF WORK Unsatisfactory 

---.--~.--

WORK HABITS Unsatisfactory 

--- ---- .. __ . 
QUALITY OF HORK Unsatis factory 

L . 

EVAlUATION HELPS 

FOR 

POI.IC:E EFFICIENCY RATING 

-2 

I Neglet: t fuj of per~ 
I sonal appearante, 
I poor. habi t~. " ~ w._. _. 

Lazy', lack of 
initiative 

-1 

'.'ften unfit. 

Only doe; required 
or minimum dut ies. 

+1 +2 

~
~~UaJIY neat: clea~ PreJpnt~ favorable 

in good l-onditi01 ~ppearance habit n 

~~~?l~. . .' ual1y. &tabJe. _ 
I Energe.·tic:, exer- Habituallyactive,; 
I d',e-= initiative reali.~e~ needs and I 
I to do more. performs them. I 

+3 

Excep tiona 1.1 y 
neat and cl~cn. 

Out:-.tanding in 
quanity of work 
Becompl i,:"hed •. 

----1------·-"'-----·F-.. ~--1-·~-d ·~··t---. -_->-~·~ste:~~;~- careful I 
Careless Lacks system, au y ~n u., r~oul> . d' i Outstanding 

Poor qualitj. Does Often has poor - ·~verage qU~litY ::w:::r::::~p~-----.;. ". ---
not take pride in per formance .as ~ Usually car~s. perform \vith high ' Outstanding 
job done. to qu.~llty. ideals ·o~_f~q~u~a~l~i~t~,y~.~~ ______________ , 1----------1----- ------\- . . . ---~--,t----'...,·--.:..------·l-----------!----.;...;;..-.-

CARE OF EQUIPME~T Uns-at is fac tory 
I Always mindful of 

Abuses equipment, Sometimes is neg~ Average care of good habits in use Outstanding care 
of equipment. poor use of vehicle lectful of equipment equipment. of equipment. _. _____ . ______ . ________ . ____________ -+-____ ~-_=___< ___ 4..:;.::.:......:::.:1..:::.::.t:;:;;:~:.!_. ___ 4_---------_; ,------------ -

ADAPTABILITY' 

PUBLIC RELATIONS 

I----------~ ,. -
DEPARTMENTAL: 

RELATIONS , 

Unsatisfactory 

Unsatisfactory 

Unsatisfactory. 

Carries out only !Often misunder::tands U.~U.lll.y follows Carries out orders 
simple instructions unable to cope with directions. Good with little super- Exceptional 
Poor performance. .~ 5ituation5. ~p~e~r~f~o~r~m=a~n~c~e~~~ ___ ~v~i~s~i~o~n~:-7A~d~a~p~t~s~w~e~l~l~ _______________ __ 

Sometimes neglects Definitely a good 
Outstanding Bad public relationE duty of presenting Average in deali,ng influence in public 

Often henders dept. good imag~e~. _________ !_W __ i_th_P_U_b_l __ i_C_' _____ ~~r~e~l~a~t~~~·o~n~s~'~ ________ t-___________ ~ 
Always cooperates, 
works well with 
fellow employees. 

Not a good team~ 
~vorker • 

DoeE t:tot ahJays 
cooperaFe. 

Good teamworker. Demonstrates 
leadership. 

--·------1--------------~--------------~----·----·------_r--------------~-7 
No enthu::iasm. Only Rarely enthusiastic Enthusiastic;., 

ATTITUDE 1 Unsatisfactory 

_.- I 
LEADERSHIP ~ILITY Unsatisfactory 

Usually willifi~, 1 
does minimum J'ob v.'illingness not wil ing ~ eager to 

Outstanding outlook 
on career. enthusiastic. I do best possible. 

requirements. re~a~l~.~~S:~c~)u~r~. __ ~ __ -t _________________ ~~~~~~~~----t--------------~.---I 
Poor leadership 
ability. 

Poor judgment. 
Little initiative 
Foor conduct. 

Usually portrays 
good judgement, 
& leadership. 

Good leader. Outstanding ability 

/ . . 
~ 0 \ 

~ 
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OAT;~ 11/27 e~ 28/72 
J.:J 

SZ NUl-iBJR 

·J2-20523 
2052h 

] 20525 
2052h 
20527 

] 20528 
20529 
20530 

] 2n531 
20532 
20533 

] 
20.53L 

·20535 
20536 
20537 

J 20538 
20539 
20.5J) () 
205~1 
20542 
205u) 
205111, 
205b5 
20546 
205L,7 
205h8 

~? 2o~b9 
20550 
20551 
20552 
2 0553 

. 2055b 
20555 
20556 
20557 
2055~ 

I 

... 1 

TIN.J 

1616 I 1623 
162.8 I 
1~311 
1647 
1721 
1725 
1732. 
1ffi11 
18~6 
19u3 
1955 
2009 
2n26 I 2132 
212'1 I 
2J.'26 I 221~ 
2237 I 2258 
2313 
23JJl 
2357· 
0002 I 
co35 
0041 
oou6 
c058 
0056 

·0121 
'1 01~7 

0211 
0232 
02L!1 
0311 
01./15 

I 

UNIT 

857 
858 
891 
860 
857 
859 
860 
858 
859 
8C::9 
857 
857 
86n 
86L 
861J 

863 
860 
855 
862 
859 
863 
862 
859 
867 
867· 
862 
81)0 
861.1 
891 
891 
8 6L 
863 

0962 
863 
867 
8611 

I 

I 

I 

I 

I 
I 

·0 

COl-'J·iANDING OFFIO'::RS UZPORT 

LOCATION 

MORTH ROSS f:. GE~!TRY PARK::1AY 
1703 EAST FR01l1T 
81., RAST Ofd{,':OOD 
OLTE'!>T'I,vOOD & !!OUSTo"r 
150n rnST OA]{,·100D 
305 SOUTH 13P.OAD'TAY 
515 T:JE.'3T HOUSTOl'T 
SAUFDERS & BECKHAM 
APACHE SHoppprG CE~11fER 
nr.n m0;~T ROAD Rt LOOP 
2715 PLAZA 
1621 su"!rrrT 
517 N·SST ! I OUSTOTIT 
235 SOUTH !30~r-T:!:R 
39~0 OLD BULLARD ROAD I ! 
211~ "\TO:lTH L~TDO~T 
PClF'TDS FT.'~LD 
1725 &. 1729 lITORTH lHNOllTA 
50l, LEHIGH 
921 ELLIS DR. 
100 BLK. S. SPRING 
DU1-T,KI~·T DO'TUTS : 
DOl.WYBROOK & DODc}E 
RA~:A.DA DTM 

102 TOUR"IITI\!.1STl1T RD 0 1 I 

KETTlE REST~URA~~ " 

TEXAS COLIEGS GARDE7'! API'S., 
~uoo BLK. s. BROAD~'fAY' 

lIT .. 143 

311 t·T. ER~.,nT 
Loo BLK. ·H. ELM 1/ I 

rounD S I F ELD . 
SPR 'Zi'Tj & FR.ONT ,. 
921 S. BECKHAt{ 
FROMT fl. FA miDT 
FORKS OF VAH !f,n. & Gtif-TTRY PIrdY. 
3001 SPUR 2h8 

I . 

. : : 

••• 
• . 

: . : : -
OFF.;!;NS~ 

-
~mECK ('mi nor) 
DISTURBA~TCE 

PUBLIO SERV I OE 
l,mECK (mi nor) 
TRAFFIC 
PUBLIC SERVI OE 
DRUlITK 
ABAMDO"'ED VE HICtE ~; 

~1 
inor) ii ~\lRFi;CK . (m 

N'RECK 
PRO'.ITLER 
DISTURBATl10E 
DISTURBA"rCE 
ffiCI'1LER 
PUBLIC SERVI 
CHEGK D! PAS 
OHECK JM PAS 
PRO:'lLBR 

PRO' .. rLER 
PRO:lLER 
UMLOCK 
SUS. PER. 

CE 
SIHQ 
SDrG 

J}TVEST. OF ~~ IRE 
SUS. PER. 
J.?HGNE CALLS 
DISORDERLY C 
Flom 
UNLOCK 
UNLOCK 
Ul.l1OCK 
U\TLCCK 
UTl.T1CCK 

UNLCCK 
UlIILCCK 
UttLOCK 

I 

I I " 

BURG. AI.ARM 

12 
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l C," . . 
TYLER POLICE DEPARTMENT 

PERSONNEL ASSIGNMENTS [~r' '~ 1 .tp_fTIT _____ _ 
Ilr . 'lFROM: TO: 

L ] r r.=======-==:-:===-:==~:='1 

Sf{. COHH. i :~ J 

t J:·
1
., 'I:: ::~: L~ ( 

L 1r'-" ' ~ 5H. SGT. i~ 
~~r ~ SH. SGT. ft it ! 

i . ~ ~ DISP • q. f I 

, J: . ~ I-------------:~:,: =:-IIt-}-_D_I-=-S_P._'-='-=':~i---1 __ !J_...-.-.:1 
L ~l/"' -f-_____ ;ti-i ~~I-_1 _ I'--l~--! 
, ~ r ri II 1 ;, ! I 
L,"" J""' ~------'Ij ~f-l -~ij-=_Jf.-'I 
" ~--------------~1\---TI--_2--~l~~_~ 

~l' ~ It-I ----\'",-" ----"; :~: LiE1 
l.' <~ ~l'I:====:=: =-,,_ -_if-: ~li-~3'~-H~~1 : 
" "1- Ii 7 ' ~~--.J L" ll-----.-~ --lnl~i-- ~tL. i 
.. ~ 5 ,~ I 

l l !" 5 J' ~ -; 
I,,~--------------_fl~~--~:~------!~~~-~ l . fl ~ ; 6 I, 
~----------------~~ __ ~!~ ___ 6~~} __ -+ __ _ 

l . ~ I ~ 
~ M--------~·------~r-----T-----~----
i: I ~ I 

L; [.J-.l----. ----+-i -~ll:-:··~~~~:"::"~=-·-· -tl-/,---U,--'--11 1 

1 1 -! iROVE- LLI 
· ~ I~I-'=========:' =-llt-I-! ROVE-;.'H--i 

lL I I]: :; : ,t' , ."., : ::u ,: =:b~\'r""~ _J 
~ , : . : 

DATE 
If dH:aMtitA' : =maXIC = 

d . on Ii • . _-
t;::: DIVISION ~UNIT I :. = lU';: ~ .. ' 

t POLICE CUIEF j i 
)0 ...... ISW{ 

1 • 
ASS'T ClUEF r 

j 

PATnOL COHN. t 
r 
I 

C~I.D • t . 
C.I.D. J 
C. loD. ~.~ I . 
JUVENILE t I 

! 

I.D. I 
VICE I - " 

VICE I 
WARRANTS j 

! REC. & COMM. ~ 
, 
I 
I t .: CRIHE PREVENT. ~ , 

i :1 __ T_HA_I_NI_NG __ -,,,-__ d 
f. ANIMAL CONTROL ~ , 1 

AND-tAL CONTROLi t 

,r f\ I METER MAIDS _J . 
I HErER MAIDS ~ , 

l~ 

H 
I 
I .i 

J 
t i 

! , 
~ ! 

t : : t-1 J 

t J . r 
~ 

'~ I. . 1 

H l I t· 

~ t , " "" 
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jill i" I.- ' ..... .- rE
:

T 1..tI~ . I J. . I I I I J I RECEIVED .~.:.J\ 
CFrCEJo.s_L C~SE Ito. I~I,~I;I OFF ~I-ATIODII<EC'II "''"' V""S I D.\H. I T.I.'[ 

,.,,0;11";':£0 ~ .., l' ..:no .. , Co D'I' 'I f R~.'· ("I 

CASE NO:-, "I NATURE OF r?MPLAINT-OR SERVICE ASSIGNED OFFICER tlOS. 

; 
_. 

" 
, , 

~URTHER ON ARREST I 
DISPATCHED i I " 

•• OFfENSE REPT • 0 I. AnR.STED 01 
CUSmDY 

01 2. SUPP. OFF. Rcpr. 0 
2. ARRESrGD 

L\lCATION Of COMPLAINT-OR SEnVICE : 3. ACCIDENT REPT. 0 RELEASeD I 
4. ARREST R~PT 0 3. CITATION 0 I 

0 NO ARREST 0 
,:, . .;. J", :, ~'"'' ;:J J , 5. CLOSE-OUT 4. 

OFHtIS~ .• ;.l t\,~~ I -=;"""1 REPORTED BY ,"" ,~ , 
CODE 

I. PERSON 0 
NAMe: OF COMPLAINANT - OR SERVICE 

2- PHONE 0 '::,H' C.:)~';I.J"'C'U. 

3. I.ETTER 0 

nECV'D BY DIS? BY UNITS 
NO. NO. 

C' ~(;"'''~I (.4. 1 :.! ~ 

] 
AODRESS OF COMPL4INM.T· OR VICTIM 

TYLER,TEXA : 
~OLICE 

I PRIMARY DEPARTMET 

\ I 
flEPORT ON REVERSF. SIDE 

DO .. O It'j')" I ASSIST FDR'4 1 13'71.1 .. . ....... - .. . ~ . ... " .. ... 

Form No. I 

Figure 32. Case Assignment Procedures 

a. Completing Form No. I (4 Sheets) 

b. Dictating Reports (3 Sheets) 

c. Procedures for All Arrest Reports (2 Sheets) 

d. Procedures for Juvenile Reports (2 Sheets) 

e. Communications Broadcast Form 
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CASE ASSIGNMENT PROCEDURE 

1. when.a report is received by the Police Department that an incident has 
occurred, or is in progress, that requires police service, the communication 
operator will dispatch officer to the section in which the service is requested. 

, , 

2. On all calls for service a Form #1 card will be made. 
assigned a number and processed. 

This card will be 

4523 
4524 
4515 
4411' 
4413-or 

, 4526 
4527 
li52:8 

I 

4514 
4512 
4512 
4512 
4512 
4417 

1. 
2. 

4414 

4. 

5. 
6. 

To;mak~ vehicle inspection 
Traffic Control (no violations) 
a. Traffic light out 
'b. Around Obstruction 
Ct: Sporting or Special Event 
d. Fire Department 

. . 
. , 

e. Assist County or Texas Departm~nt of Public Safety with Traffic 
To Animal Warden to 4l • 

a. Pick,up dead animal • ! 

la. Residence and.open property 
2a. Commercial property--includes veterinarians office 

To make ESCORt (non emergency-no incident occ~s) 
a. Funeral 
c. Lost Motorist 
d. Money from Fun Forest 
e. Monl;y from City Hall 

. . . ' , 

'J ~;~~ l 
['J 

f. Money from one Bank to another 
To deliver commission notices 
Check in passinR a. Pounds Field (no incident) 
b. L,ake Tyler (no incident) 
c. Residence (no incident) , , 4517 

4517 
7. 

, d. 'Parked vehicle (no incident) 
When an officer reports an unlocked'dobr. 

This TYPE CALL WILL BE IDENTIFIED AS A SERVICE CALL to the officer' being~ispatched 
and the FORM #I will be stamped with a SERVICE CALL Stamp. The Communications 
operator will assign the proper classification code to th,is case and route it to 
be processed and filed. This will complete the case. NO INFOru1ATION WILL NEED 
TO ~E DICTATED ON THE ABOVE IDEN~IFIED' CASES. ~ , 

~ . 
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4. The section offiqer will always dictate the results of his investigation 
on all calls, except those identified as service calls.- He will dictate the 
report as soon as possible after the service'is completed and report back to 
dispatcher that the report has been made. 

the 

5. The Communication operator will stamp the #1 card with the time that the 
officer reports that the report has been dictated. She will also initial the 
card. 

6. When an offit:~ unable to complete an investigation before going off 
duty, he will dict~te tnat information by telephone giving what information he 
has on the case. He will give the names of the persons involved and indicate 
when the full report will be made. This information will be placed on the back 
of tJ1e form ill. When the complete report is recorded by the original investi
gating officer this information will be reported in the proper sequence on the 
proper report form. If an officer is to be on vacation or other leave beyond 
his regular day off, he will make every effort to see that his'reports have 
been dictated and typed. 

7. : There are certain types of cases where the fOll'Jw-up might need to begin 
imm,ediately and in addition to the officers sent to the scene, the communication 
operator will notify the Detective office if it occurs during the' 'Detective 
office hours. The Identification Division will be notified during their 'iorking 
hours when requested by investigating officer at the scene. If the offense 
happens at other hours, the communication officer will notify the Shift Commander, 
who will make the decision as to whether or not the Identification 'Division 
personnel or Detective Division personnel will be notified. These cases' are: 

a. Robbery or hijackin& 
b. Murders, suicides, or questionable deaths 
c. Rape 

.d. Major burglaries or safe cracking 
e. Other' crimes of violence. 

I 

8. The communication officer will, after acknowledgement, give all information 
available and needed by the officer in the form of a message. 

9. When a call is received requiring an all-points bulletin for a person or 
vehicle that is passing or might be passing through Tyler, the Communication 
operator will transmit the given information and'prepare a form ill and a wanted 
notice containing all the information needed. 

10. ~fuen a call is received requiring an all-points bulletin for a person or 
vehicle thought to be in Tyler, therefore requiring follow-up, the clerk 

r;· 
" 

• I 

receiving the information will prepare a form #1 and give the necessary information 
to the communications operator for dispatching. If the dispatch is urgent, the clerk 
receiving the information will turn the call over to the communication operator 
telling her that this is an urgent call. If the communication operator receives 
the information first or is told that this is an urgent dispatch, she will get the I 
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necessary information to broadcast, prepare a form #1, then prepare a wanted notice 
containing all the information needed. 

11. Upon request of the investigating officer the Detectives will be sent on: 

a. 
b. 
c. 
d. 

All burglaries and Jttempted burglaries 
Rape, attempted rape, and other crimes of 
Robberies or hijackings 
Deaths of any type. 

violence " 

Identification personnel will be sent on the above and major accidents when 
requested by supervisor •. 

12. This procedure for assigning cars on certain type calls is for routine 
assignments and should not interfere \'lith the section officer requesting additional 
assistance, or assistance in cases not covered. Also, this should not keep the 
Supervisors from cancelling those not needed, or making adjustments, as the 
situation requires. 

13. When a person comes to the police station to report an offense that has 
happened in the past and cannot be investigated in the field, he will be 
directed to the Detectives, who will prepare the necessary reports. This initial 
interview will serve as the first follow-up and, depending on the inforrllation 
obtained, may be declared inactive by the Criminal Investigations: 'Division 
Commander or the investigation may be continued, with the next report due in 
~o days.' This does not include misdemeanor cases requiring a complaint to be 
filed in city court before action is taken. 

'14. When any field officer handles a case involving a juvenile and the case i~ t 

. completed, except for the disposition, the officer will refer the Juvenile to 
. the Juvenile officer. The officer will prepare the offense report (when needed) 

and the form #8 (Juvenile Arrest Report) using guidelines set out by the 
Juvenile. Officer. (figure 1) 

15.,j When any field officer handles a case involving a juvenile, and the case 
needs additional follow-up to clear the case, recover stolen property, etc., 
the of£icer will refer the case to the Criminal Investigations Division for the 
follow-:up. When the follow-up is completed the PID' ",ill refer the Juvenile 
to the Juvenile officer for dispostion. 

16. When any officer determines that a person or v~hicle is wanted, he will 
always, in addition to preparing, the required reports, call the communicat~on 
operator and give the necessary information. The communication operator will 
prepare a wanted notice (figure 2), dispatch to all cars, notify the Detective 
office, and route the 'notice to a clerk for entry on the briefing sheet. 

17. When the person or vehicle 
officer making the cancellation 
who will prepar~cancellation 
notify the Detective office and 

• I 

. ' 

is apprehended, or is no longer wanted, the 
will always call the communication operator 
notice (figure 3), dispatch to all cars, 
route to clerk for entry on the. briefing sheet. 

. I . \ 
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18. The communication operator will retain a 'copy of the want~d notices in 
order to furnish wanted information to tne field officers without the delay 
necessary: to look the report up in the files. It is UIPORTANT that the 
Communication Operator be notified of all wanted and cancellations. 

19. When the department receives a request for security check (vacation 
house check) over a period of time, a form if I will be l>_\epared and a 
Vacation House Gheck Form #13 will be completed. The Communication Operator 
will give the information to the section officer (or the cadets), assign 
the case to a shift commander on the current shift, then route to the typist 
for the bulletin (briefing sheet). The Shift Commander will be responsible 
for the assignment to the other shifts. If the request is received first 

, by some other officer, he will take the necessary information and notify the 
Communication Operator who will prepare the form #I and vacation house check 
form and follow the procedure outline above. 

The CHECK-IN-PASSING will be handled in a similar manner , ... ith the exception 
that the, information will be placed on the form if7. The format to be used 
is attached. This will be completed by the C~munications Operator. 

:' This should be the person's name who requested the service and information 
J as to why the service is requested -- example: has been hav~'ng prowlers, has 

received obscene phone calls and is afraid the callers may come to the house, 
or other reasons that the person may need police security watches. The same 
procedure will be followed as above. The case , ... ill always be assigned to 
the Shift Commander. He will see that the i'nformation is passed on. 

'/ 

... 
I 

." 
20. All officers must f.ear in mind that the only information kept by the 
Communication Operator is wanted persons and vehicles. All other information 
should be requested by telephone, unless an emergency condition exists. This 

, is especially true of criminal records, as a large number of non-police 
agencies monitor police calls. 
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APPENDIX A 

PROCEDURE FOR DICTATING REPORTS 

1. There is certain information that the typist must have before beginning 
to type the r~port. 

a. Begin each report by giving your name and the time you are dictating the report. 
b. The next information dictated should be the type of report form to be used. 
c. Next, give the time the incident occurrE'ld, the location ar.J the case # (if Known) 

These three things are essential so that the typist can locate the form #1. If _ _ ,_ 
the place of occurrence is different from that received by the officer, this should 
be stated so that the form #1 can be corrected. 

IF THIS IS TO BE A FORM #1 REPORT, THIS INFORHATION SHOULD BE STATED. 

2. After giving the above information, the officer will dictate the information 
in the order that it is to be typed. This can be accomplished by stating the 
information to be placed in the spaces provided on the field report form. After 
beginning on one line, dictate all the information required on that line. 
When information is asked for by the report that is not available, or does not 
apply, then skip that number and go to the next number that'does'apply--example; 
on the incident report if you utilize item #22 (type of premise) go ahead and 
dictate #22 -"Public Street"- If you do not have any further information until you 
get to the narrative, dictate as #28--Contacted Jim Smith at McHurray and Erwin, 
he gave information on a suspicious auto that was seen in the vicinity of the 
Hudson Station, etc." 

3. When dictating the narrative of the offense, the officer shOUld state that 
this is the narrative and know what he is going to say. He must not repeat 
words or contradict himself. Any words or phrases repeated might be typed 
twice, and ruin the meaning of the report. The office must bear in mind that the 

, typist is listening to 'only a few words at the' time 'and not to the story being 
told. Therefore, it'is very difficult to eliminate words that are not needed • 

4. Long reports of felony offenses should be dictated on 'the RHN (Remote Micro
phone Network) Recorder at the police station. This gives the officer the 
capability of listening to his recorded report and ~aking the necessary changes. 
All reports on the ru1N will be given PRIORITY over the telephone messager 
recorder. This shOUld be considered on any report that would need priority 
processing. 

REFER TO THE TYLER POLICE DEPARTMENT -REPORTING GUIDE-FIELD REPORTING PROCEDURES 
PAGE 4 thru 9 for complete recording instructions. 

I , 

Miscellaneous calls of a minor nature, where the call originates with the communication 
officer or as an on sight contact by the officer himself, may be reported in a 
slightly different ,manner than the usual method. 

- . . ' 

- .t -.. _ * 

.' , 

.' . 

.' 20 " 

.. . 

. 
-,' 



, 

.~ "" ......... _- ..... -._ ...... -
\ 
I 
I 

I' 
, ' 

. 
If the call is completed by the reporting officer and he knows there will be no 
further action taken by the Police Department and no arrest or citation is made, 
he will report the incident in the following 'manner: " 

Instead of using the procedure set out j,n your reporting guide where an Incident 
(short form) TPO /12 is to be followed, t.~'" officer will use the FORM 1 report. -- ~.,.-

This information will be recorded by telephone. DO NOT USE RHN. This report will 
be ~. by the clerks ~n the BACK of the ~ complaint form which is filled out 
by the desk clerk and d~spatcher--TPD FORM I. 

",' 

In order for the clerk to be able to match your dictated report with the correct 
FORM I, ,it will be necessary for you to give the following information in sequence ~ 

1. When making a FORM I Report, the Incident Report - TPD FORM #2'will be used 
as a guideline using only the non-shaded items. You will util~ze this form~ 
report t~e action taken in many and various non-criminal complaints which comprise 
$UC~ a large volume of the work load of our department. 

Below ~~ listed the type cases that will be reported on FORM I: 

Offense # 

I. Departmental Services (non-criminal) 
, , 

, ., .. 

4417 1. 
4514 2. 
4516 3. 
4l~26 4. 
4417 5. 
4410 6. 
4425 7. 
4524 8. 
2651 9. 

Assist Motorist (Break Down) 
Speech or Public Appearance , 
Informat ion G:i,ven (Except Emergency message) 
Children playing in street " 
Aid to any City Agency (non-criminal)" 
Aid to any other agency (non-criminal) 
Burglar alarm or fire alarm (false) 
Trees or wires down, obstructio~ in road 
Auto--improperly parked, complai~ts 

• I • 

4421 10. Abandoned vehicles (not in violation of city~ordinance) 
Burning trash illegally--no arrest . 2651 11. ' 

4530 12. Lost person (aided) , 
4511 13. Automobiles moved as a convience--no violation. 
3200+ 14. Wrecks--mino~ damage--no arrest ' I 

4530 . 15. All other public contacts (non criminal) . 

II. Disturbance (non criminal) " 

2300+ 1. 
2110 2. 
2100+ 3. 
2411 4. 

2411 5. 
1300+ 6. 

" 
I , 

Reported drunk (not found) 
Reported DWI (not fo.und) 
Reported DUID (not found) 
Loud Noise (radio, T.V., talking, horn blowing, etc) not found or 
no prosecuting witness. 

" 

, . 

" 

4422 7. 
2609 S. 

Barking dog (not found or no prosecuting witness) 
Affray (n~t found) or no prosecuting witness 
Prowler. (not found) or complaintant did not ~lant contact with officers. 
Discharging firecrackers or firearms in the city (no ~itness-no arrest) 
All other disturbances (noparrest) " 2411 9. 

, \ 
, . 

, . 

. ' 

" 
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[~l~ 

[,-.'.] 
~ ] III.· FamUy Disturbance (r,on CX'iminal) 

. ' 

L-~l'~ 2050 1. Child support (non payment of) , 
M 2411 2. Refuse to 'give money to other spouse. [ .... 'J? 2411 3. Wife/hUsband operating vehicle without permission of,.other spouse 

['.~_·_,'-'_""'_']t-' ]-; 24~lpS~1 4. Husband/wife refuse to give clothing 
,." '., 5. Refuse to buy food (except in child welfare) 

6. All other family disturbances (non criminal) 

[
'., __ J ... ::_' .... 1 IV. Info;t:'mation only cases 

_ 3600+ 1. Accident (occupational) 

J 1100+ 2. False advertising 
,- C"" 1 J 4530 3 • 'Auto towed (ownel:" I s request) 
I 4. Any othel" item requiring information to be 

~]..:] , 

logged. 
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CITY OF TYLER 

- .. 
, ~' .. ', .':' t~.", I .. ' 

',: " 
'" ..... [] . j. :.::~::> . :, 

. INTER·OFFICE MEMORANDUM . 

'--') ,:---'\':. ':.',' .' 
, . 

L'1' '. J'. '. Oatei March 14, 1972 

.. . . ' 
, . ' 

• t •• *,,' 

.' 

. , 

~L.EAOfl: HANOI-It 

PI-EAOl!: 
APPROVE 

.. LEASE:: NOTe!; • I 
AND Ra\URN 

....... '1 • 

.,OR YOUR 
'NPQRMATI¢N . ; 'I 

~LltAoll: oc;u: MI!C . .. j::TOI All Officers and Records Personnel .. , 

L] ... From: r.t, Glenn R. Walker I Records Commander . ,'" 

L ~ 'l Subj~~c: Instruc~ions to be followed on All ARREST REPORTS' .. ,': ."(::':~:~ .~. ! 

~t!:Alle: AOV'On: ~ 

"YOUR "'ILIt 

_ ];,::t~. ' y .... ;.~:. ij. .' '.:-'" 

L 
':~:l'\>/·; .. ..;/ 'COMMENT: :. ... . ... : f • 

...... .-, ... ' . . . ' 

.] :\.' .. \':>'.:::.. ~. Inunediately after placing a person in Jail z 'r" :~, ., 

L.. ;1":>':"~1:'~ :::: .. ~, '~. Arresting Officer will call ~entral Records and giVe'" '!",: '. /-" J '.', .' , ....... ~~.. one of the clerks proper information to fill out the '. ' , . J;;:= 

L ~ :l:~::::: ~:.,:'.' .? ::::~:::on to be given, for the Jail Log Will bel> :':.' ;. ':.::,:; .:: 

f-"';' ·'1:·;:·; ...... ,· ..... ;;···: ····1~; (l~) Defendent's Name"';'·' :.,. ,.: ..... '.~:: .,:: .... 
\...v '.' :.; ,., •.•..••... :' ';' .• r. (2.) Race and Age "4, " ••• '. I, .. - '~.' '-,>, " .. '.. ' ".' (3.) Time of Arrest and Location .,. .. ',' _., 1" (4.) Charges '.'. '.:.:' ~ l .:' '.; ., ........ (5. r In Jail? (Yes or No) .... \.,\'. 
~- .. ~: ... :;.:.:~.<:., ' .. : (6.) Made Bond? XIf Yes-indicate)' .. " .. 

. '.. . (7.) Arresting Officer's Name ':", L: -.l··\:,:··::· .. : ....... Yc .. : .... :~ The officer will then instruct the clerk that an arrest . '.;". 
i;".,- ',"'" . : .... :»; :.: report will follow intmediately on the Recorder. The officer 

[ 

jJ 1/".:::"::';' :-(.: :' ::; '.'.:. must hang up and dial the designated number to be connected 
• ! J ·i/'::·~·., : ..... {.:. ,'r '-',:,' ~o the recorder. Please be sure to answer all applicable. 
_U.: .,:.: ... , ' ·.':;.;:.'t .• :" ': ~tel!ls·on the arrest repor.tr TPD Form No.8. " ,:',\.'. 

[ 1;,::,1 t:J •. r; ;;:::·:/:/,.D·. ;~ "Please be sure to inform the records clerk to make addi tio~al' " 
I J:" . ','. >':, ", ',,' . ":,,:" :. copy of Arrest Report when ,there a.r:e roul tiple Charges I ie;;' , '. i

l J' ...... " " :: .'~'t' .' OWI and Traffic (Run red light, driVing on nbe wrong side of.': 

[ 1·,;.··:,.'::>:· .. ·· street, etc.) Only one arrest c?;rd is needed on multiple ': 
,], ... < .. ·.!.; .. i:·· "" ... :. traffiC? charges--but--:-'each ch'arge must be listed so that " 

, ' •• ' . '. ,.j •. the Shlft Commander w~ll be able to sed: the proper bond. 

[ . 1... '~ ,'. '~:".~:' . ', ... " (Sample attached) .' .. -. . 
~~ ~,.,~ 2 Please follow instructions that were passed out on all juvenile 

t
o • '1':',.-, :,-,: .. : . ~ cases. (Letter of Dec. 27, 1971) An Arrest Report, TPD Form No. B 

:: ~, will be made out on all JUVenile Cases whether handled in the .. 

f · .".. Field or cited to see Sgt. wea~er-(Sample Attached} 

I -'1 " 
-f', " 

, . 

't},., .. 
.J~~ .. ; 

. '3. The JAIL BOX will contain only arrest reports of persons in JAIL. 
As soon as the person is released the Arrest Report will be 
removed from the JAIL BOX. 

.... ".:.:':!':":. We Y0 uJlJLb---' . 
' •• ;' • .' t • '\. 

• I • '. ,.~,' ':"~.'~,~~,:.' ,: ••••••. , ••• :~ •.••••• :"'~.'., .'t. ' I < .. ~ ,. "t'.. . ": ~ ''-\\A., 'f-,;I. .. 

• '.' I. '. • • .• '.' •• , •. <" ...... ':7: Lt. Glenn R. Walker . • 
f, ' ~ • , "',' ."< ,: ., :':" ·f~~ ." .' * •• ' . • ... :' 

.. : .... / ... ~ .. ::'~} .... ':": '\~::.~".~.:' .; :'.:" :;:;:,.,.;.::,:~.>~<.::.:,.:./,:,',::~":.::":'> / .. , 
. ,,-, .. 

" 
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. "'""II Lfr!''roth.t U'r~~'ttrr,\~,'I\' ...... ,.,._i!>:2~.=.~..:==~.:~:::::7:: 'ARR~~rrrfE~5~~"'T TPD-FORM-8 fiElD REPORT! 

-" - -----[~ ;rlLl .. liDJiE:iiINiil.O:li' NNI:sj;~iii:'r;: '''Alllin[7r(Oiiilf'i;:IC
ri
l Uiii'S"[ O;;;:,;i,U~:=E N_IU _____ r.4,-;:;'iOI1ri,.l+R ;;rNOi"'. _o_n_~_HI_H-l-;,M..~E-;:':iii:.7i::;n·'"iW: ... ::'"iiH"AIII"E ~(lA""SI;-;, fml R~SI". J;\;lo;;;;':,;;;~:-2_[ -_NO_3_6_6_0 __ +.:_2,:::::~1-::~-:::~"",:'-:::·n""'Ho:-, ___ , 

[
.. l~~un.~~ ____________ ~~~~r-____ ~-h~D~O~E~'~;,J~o~h~n~~D~a~v~i~d~~~ __ h4~6~4~2~0~9~4~7~7~._ , : ~.I..' J "IC~NAW[ DR ALIAS J. 1. 10 NO. I. DEf'S RES AD[nlESS CIll'~. ' ~IACE or MIRIH • ~ 

r~DOE, ."J. D." 15,187 2408 East Erwin, Tyler Smith County 
!til' m I OlSCEH.'! 0,0... Hr, J WI. I HAlf I ms II. IORIoIAl CHARGE . OA1UIIIH 

l' M _ W 4-17-25 '~'101'1501 Brnl Brn .DWI (Traffic-Run Red Light, Driving on 
_" 14. ''''CfASS IS. flHAlDISPOSllION wrong s~de 01: ::>t.) .j-tj-/':: UtiJ.U ']',' _I r '., CHARGE CHA"GED 10 

l -,.1., l.~ lOCAIiON OF ARREST (ADDRESS O~ BLOCK HD.) - 1.12600 Blk west Bow ST. 
U. DESCRIBE lYPE PREMISES 
Public Street 

II, IT.INOIl FlNOmalNT 

20. OAI£llIll[ ARRESlEO 

L· 13-8-72 0810 

l 
.. " RESlsr \24. NARCOTlCl 2~. ARIoIEDI 

] 0 YES a HO 0 YES ~ NO 0 YES XJ HO 

21. som 
om 

2'. WEAPON (DESCRIBE) 
~ NO 

OBSERVED DRINKINGl 
DYES {9 NO 

ity of Tyler Sanitation Dept. Truck Driver 597-0000 593-665 L
' '-', ~ J: 'tII'HERE OHEMDAHT EIo/PlOYED O~ SCHOOL CItY 28, OCCUPATION 1 29, RES. PHONE 130• BIiS. PIIOHE 

. 1. rOll. VEHICLE REG, HO, STAlE YEAR I YeAR· !.lAKE· BODY. CDlOR(S) 31. DEIS OPERATOR ~O. 
• XiII. " IHV~lV[O K\W 600 Tex 1972 1970 Ford, Wht/Blue 2 Door Sedan 59733456 Texas 

L - r }D~~"'~O::'"'''W~~y Crow Wrecking Companyt ... """" ..... , 

! ,,00[: C • CO"'PIAIHANT; W . WITNESS: 143. PAREHT/GUAROIAN HOIifIED 
[ ~. PAREHT OR GUARDIAN iY OHiCER 

SERIAL DAIUIII1E NOIlfI[D 

RES. PHONE BUS, PIIOHE 

$IAIE 

James Norman 505 West Bow, Tyler 1 ... BNAn"'EoWN, cwOOt RESIDENCE ADDRESS CIT'( 
592-0023 597-3500 

., . 
" " 

.. 
I J BROWN, Alana W Same 

[~ l., (THESE ITEMS WILL HABE TO BE PLACED ON SUPPLE FORM bJe. 7"1-= • 
trIE-~-r!I-4S-.-H-AR-RA-TlV-(:-(l-)l-D(-HI-IF-YC-O-'DE-H-K-OA-HT-sB-r-HA-"'-E.-S-Il-'D-ES-C-EH~I'-AG-E-(2~)I-DE-Hr-In-A-oo-I1-IO-HA-l-WI-IH-ES-SE-SB-Y-IT-EW-S-IH-Bl-OC-K-~2-6,------~----------~----------~ 

~ 1- "0. 1 (3) BRiErlY INDICAiE FACTS or CASE 

[~ I~,~ Mr. James Norrran Brown observed. this person driving vehicle. and can 

I-'J ident,ify h~m as the driver of th~ ve~icle. He can also testify as to 

[~ ~ the traffic viol\'tions. , 

r:ll I.J __ ~ __ (F_O_r ___ f_u_r_t_h_e_r __ i_n_f_~_r_m_a_t_i_o_n __ s_e_e __ t_h_e __ D_w __ I_'_R_e_p~~_r_t_)_,~ ____ , ________ , _________ '. __ ._: __ ~ 
n r . · J~ 

[n :·J.-l -!.-.. ____________ I _I ____________ 1 

5
~ r~ 
I~·)~------------------------------I 

[
1 ! ..' 
1 I 

, " 1 ! 
NO. ~O. 

1
4,. TRAHSPORIING OffiCERS HOS. 141• ' AmSllkG OIlICER 

. 1 SMITH add ADAMS SGT. ADAMS 
l DAIEITIIiE BOOKED ISO' BOQKIHG oHlcn 

,-3-8-72 0825 SMITH 
NO. 

1 

U. $UW<YISOR APPROYIHG 
• SGT. ADAl-iS 

I
n. SEARCHEO If 110. 

SMITH lSI. OH s"a~n 

1121.50 
I u", cou.r RD. I~' ROIAIIONS IE, ~OU,RI • DONE· DISPOSITION· HOLD 

-~-------
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December, :2 7 , 1,9,71 .. 
,From: Lt. Glenn R. Walker, 

To: All Police Personnel \ 

Ref: Juveni~e Reports 

Any time a juvenile is questioned at the scene and released to parents 
er cited to see the juvenile officer an Arrest Report, TPD.Fprm #8 will 
be co~pleted. A sample of the arrest report and the information needed 
by the Juvenile officer is provided with this letter. This report wil:L' 
replace ,the juvenile report .that you have filled out previouslyu' 

,If the officer makes the final'disposition at the seene this will be 
noted in item 15 on th~ arrest report.' ' '" 

" M 
If the Juvenile is cited back to see the Juvenile' Officer this will 

, be noted in item no'. ,~9. " ." 

. , 

, . 

The proper ,offense report. will be c~mpleted on the inciden't, if needed., 
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"1 1 Mothers Place Of BmPi P. Uo Pe'rfume' Filctory 
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I', Jack Jones C/~l 20' 

[ l.! --} Sam Sm1. th w/i1 15 
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Other P~~sons arrested at same t1m~ and th~1r ages 
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CHECK Itf PASSING 
DATE ~, TIHE "lECEIVED 

COHPLAINAN1' ________ ADDRESS PHONE -----
ADDRESS TO CHECK _________ REF. CASE # _____ OFFENSE rfi ~ 51 7 

REASON OF CHECK: 

OFFICER (8) ASSIGNED RECEIVED BY -------

Section No CafJe No __ Offense. ___ _ '----
Date Time ----------- ----------
Location~ __________________ _ 

Complaintant, _________ _ 

Narrati ve:...-. ___________ _ 

. _---_. - " -.. --,--.,- .. ~.-., ...... __ ._--------_ ..•.. _--------_ . 
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FIELD REPORTING PROCEDURES 

Offenses and Reports 
Other ~eporting Principles 

RECORDING REPORTS 

To Seize Recorder 
To Record 

JIOW TO USE THE"RMN'DICTATING SYSTEM 

To Seize Recorder 
To Record 
To Review 
To Edit 
End of Report 
Special Instructions 
End of Belt 
Special Conditions 

TYLER POLICE' "TIEP ARTHENT'-REPORTING 'GUIDE 

I. 
II. 
III. 
IV. 
V. 

VI. 

OBJECTIVES 
PURPOSES OF THE REPORT 
THE RECORDS AND CO~WUNICATIONS CENTER 
REPORT FORMS 
TABLE OF OFFENSES AND INCIDENTS AND RELATED 
REPORTS 
ITEMS CO~lliON TO MOST REPORTS 

A. Legibility 
B. Case Number 
c. Names 
D. Addresses 
E. Telephone 
F. Dates 
G. Time 
H. Witnesses 
I. Section 
J. Sex, Race, Age 
K. Occupations 
L. Value 

M. Boxes Generally 
N. Signatures 
o. Supply of Report Forms 

i 

Pages 

(1-3) 

1 
2 

(4-9) 

4 
4 

(7-9) 

7 
7 
7 
8 
8 
8 
8 
9 

(1-48) 

1 
1 
1 
2 

3 
8 

8 
9 
9 
9 
9 

10 
10 
10 
10 
10 
11 
11 
11' 
12 
12 
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VII. DESCRIPTION 

A. Person 
B. Clothing worn by Subject 
C. Clothing Description' Gene~ally 
D. Je,,,elry Description 
E. Household Articles 
F. Other Property 

VIII. OFFENSE REPORTS -GENERAL PREPARATION 
INSTRUCTIONS 

IX. INCIDENT REPORT - INSTRUCTION TPD Form # 2 

Purpose of the Report 
When to Prepare Incident Report 
Form Preparation Instructions 

Following Page # 30: 

Incident Report - TPD Form # 2 
(Field Report) 

Incident Report - TPD Form # 2 
(Office Rough Copy) 

Incident Report - TPD Form # 2 
(Hard Copy - Original) 

Incident Report - TPD Form # 2A 
(Index Card) 

X. CRIME AGAINST PERSON REPORT - TPD Form 11·3 

Purpose of the Report 
~fuen to Prepare Crime Against Person Report 
Form Preparation Instructions 

XI. 

Fbllowing Page # 32 

Crime Against Person Report - TPD Form II 3 
(Field Report) 

Crime Against Person Report TPD Form II 3 
(Office Rough Copy) 

Crime Against Person Report - TPD Form # 3 
(Hard Copy - ODiginal) 

Crime Against Person Report - TPD Form II 3A 
(Index Card) 

CRIME AGAINST PROPERTY REPORT - TPD Form # 4 

Purpose of the Report, 
When to PI'epare Crime Against Property Report 
Form Preparation Instructions 

i1 

13 

13 
14 
14 
15 
17 
18 

22 

29 

29 
29 
30 

31 

31 
31 
31 

33 

33 
33 
33 



XII. 

XIII. 

XIV. 

Following Page # 35: 

Crime Against Property Report - TPD 
(Field Report) 

Crime Against Property Report TPD 
(Office Rough Copy) -

Crime Against Property Report - TPD 
(Hard Copy - Original) 

Crime Against Property Report - TPD 
(Index Card) 

VEHICLE REPORT - TPD Form # 5 

Purpose of Report 
When to Prepare Vehicle Report 
Form Preparation Instructions 

Following Page # 37 

Vehicle Report - TPD Form # 5 
(Field Report) 

Vehicle Report - TPD Form # 5 
(Office Rough Copy) 

Vehicle Report - TPD Form # 5 
(Hard Copy- Original) 

Vehicle Report - TPD Form # SA 
(Index Card) 

MISSING PERSON REPORT - TPD Form # 6 

Purpose of Report 

Form 

Form 

Form 

Form 

When to Prepare Missing Person Report 
Special Instructions 

Following Page 0 38 

Missing Person Report - TPD Form /I 6 
(Field Report) 

Missing Person Report - TPD Form /I 6 
(Office Rough Copy) 

Missing Person Report - TPD Form /I 6 
(Hard Copy - Original) 

Hissing Person Report - TPD Form /I 6A 
(Index Card) 

(I 4 

(I 4 

(I 4 

(I 4A 

36 

36 
36 
36 

38 

38 
38 
38 

SUPPLEMENT REPORT- GENERAL INSTRUCTIONS - TPD Form /I 7 

Purpose of Report - TPD Form # 7 
Form Preparation Instructions 

ii1 

39 
39 
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X.V. 

XVI. 

Following Page II 40 

Supplement Report - TPD Form II 7 
(Field Report) 

Supplement Report - TPD Form # 7 
(Office Rough Copy) 

Supplement Report - TPD F~rm II 7 
(Hard Copy - Or~ginal) 

Supplement Report - TPD Form # 7 
(Index Card) 

ARREST REPORT - GENERAL INSTRUCTIONS - TPD Form II 8 

Purpose of the Report 
Arrest Report Preparation Instructions 

Following Page 44: 

Arrest Report - TPD Form {,! 8 
(Field Report) 

Arrest Report - TPD Form # 8 
(Office Rough Copy) 

lu.'rest Report - TPD Form II 8 
(liard Copy - Original) 

Arrest Report - TPD Form # 8A 
- (Index Card) 

PROSECUTION REPORT - TPD Form II 9 

Purpose of Report 
When to Prepare the Prosec;ution Report 
Form Preparat~on Instructions. 

Following Page 46: 

Prosecution Report - TPD Form 9 
(Field 'Report) 

41 
41 

45 

45 
45 
45 

XVII. PROPERTY RECORD - GENERAL INSTRUCTIONS TPD Form II 10 

Purpose of the Report 
Hhen to Prepare the Property Record 
Form Preparation Instructions 

Following Page # 48: 

Property Record - TPD Form # 10 
(Office Rough Copy) 

Property Recvrd - TPD Form II 10 

XvIII. VACATION HOUSE CHECK - TPD Form II 13 

XIX. ACCIDENr REPORT 

TPD Form /I 14 

iv 

47 
47 
47 
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,!§CORDS CONTROL AND ACCOUN'rING PROCEDURES FOR 
JHE TYLER POLICE DEPARTHENT 

Uniform Numbering System 
(1) }\taster Name Index 
(2) Other Indexes 

Following Page 4: 

Indices for Control and Retrieval of Information and 
Selected Instructions for Thei'): Maintenance - Tyler 
Police Department 

TYLER POLICE DEP~TMENT UNIFORM CLASSIFICATION CODES AND 
INDEXES 

Numerical Index 

Part I Cases 
Part II Cases 
Part III Cases 
Part IV Cases 
P~rt V Cases 

Alphabetical Index 
Uniform Classification Code 
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8 
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4. Crimes Against Persons--number of victims. One crime is 
indicated by each victim but this only requires one report. 

OTHER REPORTING PRINCIPLES, 

1. On~ incident, ~ report:, ~fuen a single incident involves 
more than one offense or more than one victim at the same 
time, only one report should be completed for that incident. 
~en incidents do not occur at the same time, although 
perpetrated by the same offender, more than one report 
will be required. Examples would be as follows: 

a. Burglaries of separate units of an apartment building 

b. 

c. 

residence, .:>fh.c.e, or other building whose clientel,e 
is of a pe!manent nature, require a separate report 
for e:11ch unit ~vhlch is individually o~med, leased or 
rented "' 
~en theft o:.:urs from several cars parked in the 
same bl0~k during the night, one report should be 
required !.:>c each car entered. 
Exceptions to (a) and (b) above: 
(1) Hotel Rule, Burglaries of more than one unit in a 
hotel, rooming house, or other similar building require 
only one rep,Jrt regardless of the "lumber of un1ts attacked. 
(2) MultIple Thefts. Thefts from several vehicles parked 
in an off street facility require only one report 
regardless of the number of vehicles attacked. 

2. How to report attempts. All attempts to commit an offense 
should be repotted as an offense involved except the following: 

a. An attempted homicide should be reported on the Crime 
Against Persons Report, TPD Form No.3. This is served 
as an assault in the Uniform Crime Report. 

b. An attempted theft of any article (except a motor 
vehicle), regatdlcss of value, should be reported as a 
Theft under $50. 

3. Unfounded compla1nts of crimes, The deciSion as to whether a 
complaint is ac~u~~ly unfounded rest with the Detective Division. 
The patrol ~ttlcer, in cases where it appears that no crime 
or attempted crime has occurred, should do the following: 

a. Complete the appropriate case report for the type of crime 
as assigned by the ~ommun~cat~ons center. 

b. In the narraCive sect10n of the case report, item #28, 
state that the crime is unfounded and explain the reasons 
for this con~lusion. 

4. Classif.l:!:E8. Ei in:'ld~nts. ~fuen a citizen reports a specified 
crime to the Communlcat10ns Center, the patrol officer has no 
authority to report it as a Miscellaneous Incident. If it appears 
that the reported crime is unfounded, the patrol officer should 
follow the inStrUctiOns tor unfounded complaints of crimes 
(subparagraph 3 ~bove). If an incident is reported by a citizen 
as a miscellaneous incident, and upon investigation is found 
to be a erime, or if upon investigation a reported crime should 

2 
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be classified (i,e. reported as a robbery but actually a 
a burglary), the patrol officer should: 

a. Prepare the proper case report. 
b. Note the original complaint in the Narrative of the 

case report, 
c. Notify the Communications Center in the change in the 

classification of the incident. 
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RECORD1NG REPORTS: 

Reporting in the Tyler Police Department is accomplished via telephone 
dictation to a clerk-typist at the Records and Con~unications Center at 
headquarters. The following guidelines should be followed: 

1. The Records and Communications Center of the Tyler Police 
Department is equipped with two lBH message recorders. 
The lBH message recorder enables our police officers to 

2. 

use the di~tating facilities of the Records and Communications 
Center from any outside telephone. The telephone connected 
recorders will be manned continuously by typist. Police 
personnel can record reports at their convenience and be 
sure that it ("ill be transcribed without delay. Each recording 
machine is capable of receiving 14 minutes of continuous dictation. 
At the end of the 13 minutes time a II short ~i.ng Buzz ll 

will alert you, This means that you have one minute to 
either "\"rap Upll your report or continue toanother belt. 

All field case reports are to be dictated to the Records 
and Communication center. As an office conducts his 
preliminary investigation he will prepare his field case 
report by hand. The next step is to dictate ie. This can 
be done over any telephone. If he is going to use a pay 
phone he must advise the dispacher of the number and let the 
clerk-typist dial h1m and then activate the recorder. The 
officer will have a recording unit at his command from any 
section of the city where he may be working that has a telephone 
available. 

To Seize Re~order: 
Dial assigned telephone number. Your number is 
and -------
Strong ready-~indica~es that a unit is available. 

Strong busy signal--indicates that units are being used. 

To Record: 
1. Listen for Iftalk-downll tone. This ,viII be a strong 
"beep II tone. 

2 • Begin dictating tV'ith instruc tions; firs t sta ternen t 
should announce the type of case report involved and the 
TPd form number so that >;vhen the typist plays the belt 
back she wJ.ll knot., tvhat form to place J.n the type\Olrit er • 
For example the officer should start off with Ilthis is a Crimes 
Against Person Report, TPD form No. 3 11 or this is a IICrimes 
Against Property Report) TPD form No. 4/1, etc. 

From this point on the officer simply reads what he has 
entered in each space in his field report form reporting the 
un-numbered information at the top of his field report first. 

Example: 
lICheck Adult block. 1I 

"Shift number two. /1 
- II IIReport area no. three. 

4 



Then identify each space by number starting with number one (1) 
and mentioning each numbered item, including those spaces t.,ith 
no information recorded in them. 

Example: 
"Number 1 
"Number 2 
"Number 3 
"Number 4 
"Number 5 
"Number 6 
IINumber 7 
"Number 8 
"Number 9 
"Number 10 
"Number 11 
"Number 12 
"Number 14 
"Number 15 
"Number 16 
"Number 17 
"Number 18 
"Number 19 
"Number 20 
"Number 21 
"Number 22 
"Number 25 
"Number 26 
"Number 27 

"Number 52 
"Number 53 
"Number 54 

127310" 
0516" 
Brooksh1te I s Warehouse" 
597-3110" 
916 s. 13roadway" 
593-5840 
Brookshire IS tvarehouse ll 

White Hale 6-24-40" 
Btookshite IS \{arehouse, Loop 323 at Frankston Ht<1Y. ft 

Night t<1atchman" 
06HX 1800" 
Had not been drinking (HNBD)" 
597-3110" 
716 S. Broadway" 
593-5840" 
10-5-71 1700" 
10-5-71 1720" 
10-5-71 1725" 
Burglary -- Now -- Residence -- Daytime fl 

0514" 
Grocery warehouse complex." 
Unknown" 
Unknown II 
(1) GeOl::ge \{illiams-W-, 1824 Paluxy Dr., Tyler, Tex.) 
593-4110, 592-5600." 
Apparently large scre~<1 driver" 
Pry lat.:h on front door of office" 
Honey-- two $10 bills, four $20 bills, one tape 
recorder, Craig--Hode1 30--Serial No. 41132--
gray plastiC case ~<1ith bro~m leather carrying I 

case--inicials B. B. on back of case. 
"Number 
"Number 
"Number 
"Number 
"Number 
"Number 
"Number 
"Number 
"Number 
"Number 

55 One hundred sixty dollars" 
56 13roke wooden matches and threw them on the floor." 
57 Not Applicable (NA) 
58 In top deSK drat<1er" 
59 Front door to main office--North side of building." 
60 through 70 -- Not applicable" 
28 g.tve complete details of case." 
29 OHuer Ira Brot<1n--personnel nu:nber 0803 11 

30 Check topenll1 
31 Check continuation sheet block" 

3. The reporcing officer must speak distinctly and spell out 
all proper names, He starts as soon as he hears the beep tone. 
Having just written his report the officer should have no 
difficulty reading what he has written. But if he should stop 
for any reason he w1ll hear a "beep tone ll after a silence of 
4 seconds. He should resume his reading and as he does the re
corder will continue to operate. If the officer does not 
resume his reading atter he hears the rtbeep tone" he will be 
automatically disconnected after a nine (9) second pause. 
This prevents anyone user from tying up the lines. To resume 

" 
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dictation he must dial again. The recording instrument ~Yi11 
sustained silence of nine (9) seconds only. If the officer is 
silent for four (4) seconds and hears the "beep tone" warning, 
he can say anything, such as "just a minute" to reactivate the 
recorder I If for some reason he fails to say something and 
is ~ut off after nine (9) seconds he must dial again and should 
start the report from the beginning. 

4. Officets must remember that the recorder can accept only 
14 continuous minutes of dictation. Records and communications 
center personnel wl11 make every effort to change records before 
the end of each, but this way not al~vays be possible. If an 
officer's report: takes him to the asolute end of a record. he 
will hear a short ~varnlng ~ one minute before the end of 
the bel t • At th1s point I ei ther lI~vrap up" your report or 
record informat~on to ind:Lcate that the report will "continue 
on another belt II A "continuous ~yarn:l.Ug buzz" indl.cates end of 
belt. DO NOr BANG UPo 

Do not continue to dictate at this point. The attendant ~oJ'ill 
also hear this signal and ~oJ'il1 change the belt. Al1o~y this person 
enough time to do so then continue your report. If the attendant 
does not change the belt the reporting officer should hang up 
and dial the se::.ond recorder number. This will connect him 
to a new re:order. The reporting officer must therefore indicate 
wha t has happened. He may announce for example, II this is a 
continuation of a Crimes against Property Report, Brookshire's 
Warehouse", or make identifYl.ng statement. Tlus ~.fi1l identify 
his report as a continuation of the report and be started on 
another belta 

5. The at~endant can monitor incoming dictation by the attendant 
phone. The attendant can also interrupt the recording and talk 
directly ~oJ':Lth the oHicer making the report by mashing the 
interruEt button on the recorder. This mny be used for emergency 
needs or to give ~nfotmation to the reporting officer. The 
attendant can teaCClvate the record.er at the end of the two wny 
conversation by pushing the restore button. The two-way cou
verstation :an not be recorded. 

6. After completing his dictation, the officer should ~vrite 
the date and time in the upper right margin of his field report. 

6 
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HOW TO USE THE ~rn DICtATION SYSTEM 

1. There are five (5) R}rn microphones installed in different 
offices throughout the police headquarters building. This 
system will be very useful on follotV' ... up supplementary, a.nd 
long detailed reports. This system will a.lso be helpful in 
taking statements, etc. This recot:ding system should eliminate 
virtually all typing ~f reports by officers. This LBM Remote 
Hicrophone Ne twork gives each officer access to the clel:k typis t. 

TO SEIZE RECORDER 

1. Lift microphone, Ready light ~.]ill glo\V' if recorder is available. 

2. If Ready light does not glow, the recorder :t.s busy. Leave micro
phone off the cradle. Ready light t.]ill come on \>lhen recorder is 
free. 

TO RECORD 

1. Hove Operating Key to Recol:d position. 

2. Press Dictate Bar and' talk. Release bar to pause and think. 

3. For extended dictation, press Dictat~ Bar down and slide fo~ard 
into locked tnsition. 

4. Follo\., same prodecure in reporting as describcd for telephone 
recording of reports. 

TO REVIEW' 

1. Release Dictate 13ar. (If Dictate Bar is in locked posit'ion, 
slide it back and release it.) 

2. Move Operating Key to Review position. It \.,i11 llutomatically 
return to Listen pOS1tion, and you will hear approximately the 
last ten words of dlctation. 

3. For a longer review, flick Operating Key repeatedly. 

4. To stop playback, move Operating Key to Record position. 

7 
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TO EDIT 

To make corrections as you are dictating, you may record over 
an error. 

1. Review your dictation. Listen for a natural pause preceding 
the poj~t of change. 

2. Review again. Stop at the pause by flicking Operating Key to 
Record position. 

3. Press the Dictate Bar ;;lnd red:l.ctate. Any ~ dictation ~ 
replace the old. 

END OF REPORT 

If you have completed a report, letter, statement, memo, etc., 
and wish to continue dlctating: 

1. Move the Instruction Key to the Letter position. 

2. The upper half of the Index Slip is perforated. This indicates 
report length to the typist. 

If you have completed all dictation, hang up the microphone. The 
Index Slip will automatically be perforated. 

SPECIAL INSTRUCTIONS 

If you have Special Instructions - instructions omitted at the 
beginning of dictation but needed before transmission (a forgotten 
subject line), or a correction that would be difficult to squeeze into 
material already recorded: 

1. Flick the Instruction Key to the Secretarial position. 

2. The bottom half of the Index Slip is perforated. This alerts 
the secretary to listen to these instructions before typing. 

END OF BELT 

A shore warning buzz alerts you when one minute of dictating time 
reJ7'ains. 

1. If you cannot complete your dictation in the minute allow~d, 
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dictate an instruction that the report is continued on a 
second belt. 

2. Call e~t. to request a belt change. There is also a 
special signaling device button on the holder. This gives 
an audible signal to typist • 

A sustained buzz is heard when the belt is fully recorded. 

1. !f your dictation is incomplete, DO NOT HANG UP. The belt 
will be changed. 

2. A sustained buzz will sound while belt is changed. 

3. Resume dictation when this buzz stops. Dictate a statement 
that this dictation is continued from another belt. 

SPECIAL CONDITIONS 

For rush or confidential items, complete your dictation; then 
notify the center by calling ext • 
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TYLER POLICE DBPARTHENT REPpRTING GUIDE 

These instructions will apply to all members of the Tyler Police 
Department who complete any of the report forms contained herein. 

I. OBJECTIVES 

This guide is designed to provide members of the Tyler 
Police Department \\lith a concise set of instructions 
concerning the proper report forms to be used under a 
given set of circumstances as well as instructions as 
to the execution of each report form. The forms 
themselves and other material included herein including 
the descriptions of persons and property will serve as 
interviewing aids in many instances. 

II. PURPOSE OF THE REPORTS 

A. 

B. 

C. 

D. 

III. 

A. 

From the stapdpoint of members of the department it is 
important that every completed assignment be recorded. 
~his protects the depart~ent and the officer handling 
the investigation from.unwarranted accusations that 
improper police action ~as taken or that nothing was 
done at all. 

Reports are necessary to serVe as the official memory 
of the department, but bey,ond this they serve to in
sure that tha r.eport of an investigation is available 
for other ~embersof the department Who may be called 
upon to investigate the matter further. 

Even .more important, supervising officers must give 
supervision and gUidance to ~heir subordinates in 
individual investigations. One way to, accomplish 
this is to record the action taken on a report which is 
turned over to the reporting officer's superior for 
review and approval. In addition to reviewing the pro
~riety of actions taken in individual cases, supervisor 
personnel will use reports to evaluate the work performance 
of members under their command. 

Data compiled from individual reports provides a basis 
for analyzing crime, determining manpower npeds 
and assignment, and aids in budget preparations. 

THE RECORDS AND COMt-nJNTCATIONS CENTER 

Information concerning all matters brought to the departments 
attention for police action is cleared through the Records 
and Communications center. Each incident will. be assigned a 
central case number. The purpose of this procedure is to 
insure that a record is made of every complaint and that 
necessary police action is taken in each case. 



L. 

B. On all radio assignments from the communications center, 
the officer rLceiving the complaint for action has not 
completed his assignment until he has written his report 
dictated the report to central records for transcribing. 

and 

IV. REPORT FORMS 

A. 

B. 

c. 

D. 

E. 

For a better understanding of the reporting system, it may be 
observed that inc~dents brought to the attention of the depart~ 
ment for investigation are ordinarily first answered by a 
uniformed patrol oHicer. It is he \.;rho conducts the preliminary 
investigation of the matter. This involves an intervie~V' ~V'ith 
the compla~nant to obtain the full details as to what happened. 
The patrol officer then prepares the first report on the 
matter. 

Many lncldents, partlcularly those involvi~G crimes, require 
subsequent invesuganon. For the most part his follow-up 
invest~gat~on Will be performed by criminal investigative 
personnel. 

An officer responding to a complaint ~V'ill use one (,)f the 
following forms to make a record of the matter: 

TYPE :REPORT T.P.D. FORM NO. 

IncJ.dent Repott 2 , 

Crime Agalnst Person Report 3 

Crime Against Property :Report 4 

Vehicle Report 5 

Missing Persons Report 6 

D.H.I/D.U.I.D. 11 

AC':!ldent Report 13 

The use of each of these report forms as well as the supporting 
forms, the Arrest Report) Form #8. Supplement Report) Form #7, 
and property Record, Form #9. as explained in detail in this 
Manual, 

Incident Reports cover two area: (1) when used as a short forms 
(only the non-shaded items must be completed) the officer 
reports the action taken in the many and variolJS non-criminal 
complaints whiCh comprise such a large volume of thp workload 
These include nOiSY radios, boys playing ball In the street, 
barking dogs and other minor matters ~vhere there is no arrest, 
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no injury, and \.,h~y:e no additional folloty-up action is 
required. It is also used to report street obstructions, 
street 11ghc outages, etc. (2) the Inc~dnet Report is to 
be used in its long form to repott matters not appropriate to 
any other repo~t. The repo~ting officer must complete all 
items in these cases~ The Incident Report is used in its 
long form to tepott crimes that cannot readily be classified 
as those agalnst a person or property such as; br~berYI license 
violat~Qn, gambling, etC. It is also used in the long form to 
report more involved non-criminal matters such as natural Jeaths, 
accidental inju~ies and deaths (non-traffic).etc. 

F. Some cr~mes and offenses come to the patrol off~'~rfs attention 
by means of on-view arresC or a report made dire;; t! Y to the 
officer by a private citizen. Under such circumstantes, the 
Communication Division will be notified by the officer. Except 
for on-vie~., attest for dl:"mkness and disorderly conduct (discussed 
below), the officer will then prepare the nece~sary report. Some 
private citizens also will come directly to headquarters to report 
an offense in person. Under these circumstances Lhe Communications 
Division must be immediately notified of the incident and the 
appropriate report prepared. 

TABLE OF OFFENSBS ANn INCIDENTS AND RELATED REPORTS 

A. The following is a list of offenses and incidents 
generally brought to the attention of the department 
for investigation tvith an indication of the report 
form to bt? used. 

INCIDENT REPORT FORN TFD FOl.Ul NUHBER 

hoandoned vehicl~ not subject to toty Incident 2 

Abandoned vehicle 1 to be towed Vehicle 

Abandonment of refrigerator6 Incident (short form) 

Abortion Crime Against Person 

Accidental Injury or neath Incidnet 

Air rifle, illegal uses Incident 

Arson Incident 

Assault - all degrees (except Crime AgaInst Person 
assault to rob) 

Assault to rob Crime Against Person 

Attempts Report form used for 

Auto improperly pa~ked, Incident (short form) 
.complaints of; no tow 

5 

2 

3 

2 

2 

2 

3 

3 

2 
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INCIDENT 

Auto Theft 

Bad Checks 

Ball, unlawful playing in streets 

Barking Dog 

Bigamy 

Breaking and Entering 

Bribery 

Burglary or unlawful entry 

Burning trash illegally -
no arrest 

Conspiracy to commit a crime 

Child Abandonment 

Civil Rights 

Concealing death of a bastard 
child 

Confidence game 

Contriputing to delinquency 

Contributing to dependency or 
neglect of children 

Counterfeit money or securities 

Crime against nature 

Crulety to children 

Damage to property 

Dangerous excavations 

Dead on arrival - non-criminal 

Discharge.firearms in city 
no assault 

-4-

REPORT FORM TPD FORM NUHBER 

Vehicle 5 

Crime Against Property 4 

Incident (Short form) 2 

Incident (Short form) 2 
I 

Incident 2 

Crime Against Property 4 

Incident 2 

Crime Against Property 4 

Incident. (Short form) 2 

Report for crime involved ALL 

Incident 2 

Incident 2 

Crime Against Person 3 

Crime Against Property 4 

Incident 2 

Incident 2 

Incident 2 

Crime Against Person 3 

Crime Against Person 3 

Incident 2 

Incident 2 

Incident 2 

Incident (Short form) 2 
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INCIDENT REPO:R.T FORM 

Disorderly conduct complaint Incident (short form); 
or Arrest· 

Disturbance, no assault Incident (short form); 
orlArrest 

I 

Dog bite Incident 

Driving wi thou t o~V11e r 's cons en t 

Drugs - narcotics 
Driving while intoxicated 
Driving under influence of drugs 

Drunkenness complainl 

Embez?ilement 

Extortion 

False bomb alarm 

False fire alarm 

False pretenses 

Family argument -
No assault - No arrest 

Fire - Assist with traffic 

Fire - injury or suspicion of 
arson 

Firearms - illegal possession 
or use 

Forgery 

Fortune - Telling 

Found property 

Fraud 

Gambling and related offenses 

Gas leak 

Homicide 

Horn blowing 
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lnc'ident 

Incident 
DWI-DUID!traffic Case 
(DUID) 

Incident or Arrest 

Crime Against Property 

Crime Against Property 

Incident 

Incident 

Incident 

Incident (short form) 

Incident (short form) 

Incident 

Incident 

Crime Against Property 

Incident 

Incident and Property 

Crime Against Property 

Incident 

Incident 

Crime Against Pfrson 

Incident (short form) 

TPD FOru!NtJ~fBER 

2 or 8 

2 or. 8 

2 

2 

2 
11 

2 or 8 

4 

4 

2 

2 

2 

2 

2 

2 

2 

4 

2 

2 & 4 

4 

2 

2 

3 

2 
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INCIDENT 

Hotel fraud 

Impersonation of Offic~r 

Incest 

Indecent exposure 

Junk dealer, violations 

Kidnapping 

Larceny - all types 

Lewd phone calls 

License violations 

Liquor violations 

Live wire, dangerous; 
no injury 

Lpitering 

Lost person aided 

Lost property 

Halicious mischief 

Hayhem 

Hental illness - not transported 
by Police - no injury 

Missing persons 

Non-support 

Obscene matter 

Peddlers, all types 

Peeping tom 
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REPORT FORM TPn FORN NUMBER 

Crime Against Property 4 

Incident 
2 

Crime Against Person 3 

Crime Against Person 3 

Incident 2 

Crime Against Person 3 

Crime Against Property 4 

Crime Against Person 3 

Incident 
2 

Incident 
2 

Incident (short form) 2 

Incident (short form) 2 

Incident (short form) 2 

Incident 2 

Incident 2 

Crime Against Person 3 

Incident (short form) 2 

Hissing Person 6 

Incident 2 

Incident 2 

Incident (short form) 2 

Crime Against Person 3 



INCIDENT REPORT FOR}! 

Poisons - unla~vful sa.le or 
possession Incident 

Perversion Crime Against Person 

Pickpocket Crime Against Person 

Prostitution complaint Incident 

Prowler - no arrest Incident (short form) 

Purse-snatch Crime Against Person 

Radios, loud-no arrest Incident (short form) 

Rape Crime Against Person 

Relocations, cars moved as a 
convenience (not impounded) Incident (short form) 

Riot Incident 

Robbery-armed, unarmed or 
by putting in fear 

Safe cracking 

Seduction 

Sex offenses 

Shoplifting 

Sick or injured person-aided 

Sidewalks - obstructing, 

Crime Against 

Crime Against 

Crime Against 

Crime Agains t 

Crime Against 

Incident 

Person 

Property 

Person 

Person 

Property 

mf&using, etc. Incident (short form) 

Stinkbombs, depositing Incident 

Stolen property-receiving, Incident 
possessing, etc. 

Stray animal Incident (short form) 

Suicide Incident 
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INCIDENT REPORT FORM TPD FORH NUNBER 

Suspicious person-no arrest Incident (short form) 

Swindling Crime Against Property 

Tampering with auto Vehicle 

Televisions, loud-no arrest Incident (short form) 

Threatening phone calls Crime Against Person 

Theft - all types Crime Against Property 

Ticket scalping Incident 

Tow in-vehicle Vehicle 

Weapons, carrying or possession Incident 

B. In many instances combinations of offenses will 
be present in the same incidnet. Hhen this occurs, 
the offense considered the most serious takes 
precedence in the selection of the report form to be 
used. Only one form should be used in a multiple 
crime case; however, forms for other crimes involved 
should serve as guides as to the pertinent information 
to be obtained for recording on the case report 
form selected. The form used, of course~ has no 
relationship to the criminal charges contemplated or 
filed. 

C. It should be observed that no Incident or other report 
need be prepared for on-vie,,, arrests for drunkenness or 
disorderly conduct. The wreck report alone is considered 
sufficient to record this type of offense. When a citizen 
complains about these matters, however, an Incident Report 
should be completed. 

VI. ITEMS COHHON TO HOST REPORTS 

A. Legibility 

The field reports illustrated herein are to be prepared by . 
the officer in the field. He will use these reports as his. 
field notes. They should be legible enought ror the officer 
himself to read. He ,.;rill call this report in from the field 
and dictate thiS 
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in£ormat~on to be transcribed by records personnel 
onto the office form. Any correction to the report 
must be made before the officer ceases duty for the 
day. The reporting officer will affix his signature 
to the reports before he ceases duty for the day, 

B. Case Number -
If the number is available to the officer) it should 
be inserted. It can be obtained from the communications 
center. If unknown to officers conducting preliminary 
investigations, leave blank and thlS will be completed 
by revi6'tY'et. 

C. Names 

All proper names, including names of businesses, must 
be spelled out in full. In rec..o,rding pl:oper names, 
the las t name is lis ted fil:S t, follo~.,~y the firs t , 
name and middle name, The last name is to be printed 
in CAPITAL letterS:--

D. Addresses 

The apartment, suite, or room number is an integral 
part of an address, Ml1itary personnel must be 
identlfled by unit number and the name of ship, 
station, or military installation. Indicate each 
address by street number, and 'tV'here no street number 
is available, use the d~stance and direction f~om a 
knotm ge::>graphical location. Add:resses recorded in 
the l..,locks p:covlded should represent the permanent . 
residen~e address. If the individual is temporarily 
staying in the cHy, this temporary address should 
be indicated under the narratlve section of the 
report if sufficient space is not found in the block 
for address. For example, an address might be 
recorded as "157 Pine Street, L~tt:l.e Rock, Arkansas, 
temporarily as Carlton Hotel," Indicate Zip Code. 

E, Telephone 

Include extension number t"hen applicable, Shm., the 
abbreviat.ion for the exchange, for example, for 
Halnut 2-/1747, extension 258, tV'r~tc "lolA 2-4747/258,11 
For numbers ",here the exchange prefJ.x has been 
converted to numbers) the. entry might be "922-4741/258,11 
If out of totV'n number, insert the area code number. 
The entry might ~e 214/ 0 22-4747/258. 

-9-



F. 

G. 

H. 

J. 

The numbe~ of the month followed by the number of the 
day and the last ~wo digits of the year is the 
propel order' of recording the date. For example: 
May 29, 1971 would be 05-29-71. 

Military time units will be used in the program rather 
than A/H-P 1M < 

Hilitary time is def!ned from 0001 mi~ (1 minute 
past midnight) t) 2400 hours (12 midnight). See 
Supplement A. 

Obt&in . D,S ~omple.t.e in:Eormation. as possible keeping 
in mind the instru.tions above as to names and 
addreS$es. Record $ex~ race and age uS1ng standard 
abbreviations. The general descrlPtive lnformation 
as to witnesses is often pertinent when it is later 
necessary to locate a witness for interview or to 
testify 1n court. If the spa~e IS inadequate~ 
record the Info!mation as to additional 
witnesses in ehe narrative. 

Sectivn 

This is the section number ~."hete the incie:, 
occurred. Thls may be different fcom1the section 
whe<re the reporting officer is assigned for duty. 
The space preceding the block fnr entering the section 
number is for the reporting officer to record the 
shi:t he is working. 01, (2, or [3. 

Sex, Race, and Age 

The sex, race and age of suspects and witnesses 
should be obtalned as accurately as ~his can be 
accompliahed thr~ugh observation, intervietoJ, or 
by question1ng pers0ns wh~ might be able to provide 
this informacion. Hlth reference to v1ctims, this 
information should be obtalned Factful1~, by 
interview, or if refused, by obs~£vation. In 
recording these data, the following standard 
abbreViations will be used: 

Se:~: Hale - H 
Female - F 

-10-
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Race: 

Age: 

White - \V 
Negro - N 
Mexican - Mex 
Chinese, Japanese or 
other Oriental - a 

Puer~o Rican - PR 
Amercian Indian - Ind 
Other Races - Oth 

This is the age of the individual 
las~ birthday. A spread of years 
used ~vhen a.ge must be estimated. 
example, 25-3Q._ 8ho\\1 the date of 
when this can be obtained. 

f)ccupations 
. . . 

on his 
may be 
For 
birth 

A number of tl)e Iepo'ct forms provide for recording 
the occupation of individuals. Record the general 
line of \\1ork by means of which the person ordinarily 
earns his livelihood. For example, B bricklayer, 
even ,if currently unemployed ~vould be sho~vn as 
"bricklayer"" An officer in a bank ~vould be shmvn 
as a IIbanker", ~vbile a bookkeeper in a bank would 
be sho1;<1o as "bookkeeper". If the individual is 
unemployed by .reason of retir.ement, the word 
"retiredl\ "'lould be indicated. In cases of unemployed 
married women, the entry would normally be "housewife". 

Value 

Indicate the total fair market value for articles 
subj e:::t to depreciation. Use co,st to merchant 
(wholesale price) in thefts from retail stores, 
warehouse, ~tc In case of stolen vehicles, 
headquartets should enter from current Blue Book 
bases on make$ model, year, etc. Concerning checks, 
se'::'uritie8 and non-negotiable instruments, the value 
is the cost of the paper only (usually five or 
ten cents per item). The face amount, or dollars 
and cents sum for ",vhich drawn, is indicated in the 
narrative (or in proper item if Crime Against 
Property Report is required). 

Boxes Generally 

1. General inst:ructions fl.n" completing. item boxes 
are presented herein for all report forms. Thq 
basic rule in reporti'l1g is that all boxes must 
be completed, if possl.ble. Hot.;rever, there are 
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... _c.c····--~iiiiilJ •...•. _____________ ~_ 

instances where boxes by their very nature do not 
apply to the particular case being repor.ted. 
Under these circumstances it is impossible to 
fill in the boxes and they should be marked 
liN/A" to indicate the box was considered but 
was "not applicable. II 

2. Except in those instances where the nature of 
the report or. circumstances clearly indicate 
otherwise, all boxes muse be completed with 
either the information or one of the following 
terms: (1) None, (2) N/A, (3) Refuse, or 
(4) Unkno~m. In cases ''lhere the ''lord lIunknm'ln" 
is entered, the reason therefore should be 
explained in the body of the report. 

3. If any box provides inadequat.e space in a 
particular case, note in the box the words 
/'see belm'l" and record or continue the details 
under the "narrative" (inserting the number of 
the box continued under "item no." in the left 
column of the narrative). 

Signatures 

An investigating officer dictating a report should 
sign.it and indicate his number in the space 

. prOVided. If. the report is a joint investigation 
by tw'O or more officers, both or all should sign. 
If, in ans~'ler:ing. a complaint, a second car is 
assigned and a third or fourth officer conducts 
some investigat10n pertinent to the case, the officer 
covering the beat of occurrence (or if he is not 
available, the first car to arrive at the scene) 
should assume responsibility for obtaining the 
pertinent information from other officers and 
executing the required report. Officers assisting 
j.n the backup will prepare only an Incident Report 
to show this activity. These reports will be 
signed at the end of ~he shift. 

Supply of Report Forms 

1. Immediately following the instructions as to 
the preparation of a specific form printed on 
the tabbed divider in this loose-leaf reporting 
manual there should appear a small supply of 
blank forms of the type to Hhich the instructions 
apply_ Hit:h the manual open to t.his point, the 
"Form Prepc"'ation Instructionsl) appear immediately 
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opposite the form to be used by the.officer 
reporting on an incident of that particular type. 
Under this procedure, reporting officers may 
execute a report form in each case ~vith the 
instructions as to the preparation of the form 
immediately before them. 

2. At the beginning of their tour.s, of duty, members 

DESCRIPTION 

A. Persons 

.of the departmenc are required to insure that 
they have available an adequate supply of forms. 

For the purpose of report-~vriting, it . is .. essential 
that the description of any person ~vho is the subj ect 
of police attention be detailed and complete. 
Emergency descriptions identifying a fleeing suspect 
obtained for immediate broadcast should.be supplemented 
by further questioning of complainant. or \vitnesses, 
before the officer submits his report. In addition 
to NAME, NICKNAME, AND ADDRESS, the description must, 
if possible, include: 

SEX: 

RACE: 

AGE: 

M or F 

Use common abbreviations, such as W-N
PR-Mex.-Oth. 

A span of ages may be used if the exact 
age is unkno~vn, such as 25-30. Use the 
exact date of birth if kno~vn. 

COMPLEXION: Use positive te'rms, such as Light, Brn., 
Olive, Ruddy, etc. 

HEIGHT: 

WEIGHT: 

BUILD: 

HAIR: 

Obtain by comparison with yourself or 
others present. Sample entry: 5'1111. 

Oln:.ain by comparison. tvith yourself or 
others presenc. Sample entry: 185 lbs. 

Use explanatory terms, such as slim, 
husky, etc. 

Include here the t:.ype ,. such as s traigh t, 
curly, kinky, etc. Include the condition 
of baldness, such as Frontal - Total
Crown. Note the type of haircut and 
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B. 

C: 

EYES: 

possibility of a wig. Give color. 

Describe shape and color. Note suspect's 
use of glasses. 

CLEAN SHAVEN: Yes or No. If No, describeo 

PECULIARITIES: Hhat is unusual about subject. For 
example, amputations, nervous tic, 
peculiar mannerisms or movement, gold 
teeth, prominent scars, deformities, 
speech oddities, tattoos, etc. 

Clothing Horn by Subject 

Clothing of the subject should always be. described in 
order, from hat to shoes. In addition to identifying 
the articles by name such as "hat, coat, dress, slacks," 
be sure to include: 

STYLE: 

COLOR: 

Single-breaste.d sport coat, fingertip 
mink stole, etc. Include hat style and 
color. 

Bro~vn and ~olhi te tweed, dark green satin, 
flowered print, red on green, etc. 

IDENTIFIABLE 
DEFECTS: 

Ripped left sleeve, grease spot on 
back, etc. 

JEHELRY: Lodge pins, emblems, rings, bracelets, 
necklaces, etc. 

Clothing Descriptions - Generally 

Give name of article to be described. In describing 
men's, womenvs, children's or infants' clothing, 
always indicate size, color, maker's label, laundry 
or cleaner's marks, and kinds of materials. 

MEN'S SUITS: State whether double or single-breasted, 
number of buttons, ~olhether t~.,o or three piece (coat, 
vest, and pants; or coat and two pair of pants), 
~olhether evening, street, or sport suits; state kind 
of lining, if any, plain or pleated trousers, if 
known, etc. 

MEN'S COATS: State 'olhether overcoat, short jacket, 
raincoat; single or double-breasted; indicate type of 
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trimming, lining; !lisa if belted. 

HEN'S HISCELLANEOUS CLOTHING: Include shorts, shirt, 
socks, sweater, ties! shoes) s'carves. pajamas ~ . 
dressing gown, etc. Describe completely. 

WOHEN'S DRESSES!. State. whether evening, street, house 
or suit; kind of trinuning, if any (such as fur, lace 
metallic, contrasting or self trim); one or two piece 
style. 

\~OHEN' S COATS: State whether full length or short; 
princess type, box type s,,,agger; ,,,hether eveni.ng, 
sport or dress type; give full description of 
trimming, buttons, etc.; indicate color and k.ind of 
lining. Give complete and full description of fur 
coats, kind of fur, lining, etc. 

WQt.!EN'S H!SCELLANEOUS CLOTHING: . i~clude lingerie, 
under,,,ear, pajamas, stockings; shoes, socks) sweaters) 
scarves, shawls, waists, sk1rts, kimonos, housecoats, 
play-suits, slacks, etc. 

CHILDREN'S AND INFANTS' CLOTHING:. }foJ.1m~ general 
descriptions as given for men's and women's clothing. 

Jewelr.y Descriptions 

After giving the name of the article to be described, 
include the following ,,,hen it is part of the description: 

1. Color(s) and k~nd(s) of metal(s). 

2. Number, kind, color, and size of stones. 

3. Type of mounting; filigree, plain, engraved, etc. 

4. Type of setting; basket, tiffany) sunken box, etc. 

5. Inscriptions; dates, engravings, initials, serial 
numbers and j mY'eler 1 s marking. 

RINGS: State kind of metal, kind, size, and number 
of stones (diamond, ruby, etc.), whether plain, 
engraved or filigree, and any je,,,eler's marks, 
inscriptions or initials. 
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WATCHES: State make (Elgin, Hamilton, Waltham, etc.), 
movement, case and jew'el numbers;. size of ~"atch, 
type of case (open faced or hunting) number of 
adjustments, if known; ~"hether plain or engraved or 
set with stones. If it has chain or wrist band 
attached, describe giving color, material, length, etc. 

NECKLACES: State length, ~"hether 1, 2, 3, 4, 5, or 
.6 strand; ~"hether matched or graduated stones or 
beads; ~"hethar strung on thread or chain (giving 
kind and ~olor); describe clasp. 

PENDANTS: State size, and shape; ~"hether strung on 
chain, ribbon. cord, or thread; give color and type; 
describe clasp. 

BROOCHES AND BAR PINS: State size and shape; ~"hether 
plain, engraved or filigree; also whether pin has 
safety clasp attached. 

STICKPINS: State size and shape; kind of stones; 
state whether safety clasp attachedo 

BRACELETS: State ,,,idth; ~"hether link, filigree, 
solid, flexible or half-clasp type; whether plain, 
engraved, or stone set; ,,,hether safety chain attached and 
type of clasp. 

EARRINGS: State style and length; whether screw, clasp 
or pierce type; describe stones, color, etc. 

E~mLEMS, CHAID1S. LODGE PINS., ETC •. Stfl~e size and 
shape.; name of lodge, fraternity or cluh: (Hasonic, 
Elks, Eagles, etc; Phi Beta Kappa, Sigma Chi, etc; 
Nurses or Military Service pins; American Legion, etc.). 

BUCKLES AND OTHER MISCELLANEOUS ARTICLES OF Jm.;rELRY: 
State size, color, shape, stones, etc. 

NOTE: If any of the above ar.e matched sets (ring, pin, 
necklace, earrings, bracelet, etc.) so state. State 
~"hether costume, antique, or modern-type j et"elry. 

CAUTION: tfuen officers are personally de$~ribing items 
'Ofrecoveted j e~"elry in Property Reports, indicate 
colors rather than materialso Example: "Brooch, 
yellow colored metal red and 1"hite stone" NOT "Gold 
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I,>in with rubies and diamonds." 

Household Articles 

Give the name of the article being described. 

RUGS: State size; color or combination of c('lJors; 
plain or deslgn; whether domestic Dr oxiental; type 
(AY.l1linster, thlton, Broadloom, etc.); give maker's 
name when know; whether fringed or bordered; cleaner's 
marks; also all other marks, such as stains, tears, 
mends, etc. 

BEDDING: IncJ.ude sheets, pillo~olca.ses, blankets, 
spreads, quilts, comforters, mattress covers, etc. 
State 'olhat article is, then give a complete description 
of size, color, material, cleaner or laundry marks, 
and monograms 1f any. 

DISHES AND GLASSHARE: State \olhether complete sets, 
giving pattern and number of pl.c.ces (both china and 
glass); state whether porcelain, pottery, cut glass, 
blo\olD glass, or just ordinary china or glass. Give 
make.:'s label or mark, monogr.ams or other marks. 

SILVERt~TARE: Includes flat\olear (table silver.', knives, 
forks, spoons, etc.), as 'olell as hcllo,ol-·,,,are (coffee, 
tea and ch~colate sets, and complete silver services). 
Give maker'8 label, kind of Silver, (Sterling, plated 
or pewter) j o\\'ner' s initials or other inscriptions; 
type of pattern, and number of pleces to set. 

CLOCKS: State kin~, color, size, movement and case 
numbers if kuOtolD; f,hether china, pot:celain, bronze, 
iron, \olo.od, plu<:!cic, glass, leather, etc. State 
whether mantel, kitchen, boudOir, grandfather, 
traveling, etc. .. ; give maker's L.lbeJ.; state \olhether 
a-day type; and if chime clock, kind of chimes, 
Westminster, etc.) 

FURNITURE: State 'olhat article is; then give complete 
description, stating kind of wood or mc.tal, color, 
kind of materlal covering, and trimming. In cases of 
matched sets, such as b~droom, dining or living room 
furnlture, give number. of pieces in set, and sta.te 
numbar of pieces stolen. 

PIANOS I RADIOS. AND TELEVISIONS: Pianos - s tatE~ 
maker's label and serial number if any; state :tJ: 
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uprigh t:, baby grand, spine::., e'C.c. Radios and te.levisions
ShOvl maker's label, serial number,. number of tubes; . 
whether console, table model, midget, transceiver, 
pOltable, low or high-boy type; size of screen, etc. 
Give kind of woed or metal; show color, and kind of 
trim, if any. 

~AMPS: State kind, i. e~ floor, bridge, table or 
h.:>udoir; give. kind of \vood or met.aL; number of globes, 
whether: reflecr.or type; if it has a base. light; kind, 
color and siz.!? of shsde" In case of table and boud,;)ir 
lamps, state tvhet.her st.atuaty, glass, china, pottery, 
0.1: metal base. 

MISCELLANEOUS~ Includes ornaments, picture, sta'C.ues, 
brie-a-bra:::: Des~ribe in der.ail, s.tat.ing part:icularly 
any labels 2 serial. numbers or other identifying marks. 

Other Property. 

Give name of article to be de8cribed~ 

FIREARHS: Sc..atemakl?r's name; caliber. o.r gauge; col.or 
of metal; setial numbers, type of handles or stocks; 
any marks, inSClCiptions or initials. State whether 
revolver, automatic pis~ol, pumpgun, rifle or shotgun. 

TIRES: ·Slate.size, maker's name,. color, tread and. 
serial numbers, if available, and state. t.,hether 
mounted on rim 'Wi'C.h wheel and t~:r.e or alone. 

DRUGS! State amount f kind, manufacturer, contaIner, 
size, valuation and any other descriptions available. 

CASH REGIS!ERS, ADDING HACHlllES, T.ypm~ERS; . 
BOOKKEEPING lv1ACHINES, CALCULATORS. CHECK PROTECTORS 
AND OTHER OFFICE MACHINES: Seate make.c's name, s~ze, 
model and s~l numbers,c'o'lor" '~tc • Also any other 
marks, labels, or inscriptions. 

CAl-tERAS AND EQUIPMENT: _ - PROJECTORS AND GASES: 
State maker's name, rrlodel, number., serial number, lens. 
'ntimbe~s 'and 'names: and shutter numbers. "Type' of camera 
(movie> CIne, Graphlex, box, folding, etc~) Stat.e 
kind .of mater:l.al (wood, metal or leacher) of: boch 
camera, projector and case. 
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F. Other Property (Continued) 

,ELEC'TRICAL EQUIPHENT: Includes toasters, irons t cur:
ling irons, bUlbs, sockets, generators, motors, waffle 
irons, percolators, portable Nater heaters, bottle 
warmers, refrIgeratOrs, etc. State maker's name, 
kind of material, color, size, modal and ser~al 
numbers, wat'cage, voltage, and any ~nitials or other 
marks or inscriptions. 

BUILDING EQUlfMENT: Includes lath, Wlre, plaster, 
brl<.ks, St.UCC.~I, glass, marble, lumber, roofing material, 
paint, nails, c~ment, etc. Give sl~e, color, maker's 
name, number or amount of articles lost or stolen, as 
well dS any lor. or serial numbers aval.lable. 

OPTICAL GOODS: Includes spectacles and cases; opera 
glasses, blnoculals; telescopes and cases, etc. State 
maker's name, color, material of article, as well 
as case; serial and model numbers (power number or 
size in case of binoculars, telescopes, etc.), 
initials or other marks of idenuflcation. 

BOOKS: State name of book, author, publisher's 
name if known, color and kind of material of binding, 
also apprOXimate size of bo;)k, as ~vell as any \vr~ter. t s 
InscILp~10ns, such as owner's name, book-places, or 
author's sl~nature (first edltlons). 

DOCTOR'S AND DENrIST'S INSTRmfENTS: Includes stetho
SC6peS, blvod-cestlng apparatus, hypo-needle outfits, 
ecc Sta~e maker's name, Size, serial numbers, model 
numbers, macerlal color and marks of ldentlficacion. 
Also show case size and color. 

MUSICAL INSrRUHENTS: Includes bcmjos, saxophones, 
gUitars, trombones, trumpets, vlol1ns, clarinets, 
pict)Loe, tlutes, etc. State maker's name, color, 
material, number of other marks of identiflcatlon. 
Also deG~tibe carrying cases. 

KNIVES: (OLher than table), such as hunting, pocket, 
butther, et~. Staee color, kind of material of 
handles, numbers, maker's name, inscrlptions, etc.; 
also describe ~at!ylng case, it any. 

PENS AND PENClLS: lnclude fOuntain pens, pen and 
penell desk sets, ecce G1ve maker'd name, c~lor, 
whether man's or woman's, numbers, initials or other 
marks of ident~tlcation. 

-19-



L ~] 

[ ~ J 

L~l 
]' l~r 

LJI 

F. Ocher Propen\! (Connnued) 

SMOKING MATERIAL: Includes pipes, tobacco, cigarettes, 
Cigars, lighters, cases, etc. State color and size of 
pipeS; amount 01 tobaGcc; number of cigars or cigarettes 
(box or package 02: humidor jar), maker's name, et.c. 

SEHING MACHINES: Stace maker's name, brand name, serial 
numbe!" of both mCichine and motor tif electric); Hhether 
wood or metal; table, desk, or portable type (or old 
fa,3h~v!i.ed 'Cl.eaci.Le Lype) bnd any other marks or inscripcions. 

SPORtING GOODS: Includes !lsh~ng poles, tackle, lines, tents, 
awnings, ak~s, snow shoes, r.oboggans, etc. State maker's 
name, numbers, color, kind of material, initials or other 
insc..cipt~ons. 

GROCERIES: State kind of article, brand label, number of 
eaGh l~st or stolen, and any other general description 
available. 

TOLLEr ARrlCLES & COSMETICS: Includes brushes, combs, 
mirrors, perfume bo~tles, m~nicu.ce sees, powder, perfume, 
cold cream, shampoo, ~oothpaste, lipstick, hair Oil, soap, 
etc .. Scate size, color, material, maker's or brand 
name, ~nltials, numbers, or ocher marks of identlf~cations. 

TOOLS: in_lude carpenter, plumbing, electrician, 
maclun16t, me..:hanic, ecc. State kind of tool, serial 
number, make! ot. brand name, in~t.~als ;)l:' other marks 
of identification, Stat.e number of t~ols lost or 
stoLen, and size. 

ANIMALS, BIRDS &. .HSH: Include dogs, cats, horses, 
pigs, ~ows, f~u~tty, b1rds, goldtlsh, ecce State 
kind :m ai, im.; 1., b ~rci 0 r. fiSh, IS ize , colo·r, name, 
age, l~.::ense number, if any, and other descripuon 
8vaLLo.ble. 

AOTOHOBILE .;UPPLIES & EQUIPHENI: tOther than tires). 
Includ~6 sPOtL1ghts, wheels, tubes, carburetors, spark 
plugs, bumpets, etc. State Size, color, maker's 
name, ser~al numbers, number of articles, and other 
marks of identificatiOn, 

LEATHER GOODS: Includes trunkS, SUitCaSes, purses, 
brlel~ases, sample cases, belts suspenders, Gladstone 
and BObton bags, saddles, billfolds, etc. State si2e, 
color, maker's name, serial numbers; initials, or 
other identifying matks. 
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IMPORrANr: On all articles listed, no maner ~qhat 
they may be, ah.;rays show the maker's or brand name; 
serial ,lOd model numbers; size and color; and valuation. 
Show any inltials or other marks of ident.ification 
which may have been added after purchase of arucles. 
If owner Is not sure of valuation, give approximate 
valuation, in line with department policy regarding 
value af porpercy lost or stolen. 
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VIII. OFFENSE REPORTS - GENERAL PREPARATION INSTRUCTIONS 

Adult - Juvenile - Check appropriate block. 

Section - Indicate the section or post of the location of occur
rence. Office personnel will insert the correct number for the 
Reporting Areno Shlft - Indicate shift - #1; #2, #3 - Report 
Area - Indicate seCtion or area of city. 

Items 1 through 40 are standardized on all offense forms to facilitate 
reporting and can be IBproduced as index cards. 

1. Number - Insert number if kno~m, otherwise leave blank. 
Case - This enn be completed by clerk typist. 

2. Offense No, - Use code number for offense. Use uniform crime 
class~fiCat~On code as directed by department. 

NOTE: See attached Crime Classification Guide-Supplement A 
.. 

3, Name - Prlnt the last: name, first name, and middle name 
of victim or missing person. After the middle name indicate 
"Mrs." or "Miss" fot: temales, and if military personnel are 
involved, include tank and serial number. If the victim 
is a bUSiness, lnsert here the complet~ firm name (Reporting 
person's name will be listed in ltem 10). 

4. Res. Phone - Residence phone of victim. 

5. Address - RecJrd the complete street address, including 
building, room or dparcment number. Include the name of 
the city if other than Tyler. 

6. Bus. Phone - Business phone number, including extension, 
at victim's place of employment or school. 

7. Employer - Name of company, business, etc., where victim 
employed or name of school which victim attends. Include 
name of c~ty if outside. 

8. Sex - Race - ~~ - Self-explanatory. 

9. Location - Record the exact address~ including the building, 
room, or aparcment number. If location ~&nnot be identified 
l'oy an address, show the distance and direction from a known 
point., 
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11. 

12. 

13. 

14. 

15. 

L 16. 

17. 

l 
18. 

19. 

L 
l 20. 

L 
l ~ 1 

Comp's OC(.upatlon - Indicote the occupation of the complainant 
(victim) such as "eleccricianj" "attorney;" "laborer;" etc. 

Houts of Employment: - Indicate usual hours of employment or 
school at.tendCtnc~ to assist fol1m'1-up officers in contacting 
the complainant. 

_~obrietY - Indicate ~-1hether the complainant ,'1as sober (sb'r); 
had been drinking (HBD); intoxicated (intox) or unknmm 
(unk) • Use nauat.1VE: to explain furthe.r if necessary. 

Reporting Pe(son - lndicacd name of person reporting the 
offense if other than Vict.~m. If victim re.ports offe.nse 
indicate "same as above." Record the full name) last name 
first, of the person ~olhO diocovered the incident .---aecord 
title and or tc~aE~onship to the injured party. 

Res. Phone - Indlc~ce home phone of reportee. 

!eporting Pe(s~n~s Address - Indicate residence address of 
reportee. It ..... lcum i5 reporting offense "md reSidence address 
is the same) slmply indicate "e-ame." 

Bus. Phone. - Indicate business phone of reportee. 

Date and Time Oc.:urced - If kno~m) indicate as requested. If 
unknown estimute as accutately as can be determined. 
Use a range 1f necessaty: 5:30 a.m. to 8:30 a.m. 

Date and Time Repo~ - Indicate the date and time the police 
were notified vt the lncident. 

Date and Time Pollee. Attived - Self eXplanatory. Enter date
example: ~lay l5,1971 - 052571 - Use military time - example 
1:00 PH 1300. 

Crime and In:.ldent - Record here the general category of the 
offense. itt pd,entheses in same block lodicate any sub-category 
which mlght as&lSC ln a more specifiC classification. A few 
examples ot CCime c~tegoties and possible SUb-classes are 
provided be..J.o~'1! . 
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21. 

gRIHE AGAINST PERSON REPORT 

Homicide 

Rape 

Assault 

(Murder) 
(Hansl,lughter) 
(F;:'~:cible.) 
(Statuto:cy) 
(Aggravated) 
(Simple) 

CRIHE AGAINSr PROPERTY REPORT 

BorgIa!), 

Latc.~ny 

VEHiCLE REPORT 

Stolen 

(D~'lelling House) 
(Commercial) 
(Shoplifting) 
(Auto Accessories) 
(Bicycle) 

Auto (Unauthorized Use) 
(Recovere.d Stolen Auto) 
('row-in) 

MISSlli<LPERSON REPORT 

Hissing 
Person (Infant) 

(Juvenile) 
(Adult) 
(Adult ''lith Disability) 
(Runaway Juvenile) 

Note: 
In narrative: Indicate ,,,hether unlawful; forcible; attempt; 
confirmed; • 

Claasi~icatl.on - Report~ng officer should leave item blank. 
Report-.review "tf~cer assigned to central records should 
classify the report 1n accordance with the provisions of the 
National Un~£orm Crime Reporting System (as explained in the 
Report:ing Handbo~k published by the FBI). He should then 
insert the prcper Patt One or Part Two Offense here. In 
non-criminal matters an appropriate brief and uniform 
description of incidents t'lill assist in summarizing depart
ment activities. See Supplement A 
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22. Location or T~ot Premise - Indicate type of place where 
incident occurrBd, For example: "open field"; "parking 
lot"; IIpr ivate hDme"; "public street"; "bar"; "retail store"; 
"public school"; t::!tC, Do not indicate address of occur
rence here. ,This 1s reported in box 9) 

23. &24. Vacant 

25. Vehicle Used - Descllbe fully vehicle used by suspects in
volved in the in~~d6nt. 

26. Suspects - lci~ncity suspects by number, name, address, sex, race, 
age, height, we~ght, ha~r, eyes, complexion, clothing, identify
ing characterist~ces. If arrested, show only name, address, 
sex, race, DOB, bu~king number and charge. (Other data will 
be included on the Anest Report.) Use "Narrative," and Supple
ment Report if add~ti~nal space is required. If citation is 
issued - give number. In narrative show number of offenders, 
their race, sex, age, (if possible). Use span of age if 
necessary. Give complt:te description of the suspect in the 
narrative and undt:rs.:are, This should be re\vorded at first 
of narratiVe in .::l!dar that it may be indexed. 

27. Name - Indicate here the names, addresses and phones of additional 
victims, and w1t.nesses who hav,- information concerning the 
inc~uent, and the name of parent or guardian if applicable. 
Under remarKS, briahy describe the connection of \vitnesses to 
the incident: Cvde: V - ViC'Cl.m (Other than in block ill) and 
show sex, la:..c:, 0.5e, H - Hitness; P - Parent or Guardian. 

Note: Some or the offense reports do not have enough room 
in this spa.:c '1:0 give tull information or additional ~'lir.nesses, 
victims, patents v! guardLans. Complete this item in narrative 
giving hem number and ~ode above. 

28. Nacrat.ive - (1) Use this space to expand or continue any of 
the items in the report where additional space is required. 
Insert number ·.)f item conunued in the left column. This tV'il.l 
include addit.ional victims, ~vitnesses, suspects, etc. if, the 
same fo!m o~\tlined .~n Hems 25-27. (2) Descnbe details of 
the inc.ident.. (3) Descnbe and indIcate disposition of property 
and evidence 0 ~U~e Property Form when applicable.) 
Use this sect~on tv complet.e all information as needed to 
anS\ver t.he above numbered ieems. All stolen property 
connected ~V'it.h t.his c('>se ~'lill be listed under the narrative 
giving type vf prc.perty - le. - clothing, fUJ.:'niture, jewelry, 
identifying marks will be given. 
Example: 
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a. 

b. 

c. 

d. 

e. 

f. 

g. 

h. 

i. 

j. 

k. 

1. 

. , 

Watch, wrist - Acutron movement #131181 - Yellow gold, 
Black olligacor band - initials CH carved on inside of 
band. Squat.e shape - numerous dents in back - small 
chip J.n crystal near winding stem. 
Under3core movement: and serial nu.,1ber. 

If possible get complete statement from victim. 
(Statement: made relative to the offense). Ask if the 
person will give a formal-statement (under oath) to 
support the vrfense. 

Gat statement ftom repartee #7 (if other than victim) 
Statemen~ telatiVe to offense - Ask if a formal 
statement can be obtained (under oath). 

Get statement irom witnesses - First get name - last 
name 11r5t, mJ.ddle - Relationship to victim. Residence 
address - phone; Business address - phone; race t sex, 
age, (any other information that can be used if the 
person is contacted at a later date.) 

In cases 1nvDlv1ng sex offenses record the manner in 
whic.h the vJ.ctim Colas approac.hed by the offender, the 
place ~vhere he entered the bUilding or car, and the 
ditectlon !:rom which he came. 

Describe the exact location of the victim at the 
time ot the attack. 

If a i:1.tearm, kn:1.£e, or similar dangerous \Veapon was 
used in the cl'ttcSlCk, describe the \Veapon. Indicate the 
manner in which the weapon was used. 

If victim was hospitalized) identify the hospital. 

If representatives of the Detective Division or 
Identiitcat.:i.on Dl.vision \Vas notified, shmv the name of 
the person called and the eime of such nocificat:Lon. 

Indicate 1.f the scene ~vas photographed. Who by? 

Here lat.ertt prints lifted? Hho \."ly? Are prints legible? 

t~as SCene sker:ched? Heasurements recorded? Cost made? 
Other physical eVidence obtained? 

If some0ne of higher rank came to the scene and took 
charge of the case, or if a der:ect:ive arrives and is 
assJ.gned co the c~se - the identification of thJ.s 
officer and the time of his arrival should be recorded. 
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29. 

30. 

31. 

m. Reconstruct crime: Identify and describe physical 
evidence, show exac tly where found and hmv disposed of. 
Indicate sobriety of witnesses and suspects. Scate 
exact loca~ion of w1~nesses at time of crime and distance 
from scene. 

n. In homicide cases record the names of the person who 
first discovered the body - give address - phone 
number - e~c. 

o. Descllbe in detail the manner in which the offense was 
committed. 

p. Indicate if vict~m's vehicle was stolen. 

q. Indicate at bottom of narrative if case is unfounded 
ie. false Ot baseless compla~nt - Underscore. 

Reporting Of[l~er - The officer writing the report should sign 
his name on the t~p line and indicate his identification number. 
The second or aCG0mpanying officer should sign below. Officers 
reports w~ll be signed at the end of shift after typed. 

Status - The repornng officer's supervisor should indicate 
the status oi t.he .::.ase at ~he time he reviews the report. Case 
should be considet~d "openll if any additional investigation is 
required (even though an arrest is actually made.) Cases ntay 
be "closed" only tvhen the entire matter is completed and no 
additional pOJ.~:.:e action 1S required. Cases may be Ifsuspended" 
by supervisors Nhen every reasonable avenue of invesUgation 
has been pursued and exhausted. Under such circumstances the 
case should noe. be "CLosed". Although active work on the case 
is discvntlnued, addlt~Ona1 information such as new evidence, 
arrest of a s~spcct on a subsequent case, etc., may be forth
coming and wilL cause the investigation to be pursued in 
the future. 

Further on: 
- Check lSI: b bck if a continuation sheet is 

attached. 
Chel~k 2nd bluck if follow-up investigation 
tvill be needed. 

- Check 3ed block if supplemential information 
will be submitted. 

- Che.ck 4 th block l.f accident report is needed. 
- Chelf;k 5th block if arrest is made and arrest 

report is needed. 
- Check 6th block if a prosecution report is 

nefaded. 
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32. Supervisor - Approving - The immediate supervisor of the reporting 
officer should sign and indicate his identification number. :By 
this action, the supervisor is indicating that he has revie~ved 
the report and belIeves it has been correctly completed. 

33.& 34. Date/Time, Typed - If the report is typed, the typist should 
complete this item With the date, time and her identification 
number. 

35. Reviewer - The report.-revie~v officer assigt'led to central 
records shOULd 51gn the Records copy of the report and in
dicate his identification number. Usually the report-revietv 
officer w1ll be the Shift Commander. 

36. Reproduced - The emplvyee reproducing the typed master shOUld 
so indicate with her identification number. 

37. U C R Disposition - Rere the revie~ving officer should indicate 
the appropriat.e claSSification disposition in accordance with 
the provisions vf the Uniform Crime Reporting System as 
described in the FBI Uniform Crime Reporting Handbook (Unfounded 
Active (2); Cleated by atrest (3); or Exceptionally Cleared (4) 
Indicate by number. 

38. Unit Referred to - Reviewer should indicate on the master copy 

(1) ; 
) . 

the unit res'pons~ble for' the fOl1D~v-up investigation and forward ._ 
the appropr1ace cop1es and assignment slips.!o that office. 
Usually felony follot.;-ups ~vi11 be conducted by the criminal in
vestigation unit, misdemeanors by the patrol unit and traffic 
matters by the traffl.c unit. Code numbers for units ~vi11 be used. 

39. 

40. 

Indexed by: 'I'he typis t should complete this item with her ident
ification number. 

Follow-up Check List - The typist should complete this item with 
her identification number. 
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TYLER POLICE DEPARTMENT INCIDENT REPORT TPD-FORM-2 
~ 

OHl<:! U$( 
I,DUll IlIVWI\E SHIfT 

~ . __ ~L CAliE NO ! 2 OmNSf;:;O-' 
~·o~ 

0 0 
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BY 

15. REPORTING PERSON'S ADORES$ 16 &US PHONE 11 oAit'tME Ol:CUftR!O 
-. 1'8 OA'tnlME REPORiro- r9 DAlE"TIM!O~- J~'''i'iiiwiKiO 

,~ 
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IX. INCIDENT REPORT - INSTRUCTIONS - TPD FO~r NO.2 

PURPOSE OF THE REPORr 

The incident Report is designed to record an officer's investigation 
and other action taken in response to : (1) complaints of citizens 
of miscellaneous n~n-ct~mlna1 matters of Minor infractions of city 
ordinances (short torm); And to report (2) matters ,.;rhen no other 
report form Nou1d be appropl.'1ace (long form), The Incident Report 
when completed by ehe in~est1gatlng officer and approved by his super
ior, will complete the pDllce re~ord of the inc1dent in most minor 
cases and no additlona1 pOllce action will be taken. 

~mEN TO PREPARE ,INCIDENT REPORr 

The Incident Report Will be used by members of the department to record: 
(1) the police action taken in miscellaneous non-criminal matters or 
minor violations; dnd ~2) in matters of the type not specifically 
provided for on ~ther reports. Generally where a minor sitUat10n 
is adjusted at the ~cene, there are no arrests or injuries, and the 
complainant (if available) ciearly indicates that no further action 
is required, the short form may be used. Examples of the types of 
matters recorded on the shurt form are noisy television sets, auto
mobiles parked a~rJSS driveways (not involving a tow-in), boys plaYing 
ball in the streee (ir loltenng, backup of another unit (\.;rhen assigned 
by dispatcher or ~t Dome action Is taken), directing traffiC at a 
fire, etc. In more ~eCl~us matters not appropriata for any other 
report, the InC1dent R~port must be completed in its long form. 
This will fnr,lude the more unusual crimes and \~ill also include certain 
non-criminal matte!s where more detailed reporting is necessary. 

Note: No Incident Rep~rt or case report need be executed in connp~tion 
with on-view arrest for d!unkenneRs or diorder1y conduct since the 
police action was not taken as a result of a Citizen's c~mp1aint 
nor is a crime l~qu~tlng a crime report involved. In such cases 
the Arrest Report tnll provide sufficient information as to the in
cident for poll~e putposes. 

It is important 1.0 remember that in some Cilse~ an officer will receive 
an assu;nment t.,J inVeStlgate an incident \.,hich, on the basis of in
formation furnished by the complainant originally, would suggest 
that the short form c£ the Incident Report l.;rould be sufiicl.(mt. How
eve·" upon investlgation, the officct may find a situation that: more 
properly should be repotted on the long form or on another report 
form. 
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(Crime Against 'Person, ecc.). Under either of these circumstances the 
proper form should be prepared. Hhen in doubt as to the short or long 
version of the Incldent Report, the long fona is preferred. 

FORM PREPARATION INSTRUCTIONS: 

See above for completion of items 1 through 40. 

41. Weapon, Tool, ForCe, or Means Used - Describe here the instrument 
used to comm1.t the ~rl.me, 1.f any. If not applicable mark "n/a." 
If unkno~vn, 1.ndlCE!l::e "unk. II It none indicate "none." 

4 2. Method Used to Commit Crime - Describe here the manner (techniques) 
used co commJ.t: the ctime, if any. See Supplement A- Hethods of 
Operation. 

43. Nature of InjUlX - Lo~at1on - Condition - Indicate here the 
injuries suftered by the victim, location of injury on the body 
and the condition of the victim. 

44. Victim Hospitalized - Indicate the hospital ~~here victim was 
hospitallzed~ 1.t any. 

Note: When used as a short form, non-shaded items only need to be completed 
although addition~l blo~ks may be used if desired or necessary to more 
effectively repaet the inc~dent. The narrative and action caken item 
should be brief and contain pertinent data only. Check-off boxes may 
be used ~~hen appl.1.cable. Shaded items are indicated with shaded symbol 
in the lower left c~rnet of item. 
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_"'= J:R POLICE DEPARTMENT CRIME AGAINST PERSON REPORT TPD-FORM-3 FIEI.D REPORT J ADULT JUVENILE 

~I. 0 0 
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I 
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• 
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IEPORTING PERSON'S ADDRESS 16. BUS. PHONE 17. DATE AND ilME OCCURRED 118. JATE AND TlUE REPORTED 19, DATE & TIllE POllC-E--
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lY 

31. DIS~OIlTIOlC 
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x. CRIME AGAINST PERSON REPORT - TPD FOR}! 113 

PURPOSE OF REPORT 

The Crime Agains~ Petaon Report is designed to record an officer's 
preliminary inves~igat~un of any offense against the person including 
robbery, purse snatching and pickpocketing and attempts to commit 
any of the same. 

HHEN TO PREPARE CRIHE AGAINST PERSON REPORT 

This report is used tqhenever the offense involves a homicide, assault, 
rape or other sex offense (except prostitution), robbery, purse 
snatch, pickpocketing, ~ncludirtg all attempts to commit any of these 
crimes. 

FORM PREPARATION INSTRUCTIONS 

See above for completion of items 1 through 40. 

45. Heapon or Heani5 Used - Describe the primary weapon, instrument, 
or means used to ::omm~t the crime. This may include, for example, 
the following: aCid, axe, blunt object, bodily force, bottle, 
ice pick, kn~fe, pipe, razor, revolver, rifle, shotgun, tire 
iron, toy gun; etc. 

46. Method Used tG Commlt Crime - Describe the primary method 
(technique) t.5ed t:.v cvmmir. the crime. This may include, for 
example, the £ol1.uw~ng: beating, b'Urning$ cutting, threatening, 
twisting (acm, etc,), shooting; or may include a threat to blow 
up the buildlng, throw a::id, etc. See Supplement A. 

47. Type Property Taken (if robbery, etc. ). - Describe the general 
category of the property taken by the perpetrator when the 
incident 1nv~ives a robbery, purse snatch or pickpocketing. 
For example: CaSh; GasolJne; .Jewelry; Payroll check; Cash, 
wallet and personal papers; Sporting goods, photo eqUipment, etc. 

48. Total Loss Value - Indicate the total fair market value of all 
items taKen 1n the tobbery, purse snatching or pickpocketing. 
Use ~he repla~ement cost of 1tems that are new or almost new; 
the cost to ehe merchartt (wholesale cost) when goods are stolen 
from retail ~tores, warehouses, etc.; and the victim's estimate 
of jewelry which decreases little in value. Hhen it is obvious 
that Victim ~s exaggerating value for insurances or other pur-
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49. 

50. 

51. 

poses, officers should apply common sense in his reporting of 
fair market value. However, avoid lIhair splitting." 

Trade Marks of Suspect(s) - Indicate unusual actions, conversation 
or peculiarities of the perpetrator(s). For example: 
"Suspect kept scrat~h.ing his chin; II "Stuttered j" "Asked for a 
drink of milk;" "Stated-Put the 'bread' in the sack, baby;\! "I'm 
making a withdrawal from this bank; II or "tve I d better bin I scootin I 
outa here, Harry." 

Nature of Injuries - Location - Describe the nature and location 
on the body where the victim ,,,as injured. For example, "gun
shot: wound of forehead," "stab \\lound of right upper arm," 
"acid burn of left thigh," etc. Indicate victim's condition as 
determined tr~bm medicaL authorities or if unavailabe; officer I S 

best estimate. Generally this will include use of the terms! 
"good)" lisa tis f ae to ry ," "f alr, 11 1\ serious," and "cri tical., II 

Victim Rosp~talized - Indicate the name of the hospital or doctor's 
office where vict~m received treatment. 
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DOC~ HU\\B-ER "'4: FIRM' NAMEOfCttECK' , -" 165• NAME AND 'ttO.·OrIAN'~ ," ,. =,-, .c~,._~ 

68. REASON NOT ItOHORED "'6f."""lm oTp~ci'pmY OR SER'Vtc'i;":lfA;Hh·~no. AMOUNT OF DODCUMEHI 

31. FllRlItER OH, 

CONTINUAtiON SItEET ! J 
FOUOWUP INVESIIG,mOH r I 
SUPPL[MENTAL IHrORMATION rJ 

l 
ClOSt O~T r I 

ACCIO~NT REPT, l T 
ARRBr Rm. r i 
PROSECUTION Rm. L J 
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XI. CRIME AGAINST PROPERTY REPORT TPD FOR}t NO.4 

PURPOSE OF REPORT 

The Crime Against Ptoperty Report is designed to record an off1cer's 
preliminary investigacion of any burglary or theft other than thefts 
from the person, including attempts to commit the same. It is 
also used to report offenses involving the forgery of negotiable 
instruments and legal papers, the issuance and m; tering of checks, 
drafts, etc. 

WHEN TO PREPARE CRIME AGAINST PROPERTY REPORT 

This report is used whenever the alleged offense involves a burglary) 
. breaking and entering, entering without break, larceny, embezzlement, 

forgery and utt.ering of worthless documents. 

FORM PREPARATION INSTRUCTIONS 

52. 

53. 

54. 

55. 

56. 

Tool or Means Used - Indicate instrument or means used to commit 
crime. This may include bolt cutter, brace and bit, drill, 
glass or tin cutter, pry instrument, crow bar, pass key, saw, 
physical force, rock, fire, etc. 

Method Used to Commit Crime - Indicate the primary technique 
used by the perpetrator to commit the crime. This may include 
pried door, knocked hole in roof, broke show window glass, re
moved ventila tor fan, knocked lock off, unscre~ved hinges, punched 
and knocked off knob, bur.ned out bottom, exploded door, broke 
through wall, entered grating, etc. See Supplement A - for Coding. 

Type Prope~~y Taken - Indicate generally the class of 
property WhiCh was stolen. Use such terms as: cash, liquor, 
furniture, office machines, barber shop supplies, small 
electrical appliances, etc. 

Total Loss Value - Indicate the total fair replacement cost 
to victim for new items. Have victim estimate value of jewelry 
and items \vhich have depreciated through use or wear. If ob
viously exaggerated, officer 'should h~mse1f indicate reasonable 
valuation • 

Trademarks of Suspects - Indicate unusual actions, conduct (or 
conversation if any witnessed) which will assist in identifying 
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57. 

58. 

59. 

61. 

62. 

63. 

64. 

65. 

66. 

67. 

68. 

perpetrators through method of operation. For example, include 
such items as: "left tools on scene,1l Ilfed po~soned meat to 
dog," "tol1rth Similar break on consecutive Monday 
nights," etc, 

Vehicle Ftc-m Hhi.:h Theft Occurred - Identify vehicle from 
which G.rticles or a~cessories were stolen. 

Exact Location of Victim's Property - Indicate the place on 
the premises Nh~te the stolen property ~vas located or last seen 
prior to the thet t: , F'ot example: "Hall safe, N, E. bedroom, /I 
"Buffet, Dining Rovm," "Desk Drawer, Hanager's Office," etc • 

Point of Entry - Indicate locat~on perpetrator entered premises, 
For example: "rear doo.c," "roof," "bat.hroom ~vindow," 
"cellar door," "night deposit box door," etc. 

Coloe vi DOGument: - Show the ~olor of document. Use common terms: 
"Pink," "Lt. Gre-an," "Yellm'1," etc. 

Type of Document - Enter the kind of instrument involved 
such as check, drait, stock certificate, etc. 

Date of Document - Enter the date indicated on the instrument. 

Document Number - Indicate the sequence number COl1tained on the 
fradulent document. If "none," so note. 

Firm Name of Check - 1f a check, enter the fil~ (business, 
comp~ny, o~6ani2at10n, etc.) used if any. If none, so note. 

Name and Number of Bank - If applicable, enter the name, number, 
and city where locaced, 1f outside. 

Made Payable tv - Indicate name of payee (person or firm) to 
whom the check is made payable. 

Signature on Face - Indicate the name of the signer(s) of 
the document • 

Reason Not Honored - Indicar:e \'1hy the document was not accept
able to the bank or institution upon ~Yhich iC was drawn, such 
as: "account closed," "insufficient fUi1ds," "no such account," 
etc. 
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69. 

70. 

Type of Property or Service Obtained - Enter here the advantage 
the perpetrator received such as cash, furniture, hotel room, 
food, other servi~e, etc. 

Amount of Document - Indicate here the exact dollar and cents 
amount for which the check or document was drawn. 
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:~'I'LER POLICE DEPARTMENT VEHICLE REPORT TPD - FORM - 5 FIELD REPORT 

I ADULT JUVENILE 

~tl- 0 0 
'. REGISIERED OWNER'S NAME (LAST, FIRST. MIDDLEI 

~l 

~_~ t;-. ':W::::HE;-';RtE O~W:;::N~ER;;-::IS";':EM~P::':LO::'YE~D:-:. O~R'7SC~H~OO;;o:"L-::H~E A~T';";TE~.ND~s~----....JL---::-CI:-::Ty'-------1.8-. ';;';OW::':N:":'E""'P,'":"S ""S;;;EX-. -;:-'RA""C::-E .-:D:-::.O:-::.B,-. ---,-:9,-. ~L':':OC:':'A~TlO~N,-. ::':ST':':OL";':EN::-. -;::RE:-lCO~V;';';ER:":'ED~O::-;;R~IOw10 FROIl (AooR'fm 

, 10. OWNER S OCCUPATION r' HOURS OFEMPlOY. J2. SOBRIETY 13. REPORIiNG PERSON SEX· RACE· AGE 114. RES. PHONE 

-, ). REPORTING PERSON'S ADDRESS 16. BUS. PHONE 17. DAlE/liME STOLEN/lOWED DATEIlIME REPORTED I I 18. DAlE/TIllE RECOVERED 19 DAlf"iiIME POLICE 
ARRIVED 

'I 
th2ro~C~~~ME~---------------~~21~.-:C~~~Ss~I'F~m:':'A~Tw~N~(::-:OF:":'~~U~SE~I~2~2-. ~D=ES';;';CR~IB=E~L-;::OC~A~IW~ENSE OR np£ OF ~i~E 

'. I VEHICLE USED 

J BY SUSPECTS 

4. RES. PHONE 

REP. ARE.\' rSE NO. 

5. REG. OWNER'S RESIDENCE ADDRESS '---;;C~IT;;-\' ----+:6,.-. -;B;;';U;:-S.-;::PH~O~NE-:-·-·-----I 

2. OFFENSE NO. 

I 
SHIFT 

LICENSE NO. STATE YEAR BODY MODEl YEAR IlAKE IDENTIFYING CHARACTERISTICS OF VElIiCLE COLOR(SI 

• • IDENTIFY SUSPECTS BY NO. (NAME· ADDRESS. SEX· DESCENT. AGE· HT •• WI. . EYES· HAIR· COMPLEX.· CLOIHING • IDENTIFYING CHARACTERISTICS IF ARRESTED. INCLUDE BKG. NO AND CHARGEI 

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

"t
21 

-. 

) DE: V· VICTIM (OTHER THAN IN BLOCK # II AND SHOW SEX. 
=[ RACE. AGE: W, WITNESS; p. PARENT OR GUARDIAN. 

I. 2 .. 7. NAME c'I ____ --I--+-_____ t--_t-------i 

CIIY BUS. PHONE CODE RESIDENCE ADDRESS RES. PIIONE 

COLOR(SI 

~'I 
'""'.71. SIOLEHIIOWED VEIlICLE lSTAI.E YEAR TYPE VEHICLE J HAR J DATA/REG. NO . 

MAKE BODY MODEl 

. " I' IGNITION LOCKED 73. KEYS IN IGNITION 74. DOORS LOCKED 75. WINDOWS CLOSED 176. IlilEAGE J77. RADIO IN CAR 

""'T 0 YES 0 NO 0 YES 0 NO 0 YES 0 NO 0 YES 0 NO 0 YES [J NO 

J7S. BAmRY IN CAR 79. SPARE TIRE IN CAR SO. TRUIIK LOCKED 81. RADIO DATEITIME 182, TOTAL lOSS VALUE "'" I 0 YES 0 NO 0 YES 0 NO 0 YES 0 110 0 NOTIFIED 

St BY WHOM RECOVERED WUICEfSNAME~N~DS~E~~mAL~N~0-.• ~IF~Cmn~~~EN~.GN1AmM~E~-A~D~DR~E~SS~-~REnS~.pMHO~IIwE-.B~U~S,~pmHogN~EI~---~--~~~~~-~~-~~-~~-~ 

], ... , ~ ~ 84. LOCATION OF RECOVERY -
'U ..... 
~ ;: ~ 

.=/ j ~!:l h. DESCRIBE EVIDENCE OF STRIPPING, TAIA~ERING , 87, IF TOWED NAME OF GARAGE rS. M.V. INVENTDRY NO. 

S5. MEliIOD OF THEFT PUMP WIRES - TINFOIL-IGNITION LEFT OPEN. ETC,I 

>=t~EM 
~'rM~o. I 

I 
I 

28. NARRATIVE: (II CONTINUATION OF ABOVE ITEMS (INDICATE "ITEM NUMBER" CONTINUED AT lEFT. INCLUDE ADDITIONAL VICTIMS. WITNESSES AND SUSPECTS 
AS OUTLINED ABOVE. (21 DESCRIBE DETAilS OF INCIDENT. (3) DESCRIBE & INDICATE EVIDENCE AND PROPERTY & DISPOSIIION, 

} 
"""i. 

, 
i 
I 
I 

~I I 

~~-----------------------------------------------------~ 
~I~~I _________________________________________________ ~ 

lJ 
- 29. REPORTING OffiCER 30. STATUS (CHECK OHEI OSUSPENDED o OPEH 0 CLOSED CLOSE our 0 

"".I'd OffiCER HO. 32. SUPERVISI)R APP;;;RO~VI:-:;HG;:--.-:::=..;.;:;;,:.;:.:.----;;;NO;-. ~---t;C;;;Ou;NT>i:lli;ii:UATIOii SHEET 'oj ACCJOENT REPT , r~ 
fOlLOW,UP INVESTIGATION. _. ARREST REPT , 
SUPPlUCfHIALINfORMAIiON t'l rRO!£CUTIOH REPr, ~1~~ ______________________________ L-________________________________ ~~~~~~~~~~~~~=~~~ 

HO. 31, fURTHER 011: 
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1 •. WHERE OWNER IS EMPLOYED. OR SCHOOL HE ATTENDS a. OWNER'S SEX,RACE.AGE T 9. LOCATION. STOLEN. RECOVERED OR TOWED l4~~Hii:"--
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._ I" REPORTING PERSON'S ADDRESS 16. IUS. ~HONE 17. DATE/TIME STOLEN/TOWED TIME; 118. DATE /TIME 19, DATE & TIME 3~R£PRoaUCED 
.c. • TIME REPORTED RECOVERED POLICE ARRIVED IV 

20. CRIME 21. C1.ASSIFICAT/OH 72. DESCRIBE LOCATION OF OFFENSE OR TYPE OF PREMISE - 3i.DIlrOsiiTON 
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... • BY SUSPECTS NEfERRF.O Til 

~i6. IDENTIFY SUSPECtS YY NO. IHAME.AODRfss:fE'X:onfEilf:;;U:i,r.wf:EYE'rifAfjf:(OMPLEX:" rrsfOLEN/TOWEo--YEHictE-- TIATE-----·-·yfj.-R -'f'TYPEVEHICLE--- 39.INDEXFO·--r ClOTHING.IDENTIFYING CHARACTERISTICS. IF ARRESTED. INelilDE BOOKING NO. DATA/REG. HO. IV 

•. YEAR MAKE BODY MODEL COLOR(SI 12. IGfllTlON LOCKED 173• KEYS IN IGNITION 1 H •. D.OORS LO .. C.KED 4o'rOLlOlf UP
(HECK SHEET o YES c-J NO 0 YES [J HO ['J YES [J HO • 
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I DYES 0 NO I 0 YES 0 HO DYES [J NO I [J YES 0 NO I DYES f] HO LJ NOTIfiED I 

83. BY WHOM RECJVERED (OFFlCER'S NAME AND SERIAL NO.1-IF ClTllEN, NAME, ADDRESS, RES. J 84, LOCAtiON OF RECOVERY as. MEtHOD OF THEFT !JUMP WIRES·TINFOIL 
o (PHONE-BUS. PHONE) IGNITION LEFT OPEN, ETC.I 
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~~] XII. VEHICLE REPORT - TPD FORt-{ 115 

1"' 

I '-b:"; 

;I..L: 

I ""'r~· 

PURPOSE OF REPORT 

To record preliminary investigation data about any crime involving loss of an 
automobile. This form is also used to record recovery of an automobile and is 
used to record all "tow-ins." 

tmEN TO PREPARE VEHICLE REPORT 

Use when auto or motor vehicle is stolen or taken through fraudulent means. Also 
use ,.,hen tampering appears to have been for the purpose of stealing the vehicle 
rather than its contents. Hhen recording the recovery of a stolen vehicle or facts 
of a towed vehicle, use this form. 

FORt-! PREPARATION INSTRUCTIONS 

See above for instrucuons concerning completion of items I through l,O. 

71. Stolenl'rot.,ed Vehicle Data - Enter information concerning the stolen, 
recovered, or r.:H.,ed vehicle including the current vehicle tag number, t.he 
state and year ot the tog issuance, tbe type vehicle (car, truck, bus, 
motorcycle, etc.). Add the year, make, body style (convertible, t,vo
door, coupe, etc,). the nam~ of the model of the manufacturer, the 
color or colors (listing from the top down) and the serial number. 

72-75. Self-explanatory. 

76. Mileage - Indicate the speedometer reading at the time of theft (if Imotvu), 
and the readlng at the time of recovery or tow-in. 

77.-80. Self-explanatory. 

81. Radio Notified - Indicate to:rhtiither the vehicle data has been· provided to 
the communl.C~-:'l.OC1S center for listing as a stolen vehiCLe; date and time, 
and the number of the stolen message, if any. 

82. Total Loss Value - Conservatively estimate value; follo,.,-up aut'o theft 
investigator should confirm this by review of current vehicle v~luation 
manual (Blue Book). 

83. .!3.l:_.Hhom Recovered - Show name and number if pol.ice officer, and indicate 
department and cLty if outside. Show name, address and phone numbers ~f 
recovered by a Citizen. 
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84~ Location of Recovery - Indicate address and place where vehicle was 
located when recDvered. 

85. Method of Theft - Sho~Y' techniqt.\es used to steal car: "jump ,.,ires, H 

"ignition left open", "to\.,ed away," "keys stolen from parking lot 
attendant.," ecc. 

86. Desc~ibe Evidence of Stripping ~. Show parts and accessories removed 
from vehicle by perpetrator. List numbers if kno\Vl1. 

87. Tow Garage - Indicate rtame of garage to which vehicle was towed. 

88. M.V. Inv. No. - Indicate the central H. V. inventory number if known. 

89.-90. Vacant. 
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] VfiiICLE USED ~'IC~~$E NO. SlATE - YEAR I YEAR 
. ,MISSING PERSON MAKE BODY MODEl rDENTIFYING CH4p'ACTERISTICS ~f VEHICLE COLORS: 

CODE: V • VICTIM (OIHER THAN IN BlOC~ m AND SHOW SEX I RAC!. AGE: W· WIINlSS p. PARENT OR GUARDIAN 

't •• 

~ •. lrNTS OR GUARDIANS 

PARENTS OR GUARDIANS 

CODE RESIDENCE ADDRESS CITY m PHONE BUS. PHONE 
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NO. 

Nil. 
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30. SIATUS (CHECK ONE) 

o OPEN 

32. SUPERVISOR ,I.~PROVING 

o SUSPENDED o ClOSED 
Nfl . 

rURHllR ON: 

ClOSE our n 
COH'TlHU'-A-rl-OH-S-HE-r-Y---'
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J 4. RES. PHONE S. MISSING PERSON'S RESIDENCE ADDRESS 16• BUS. PtWfC-

CITY S. M/P'S D.O.B. SEX· RACE. AGE 19. ADDRESS MISS. PER. LAST SEEN 

III. HOURS OF EMPLOY. r2• ItI.P:S SOBRIETY 13. REPORTING PERSON'S NAME RElATIONSHIp· SEX· RACE:"FAGE51~ 14. RES. PHONE 

r. 

"~:-"IS"-'R7iEP;;;O",RTiiiIN"G'PiiiE'DRS<iOiiiN'<.s'AinDn;DRi>1E'OosS,---.L-------rll;;:6.L. ";;'B:O:US:-.·~PHo.;O""N;:-E --IT/.DAfE AND TIME MISS. PER. IIS:OATE AND TIME REPORTED 19. DATE'&TTIiI-pQlIC'C-
",-c. LAST SEEN ARRIVED 

20. INCIDENT 121. CLASSIFICATION 22. ut~cRlet LOCATlOII OF OFFENSE OR TYPE OF PREMISE 

11 25 VEHICLE U~ED LlCEIffi"iiO STAlE YEAR I YEAR MAKE . BODY ·----~(Orin-r0ENiliyING ctiARACifRlsliCS-OFVEHiciE----coroiiSi-
", .. U BY MISSING PERSON .•• _ .L 

7. WliERE MISS. PER. IS EMPLC~ED OR SCHOOL HE AnENDS 

. J : 10. MIS. P~R'$. OCCUPATION 

OHiCI 
ONLY 

33:"OATi:TTMf" 
TYPED 

34. HO • 

lS. REVIEIHD 
B1 

lb.REPRDDUCEO 
IY 

31. DISPOSITION' 

PARENTS OR GUARDIANS RESID""E,...NC;;-;:E~A.-::D:;;-DR"'E,..SS;---.. I.;-RE~S. PHONE 1 BUS. P-HOiiE. 9T.'PO.SSiBiICAUsEO(ABSENCE--I 91~Tf MISS~iiTR' liAS RUN. A.·W~.·.YOR. WTHQ~i(BtfoRr.-· 

l\.~-n.;;""";1VnFi';;U;iTonU----'---'-;:-;-7.7.=,;,:-::!==~,"".....,.,..1- .... LE DATES AND WHERE LOCATED: 

r.~ "~i -93. PROBABLY DESTINATION I~' PHYSICAL CONDITION \95. MENTAL CONriiTiOi{ '9G:-liESC'RiiiDiiTic(ESOf1EWHilrwORN. AllOTfiThTIFjCAiI6N-Ci\RRIED-lir·~HSSHi(i'PERSbil ... ~"ii;TciLLOW UP 
~ L .. M(K SHm 

11 97• RADIO NOTIfiED DATEtTIME SERIAL NO. JS nf~J:~gN DES~HI~[ CLOllIlNG: "~EAUORESS. sun DRESS. SIIIR!. NECKWiAR. 1 ROUSER5.SKIRl. SliDES. OVERCYiiT1i1~ 

I HEIGHT WEIGHT BuilO'-- iIA1R---ms-~i:OMprExTON- -ilitNllfYrNG0:RKs-6frA1TO~S: lifciuoltiii"D-EN1AlWORK 

~ 28 NOTE' INSTRUCT REPORTING P(RSON TO CONTACT JUVENILE DiViSToNTMMEblATfLYTniTSSI~'"pfR~ONs1{6ulD BE LOCAi(OREinliijHOME OR COI.IMUliiCAfP.vllit'rAtfILroil'i'iRENDS ,,----
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,,;;,;;,,-,,==~== _______ , __ ,",--,~ISA?PE~R~~t(fRIEI!OLKNOWN ASSO£!~H.~J...9~ O}I!E~.PL~SO'!.? ~.oSSIB.L,L0'i..fILE I.N JllVE~1LE IIIVISIP~! •. _,_, ___ •• _, .• '_"'_, __ . __ _ 
29. REPORTING OFFICER NO. 30. STATU:> {CHECK ONE} SUSPWDED 31 FURTHER ON: 

~ 2ND OFFICER NO. 

IlPEN CLOSED CLOSE OUT 
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XIII. MISSING PERSON REPORT - TPD FOID1 # 6 

PURPOSE OF REPORT 

This report. was designed to record preliminary data about any incident involving 
missing persons. 

WHEN TO PREPARE MISSING PERSON REPORT 

This form is to be used to report all missing juveniles and runmolays and to 
report adults who are missing under circumstances not consistent with their 
ordinary established habits and behavior and who may be in need of police assistance 
or attention. (This will include the senile, ment.ally or physically handicapped, 
the epileptic, those with SUicidal tendencies, etc.) 

The following special instructions apply: 

91. Possible Cause ot Absence - Indicate reason for absence if known such as 
"argument ~oll.th .rather, II "poor school grades," "possible suicide attempt," 
"cash shortage in employer I s funds," "possible runmolay tolith boyfriend." 
etco 

92. Prior Runaway - Indicate informat~on concerning previous instance(s) 
of runaway provid~ng date and data concerning whereabouts on that occasion. 

93. Probable Destination - Sho~ol runaway's destination if knmolU such as 
"father's home - 1212 LaSalle St:., Chicago," or "girlfriend's home -
1319 15th St., VJashington, D.C." 

94. Physical Condition - Show condition. For example: "good," "poor
heart: trouble," "broken left arm," etc, 

95. Mental Condition - Show state of mind or prior mental disabilities. For 
example "good," "nervous breakdmoln - Oct. 1965," "psychotic", 
"emotionally una table," etc. 

96. Describe Ardch' Jetolelrv Horn, and Identification Carried by MiSSing 
Person - Indicate'as accurately as pOSSible descriptive data concerning 
the missing person and effects. 

97. Radio Not~fied -Indicate whether the communications center was notified 
of the missing person and description; indicate date, time and teletype 
or radio message number, 1f any. 

98. pescription - Seli-explanatory. 

99. Vacant. 
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OR PROSECUTION 

-- II. ffifNo. -- I
Com
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Ollie 

[r:,lls tOMPlAIHANIS NAME (mil NAME) OmERS, VICTIM Ol"':A"::'R::":U"='ST:':E'='E--rIA'-::RReSI NO. 

• ·\lLUE Of PROPERlY RECOVERE16. HILIIPLE CLEAR.UP 
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3S REVIEWER 
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38 10 

39. IHD[x[O 
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XIV. SUPPLEHENT REPORT - GENERAL INSTRUCTIONS - TPD FORH 117 

PURPOSE OF REPORT 

This report is intended to serve two purposes: 

1. 

2. 

To record additional information when the narrative space is 
insufficient on the Incident, Crime Against Person, Crime 
Agalnst Property, Vehicle, or Missing Person Reports; and 
when additional space is needed to report additional information 
concexning an arrest, a traffic accident or citation. 

To record l.nformation or action taken on a case subsequent 
to the s~bmiss10n of one of the above basic reports, The form 
may be used by an officer to report B~dltional information 
concerning a f~llow-up or continuing irwestigations. 

FORM PREPARATION INS'TRUCTIONS 

1. 

2. 

3. 

4. 

5. 

Page Number - Shot\! tvhether it is page 2, 3, 4, or 5, etc. of your report. 

Report Continued - Check box to show kind of report continued. 

Case Number - LiSt c.omplaint number if pertinent and if kno~m. 

Offense No. - U~e offense code 

Name - Print the last name, ehe first name, and the middle name of the 
person listed in the block number 3 of the basic 't'eport being continued, or 
the corrected name of the victim or registered ol·ner if a correctJ.on has 
been reported subsequent to the initial report. If this report is 
used as a ccncinuat10n or supplement to an Arrest Report, Traffic 
Citation, or Tr~tfic AC~ldent Report, print the name of the arrested or 
cited'person, or driver l1umber one from the basic report. 

- List ar'rest number :1.f pertinent and if known. 

~heck first box if used as a continuation sheet lor a report you are now 
completlng. 

Value of Recovered Property - Indicate th~ fair market value of the 
property recovered during inve,stigation using s"me criteria for e·:aluation 
as contained in item 53 of Section XI of this manual. 
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6. 

7. 

8, 

9. 

~1ultiple Clearance - Check ~o indicate whether this report will reflect 
clea.t:an.ce, .. at othe!: cases. and~ list each by complaint number in the 
narrative if the answer is "Yes", 

Crime OJ: In.:~dent Continued - Sho~7 the same offense, incJ.dent or charge 
as reflected by the report being continued. 

Correct Crime or Incident Classific~cion - Show correct offense and 
classJ.ficatJ..::n resuleJ.ng from your investigatJ.on. If you are making a 
change from chat ot 0(1gina1 report, check the box and explain such 
change in n;:.rrative, 

As a continuation sheet, continue narrative. As a follow-up report note 
the special.inscruceions on the form. 
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~ER I JlIC~ DEPARTMENT ARRE~ REI lRT FIELD REPORT 
ADULT JUVENILE 
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SHIFT REP. AREA I 1. CASE NO. 2. OFFENSE NO. 

WOO 
L'FEHNDANT'S TRUE NAME (OFFICE USE ONLY) 4. OTHER NO. lA. DEFENDANT'S NAME (LAST. FIRST. MIDDLE) S. SOC. SECURITY HO. 
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J~ CHARGE CHANGED TO 14. F.P. CLASS 15. fiNAL DISPOSITION 
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1 DYES o NO DYES DNO 

,/. ,2l, RESIST 124. NARCOTlC1 25. ARMED1 26. WEAPON (DESCRIBE) ]1 DYES 0 NO 0 YES o NO DYES o NO 
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BUS. PHONE 
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]::JYES 0 NO 

'ODE: C· COMPLAINANT: W • WITNESS; \43. PARENT/GUARDIAN NOTIFIED SERIAL DATE/TIME NOTIFIED 
BY OFFICER 
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NAME CODE RESIDENCE ADDRESS CITY RES. PHONE BUS. PHONE 
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ICER NOS. 41. ARRESTING OFFICER 48. SUPERVISOR APPROVING NO. 
. J. \6. TRANSPORTING OFF S 

: I 
i \ 
t!-,.,--:=-==~=;;:--------~ so. BOOKING OFFICER • 49. DATE/TIME BOOKED 
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DYES oNO DYES o NO DYES o NO 
24. NARconCI \25. ARMED) 126, WEAPON (DESCRIBE) 39, INDEXED 

DYES o NO DYES 0 NO 
BY 

=] 27. WHERE DEFENDANT EMPLOYED OR SCHOOL CITY 28. CCCUPAliON 129. RES. PIlONE 130. BUS. PHONE 4[foWiifii'P 
CHECK SHEET 

31. VEHICLE REG. NO. STATE YEAR YEAR - MAK~· BODY· COLOR(S) 
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XV. ARREST REPORT - GENERAL INSTRUCTIONS - TPD FORH It 8 

PURPOSE OF THE REPORT 

1. 

2. 

Adult-Juvenile - Check appropriate blank. 

Shif!, - Insert shift number - 1,2,3. - If special assignment put 114. 

The Arrest Report is designed for officers to provide data in arrest 
cases as follows: 

a, Exclusively in non-accident custody cases where no unusual 
circums~ances exist and under circumstances not involv1ng 
a lengthy narrative. 

h. 

c. 

d. 

For record1ng preliminary arrest data concerning persons 
arrested on all charges. 

For arrests on authority of warrant, teletype, telegram, 
verified telephone requests, direct order of parole or 
proba~10n officer (where such arrest is authorized). 

Arrests fo!' other authorities as an accommodaUon booking. 

The Arrest Report is deSigned to provide the department with a 
permanent reco.cd ;::,f the arrest, charge, description, arresting and 
transporting of£1cers, etc. 

ARREST REPORT PREPARATION INSTRUCTIONS 

Non-shaded areas to be completed by officer in the field. 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

lase No. assigned by dispatcher. - Related case number issued in 
connection with the m~tter. 

Offense No. Use offense code of offense charged with. 

Defendant's Nam~ - Insert last, first and middle name of the 
person arrested. 

Other No. - Insert ocher department Identification No. i.~. FBI or Texas 
Department of Public Safety. 

Social Security Number - Insert social security number. 

Nickname - Insert nickname or alias. 

ID No. - Central records will insert the identification number of the 
person arresced. This number will be assigned by the Tyler Police 
Department Ident1fication Division. 
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8. 

9 • 

10. 

11. 

Residence - Lnsert permanent residence of defendant. 

Place of Birth - Insert city and state where defendant was born. 

Description 

Sex - Insert "F" for female; "H" for male. 

Descent - Insert race of arrested person. 

D.O.B. - Insert date of birth. (Day, month and year.) 

Ht.- Seli-esplanatory • 

Wt.- Self-explanatory. 

Hair - Self-explanatory. 

Eye~ - Self-explanatory. 

,Formal Charge - State formal charge placed against defendant. If 
second charge use twO l~nes in space. If add~tional chargeb, 
continue in nartat~ve. Add date and time. 

. 12. Rt. Index Fingerpr1nt - Obtain right index fingerprint as means of 
indentif~catlon. If m~ssing or injured obtain left index pr~nt and 
correct title of box to correctly indicate the pr1nt obtained. 

13. 

14. 

Q.harge Changed to - If original charge changed and if known by 
reporting otf~cer before completion of report add correct charge; 
Dr, central records Will insert charge. 

F. P. Class - Ident~±1cation unit \o,1i11 insert if known. 

15. Final DispOSitiOn - To be added by records personnel. 

16.-17. Vacant • 

18. 

19. 

20. 

21. 

Location or Arrest - Add place of arrest including address, block 
number, or in.terSec.tiOn names. 

Type of Prem~ses - Include here open field, restaurant, private 
horne, school, retail store, etc. 

Date/Time Ar£ested - Self-explanatory. 

Sober - Check yes or no. 
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22. Observed Dr1nking - Check yes or no. 

23. Resist - Indicate whether arrested person resisted arrest. 

24. Narcot1c - Check yeS or no. 

25. Armed - Check wher.her armed at time of arrest. 

26. tveaEo~ - Desc-ube weapon if answer to above is "Yes". 

27. whe!e EmpLoyed - Indlcate tlame of company and address where empoyed. 

28. Occupation - List occupation. If unemployed or retired indicate 
usual occupatlon .-and add word ("unemployed" or "retired"). 

29.-30. Phones - Self-explanatory. 

31. Vehicle Involved - List vehicle information. 

32. Operator1s License No, - Self-explanatory. 

33.-40. See General Instructions for Offense Reports. (Office Usc Onlv) 

41. Hold Place on Vehicle - Tm.;red to - Self-exElanatorv. 

42. Insert M.V. Inventory No. - Self-explanatory. This no. will be assigned 
by office personnel. 

43. Parent/Guardian NOtltied - In cases involving juveniles list name 
of parent; name and number of officer who notified parent; and date 
and time of notification. 

44. Name of Complalnant, Hitness or Parent - List name of above and 
code "c" "tv" or "P". The department desires the names of parents 
in connection with every arrest for identlficatlon purposes. 

45. Narrative (1) Continue names of complainants, co-defendants, 
~.;r1tnesses. t.Jhere Incl.dent Report, Crime Against Person Report, Crime 
Against Property Report or Vehicle Report are tequired and completed, 
write narrative only on that report. 

46. Transporting Offlcers - Insert Name and Personnel Numbers of officers 
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49. 

so. 

51. 

52. 

53. 

54. 

transporting attested person. 

Arrest~ng Officer - Insert Name and Personnel number of arresting officer. 

~ervisot Appruving - Insert name. 

Date/Time Booked - Selt-explanatory. 

Booking Offic~r - Enter name of officer booking person into jail -
personnel numbe,. 

~,hed By - lnser c name ot person who searched arrested defendant. 

Defendant's ~1on~l - Enter amount of money defendant had on his person. 

Court No. - Enter here the court the case is referred to. - Municipal 
(1) Justice oi the Peace (2; County Court at Law (3) District Court (4) • 

Notations REF. - Court - Bond - Disposition - Hold - Enter here any 
information ~± the ~o~rt - amount of bond - disposition - hold and 
\07ho for. 
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YlER POLICE DEPARTMENT PROSECUTION REPORT TPD-FORM-9 FIELD REPORT 
" ADULT JUVENILE 

/1. CASE NO. It OFfENSE NO 

0 0 
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DEFENDANT'S NAME 

1 4. SEX 

1 
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I 
D.OS. r' !.P.O. NO. 
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U AnACHMENTS: -o ARREST REPORT o OfFENSE REPORT(S) 0 SUPPLEMENTARY REPORl{S) o LOCAL RECORD Slim o FBI RECORD SHEET o STATEMENT OF; 

11 DATE/TIME ARRESTED: 112. LOCATION OF ARREST: 

13. ORIGINAL CHARGE; _/14. OFFICERS WHO MAY TESTIFY; 

r IJ CO·DEFENDANT{S) NAME CHARGE SEX DESCENT D,O,B 

J NONE 

IlilE: C· COMPLAINANT p. PARENT/GUARDIAN V • VICTIM IF DIFFERENT FROM COMPo W 0 WITNESS 

n 
NAME G'JDE RESIDENCE ADDRESS CITY RES. PIIONE BUS. PHONE 

Ii 
It L117. INSTRUCTIONS (A) ADDITIONAL PARTIES LIST ADOl1l0NAl WITNESSES. ETC. ADDITIONAL CHARGES. ADDITIONAL CO·DEFENDANTS, (B) TIlE CRIME· GIVE BRIEF SUMMARY DESCRIPTION OF CRitH LIST PROPERTY 

STOLEN AND RECOVERED AND DISPOSITION (C) lESTlMCNY 0 BRiEFlY INDICATE WIIAT TESTIMONY MAY BE PROVIOED BY EACH WITNESS (0) EVIDENCE· BRiEFlY DESCRIBE EACH ITEM OF PHYSICAL EVIDENCE. ITS 
LOCATION. WHO WILL PRESEN1' AT COU~J. (E) ElEMEIHS OF OfFENSF • LIST INFORMATION OFFICER CONSIDERS flElPFUl TO PROSECUTOR USE SUPPLEMENT REPORT IF AODITIONAL SPACE IS REOUIRfO 
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XVI. PROSECUTION REPORT - TPD FORH 119 

PURPOSE OF REPORT 

(1) To provide a formal procedure for assisting the investigating officer in 
organizing his case for prosecution, and (2) to provide assistance to the prosecutor 
by outlining the case, listing witnesses and evidence and by a transmittal memo 
furnishing him tv1t:h t:he necessary supporting reports and documem:s concerning the 
case and the accused o 

WHEN TO PREPARE THE PROSECUTION REPORT 

This report should be prepared in the case of every arrest where the matter will 
be formally presented by a prosecuting attorney. Primarily, this will occur in 
connection with felony matters and consequently the Prosecution Report will more 
often be' completed by an investigator. 

FORM PREPARATION INSTRUCTIONS 

Check proper block either adult or juvenile. 

1 . Case Number - Indicate case number assigned by dispatcher in central 
'records and communications. 

2. Offense Number - Use code number for offense. Use uniform crime classi
fication code as directed by department. 

3. Defendant's Name - Indicate last, first and middle name of the defendant. 
If more than one list the others in item 16 below. 

4. Sex - Descent - DOB - Self-explanatory. 

5. 

6 . 

7. 

8 . 

9. 

10. 

TPD No. - Indicate Tyler Police Dept. Identification Number, if one assigned. 

Charge - Show offense defendant is charged with. If several, continue below_ 

City or State - Check the block indicating jurisdiction representing 
place where the charge is filed. 

Arr~st Number - Show department arrest number. 

Date Occurred - Show date offense occurred. 

Attachments ~ Indicate documents and reports provided to prosecutor. 
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11. Date(Time Arrested - Self-explanatory. 

12. 

13. 

14. 

15. 

16. 

17. 

18. 

Location of Arrest - Self-explanatory. 

Original Charge - Show charge originally placed against accused if 
different than item 4 above. 

Arresting Officers Hho Hay Testify - List the officer(s) in best position 
to testify as to the circumstances of the arrest. 

Co-defendant (s) - Check block if there are no co-defendants. Other~Y'ise 
list co-defendants tY'ith charge, sex, descent and DOB. 

Complainant - Witnesses, etc. - List other parties involved in matter 
as outlined. 

Narrative - Compl~te this item by following the special instructions 
contained on the torm. 

Prepared by - Indicate officer preparing report - personnel number. 

19. Approved by - Indicate supervisor approving report - personnel number. 

20. Indicate date report prepared. 

33-38 - Follow same instruct~ons as listed under General Preparation Instructions. 
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5. .J 
] rNEn NAME & ADDRESS _ •• ~_ [FOUND OR RECOVERED fROM AT DATE & TIME 
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]
r, 
~ROPERTY our 
~AlE 

ITEM NUMBERS 

11) 
• \\I:';!h:-;:;op:;:'ER:::CrY;;-::::RE::::CE:-;;:'V:-;:ED~('OR DISPOSITION) 

DATE 

PROPERlY RfllIRNEO 
DAlE 

HEM NUMBERS 

11m NUMBERS 

OFFICER'S SIGNATURE NO. PURPOSE 

OWNER OR COURT ATTACIlE ADDRESS OR COURT 

PROPERTY CUSTODIANS SIGNATURE 
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XII. PROPERTY RECORD - GENERAL 1NSTRUCTIONS - TPD FOro! # 10 

PURPOSE OF THE REPORT 

To provide a formal procedure for recording continuity of possession of property 
and a separate accounting procedure to avoid embarrassment to officers and to the 
organization. 

~mEN TO PREPARE THE PROPERTY RECORD 

Upon taking cust0dy of eVidence or any other property which is to be held by the 
department, the recovering officer prepares an appropriate report sett~ng forth his 
investigation or other facts. This may be on a Crime Against Person Report, 
Crime Against Propetty Report, Vehicle Report (if personal property in addition 
to the motor vehicle is involved), Incident Report, etc. If one of the specified 
reports has been prepared prior to taking property 1nto custody, report the recovery 
on a Supplement Repore. The receiving (recovering) officer then delivers the 
property to the des~gnated custod1al officer and at that point prepares a Property 
Record in duplicate. 

FORM PREPARATION INSTRUCTIONS 

Status 

Compo Number 

M. V. Inventory No. 

Property Inventory No. 

Itemization of Propert~ 

Check whether eVidence, r~covered, or found. 

Enter complaint number. 

If a Motor Vehicle Inventory Number is assigned 
for a vehicle taken into custody at the same 
time, ent~r the M.V. Inventory Number here for 
reference. 

The property custodian has the list of control 
numbers and one should be assigned to this form . 

Enter description of each article and one article 
only to a line. 

1. Case No. - Enter case number of case that property is connected. 

2. Offense No. - Use code number for offense. 

O\mer's Name and Address Include if known. 
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Found or Recovered From 

Reporting Officer 

] 

~ame of person from whose possession property 
taken:1 the street address where located, and the 
date and time. 

The recovering officer signs and beyond this box 
he makes no further entries. 
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XX. FIELD INFORMATION I INTERROGATION CARD 

FIELD INTERROGATION 

Quite frequently officers on routine patrol come across unusual 
incidents or happenings in dark alleys, behind buildings, around 
valuable property, short of the commission of an actual crime. The 
person(s) seen may possess burglar tools, be a "lookout", or be 
sitting at the wheel of a vehicle, motor running and lights out. 
Still no actual crime has been committed. Because of previous pol:.Lce 
experience and the nature of the circumstances, you have an obligation 
as an officer to investigate, record your observations, protect the 
public's property, and, ~ important, identify the person(s) you 
are questioning. This includes recording all information about the 
vehicle(s) involved. 

This date is recorded on a Field Interrogation card, kno,.;rn as Fl IS. 

The card will be filed by the Identification Division ''lith an index 
copy to be filed in Records. Here the FI's may be cross-filed by 
person(s), vehicle used, address of incident. This aids subsequent 
investigations. For example, you make out an Fl on "John Doe" on 
1-1-71 at Lf07 East Erwin Street, Tyler. Then, on 1-4-71, the Detective 
Division responds to a burglary at 412 East Erwin Street, a laundry. 
The Fl's on file are checked. fhe one made out on 1-1-71 is now a good 
investigative lead. Remember, it is nothing more than a lead. The 
auto used by John Doe on 1-1-71 may have been seen by a local resident 
in the area on 1-4-71, the date of the crime. 

The concept on Fl must be used constantly, the forms filled out cor
rectly, the files must be maintained, and all applicable department 
personnel notified by copy if the system is to be efficient ,and 
effective. Remember, you are attempting to answer: Who is he, What 
is he, Why is he there, and is he a criminal? 

'TYLER POLICE DEPARTMENT FIELD INFORMATION/INTERROGATION CARD T!.~-~~R~~::l~_~ __ _ 

1. lAME (LAST, FIRST, MIDDLE) r2."SEi--IDEsCelir-i--~:G{--Ji~EF'S RE~AD~~ESS'~_' __ CITY I.~~:ES.~U~H~ .•• __ 

5. D.O.B. 16. HT. 17'-= .. t~~i~j ~.EYES XO:p!C~iOr.O. so,. S=~O. Ill. EI"P~_YED/~.(h~OI/Unlon~~.~:J~:.~C~U~~~I~I_1 _ 

1:;. ri;;lifuslache Goalee GlomI Unshaven Dcformlly I H. NICKHMIE OR ALIAS r 15. iiRESS 

I 1 __ .... __ • ___ •.•• _ ... __ ~_"_~ .... _ .• 
It VEHIC!:E REG. 110, ---STATE --YEi.'R--,--YEAR- :-MAKE:--IiO-riY:(OLOiils) I 17. DR1VltlG I lB. DEF'S OPERATOR'S LIC. liD. STATE 

ItlVOLVED I 0 YES 0 110 

19. \:!-(OMPAIlY \'llTH~~~ Sex Rc;eAg;-hdd";;;s 1
12

. '--'--- 1
3
• ,~------- .•. ,~~~~~.~.~~ 

2l (I R(UMsTAIlCEsOr EAcHCoNTACT 

'--'--"-r -I 23-A' TTH"-E-l'e;'"EHT 1-24'. LOCATIOI' OF COHlAtT . I 2S:-DATT/TiM.·.E •.. -.~-~. PREVIOUS ARRESTS 122~_:~~:!~~:.~::!~O ~ce~, __ :_._~_ " I 

U SHIFT 127. REP. k~fA 128• REPORTltIG OFFICER -----::tlO:· ---T19~-----·-·----·-·----'-·-'-· 
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FIELD INFORMATION/INTERROGATION CARD - TPD FORN NO. 15 

WHEN TO COMPLETE 

This form should be completed whenever any member of the department 
stops or questions any person as a result of suspicious circumstances 
or whenever any field contact is made ,qhere another official report 
is not completed. Make a separate card for each person questioned or 
interviewed. 

FORN PREPARATION INS'rRUCTIONS 

1. PRINT last name first in CAPITAL letters; print first and 
middle names; indicate Jr. or Sr. if applicable. If military 
personnel, include rank and serial number. 

2. Indicate arrestee's sex, race, and age, using standard abbrevi
ations for "Sex" "Race", and "Age". 

3. Permanent address, whether local or out of town. Include room 
building, or apartment numbers. If transient, state TRANSIENT. 
If military personnel, include unit, ship, or station. 

4. State subject's residence telephone number. 

~ Indicate subject's exact day, month, and year of birth -
example, January 5, 1948, would be 1-5-48. 

6. Indicate only to nearest inch; example: 6'1" would be 73". 

7. Indicate to nearest 5 pounds; example; 167 lbs. would be 
reco~'ded as 165. Use only the numbers necessary; the term 
"pounds" will be assumed in all cases • 

. 8. Indicate color and type if kno,qn. Example: "Black-straight. " 
Use the abbreviations in "How to Describe Persons" if the entry 
cannot be spelled out. 
If the description includes other descriptive information, indicate 
color in Box 8 and IISee 20 (or 'over')", then continue description 
in Box 20 or on reverse side of card. Use only standard colors; 
if dyed or rinsed to look another shade, explain in Box 20 or 
on back of cards • 

9. Use descriptive terms such as "ruddy, pimply, darkll, or similar 
terms. 

10. Self-explanatory. 

88. 
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11. State the name of the company or person by whom the subj ect 
is employed; the personfs school if still a student; the subject's 
union local or other affiliation if an unemployed laborer or 
skilled worker" If unemployed, \.;rrite "unemp." in front of the 
other identifying information. 

12. Indicate the subj ect' s profession or skill, \.;rhether employed 
or not. 

13. Circle the terms which describe the subject's present appearance. 
Several items may be c.ircled if necessary • 

14. PRINT, in same order as Box 1, any other names or aliases the 
arrestee uses or is also kno\ol1l as (AKA) • 

15. Describe the clothing and manner of dress as observed at the 
time of the field :ontact, Indicate, in addition to a description 
of the clothing, \.;rhecher the subj ect \.;ras \.;rell or shabbily dressed, 
had torn, missLng, or m~sfit garments, etc. If blood stains, etc., 
are observed, so 1ndic&te. If more space is needed, continue in 
Box 20 or on the reverse side of card. 

16. Describe vehicle used at time of contact or, if none used, one 
normally used by subject. Obtain information from registration 
if possible. Use descriptive format as used in Item 25 of all 
other TPD Raports; License No" State, Year, Body, Model, Year; 
make other identifying characteristics of vehicle - co1or(s). 

17. If the vehicle in Bo,x: 16 was involved, indicate whether the 
subject was driving it or not. 

18. Indicate license number of subject's operator or chauffeur and, 
if issued by another scate, abbreviate the State of issue. If not 
a regular operator's license, explain in Box 20. 

19. Provide the information listed for each person observed in the 
subject's company at the time of the contact. Continue in Box 20 
if more space needed. 

20. Complete all entries continued from boxes above in numerical order, 
indicating the box numbers in a circle; that is, eighteen for each 
entry. This should follmv in the order in which the events occurred. 
If additional narrative space is needed, continue in Box 20 or on 
the reverse side. 

21. If subject admits any previous local arrests, show the number of 
arrests he admits and che date of year of the last arrest. If he 
admits in other jur1sdictions, show the number of times and the 
city and date here. If more room is needed, continue in Box 20 
or on the reverse sideo 
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22. If Box 21 indicates a previous arrest from ~vhich the subject 
is still under parole or probation supervision, indicate the 
subject's parole or probation officer. 

23. If this field contact should be brought to the attention of any 
particular officer, element of the department, or another agency, 
identify that person or agency in order that a photocopy of the 
card may be forwarded. The Investigation Unit tlOrmally receives 
a copy of each card, but if a particular investigator within 
that unit should be notified, identify him here. 

24. Indicate exact location of the contact. Complete in one of 
the following ways, which are listed in order of preference: 
(a) exact address, including building, room, or apartment 
number; (b) closest street address, indicating IN FRONT OFt 
ADJACENT TO, REAR OF, ACROSS FROM, etc.; (c) block number by 
house numbers, ~vhich side of street; and (d) dist,:\Uce from a 
specific kno~offi paint, If more space is needed, continue in 
space immediately below the line in the title space. 

25. State the exact date and time of the contact, and if the 
contact was made outside the city, state the name of the city 
or other jurisdiction where the contact was made. 

26. Section whe:re the contact or interview occurred. 

27. Tab district where the contact or intervietv occurred. 

28. Indicate your personnel number. 

29. Print your last name in the space immediately below the personnel 
number space. 
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