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FOREWORD 

This request for Technical Assista.nce ,,,as made by the Burlington, 
Vermont, Police Department. The requested assistance was concerned 
with reviewing the Department's existing criminal records system and 
providing recommendations for modification and/or bnprovement. 

Requesting Agency: Burlington Police Department, 
Chief of Police Robert G. Abare 

State Planning Agency: Governor's Justice Commission, 
Nr. Michael Krell, Execiltive Director 

Approving Agency: LEAA Region I (Boston), 
~IT. Michael Sheehan, Vermont State 
Representative; 
Mr. John lvI. Keeley, Police Special ist 
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1 . INTRODUCTION 

Burlington, which is located on the eastern shore of Lake 
Champlain, is the largest city in Vermont. The population of Burlington 
is approximately 50,000 including 10,000 students at the University of 
Vermont, which is within tha City. The Police Department is staffed by 
both sworn and civilian personnel. The s,,,orn personnel complement con
sists of the Chief of Police" .3 captains,S lieutenants,S sergeants, 
9 detectives,S corporals, .3 juvenile officers, and 40 patrolmen; the 
civilian personnel complement consists of 1 police planner, 5 secretaries, 
5 record clerks, 4 dispatchers,S meter maids, and .3 citation clerks. 

In 1975, the Department reported 2,564 Part I Offenses, made 1,182 
arrests, investigated 2,130 traffic accidents, and received 16,071 
requests for service. The Department does not operate a jail; instead, 
it relies on nearby State facilities for cus~~dy of arrestees. 

Analyses conducted in this study and resultant conclusions and recom
mendations are based on interviews with Burlington personnel, observa
tions of recordkeeping procedures, review of work doclllTIents and reports, 
examination of statistical reports, and review of records currently 
maintained by the Department. 

Persons interviewed included the following: 

~ .Mr. Mike Sheehan, Vermont State Representative, LEAA. 

~\ Chief of Police Robert G. Abare. 

~ Mr. Steven Angel, Planning Director 

o Captain Richard E. Beaulieu. 

~ Captain Ken Pecor. 

(l) Patrolman Harry Baker. 

(!;) Nr. John Norrow, .Dispatcher. 

Q 1-1s. Theresa Greenough, Secretary. 

o Ms. Peggy Dumas, Clerk . 

@ 1'-1s. Alice Flanagan, Clerk. 

Data collected and reviewed by the Consultant included the following; 

o Burlington Police Department Table of 
Organization. 
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9 Burlington Reported Crimes, 1975. 

Q Department report forms and files. 
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2. UNDERSTAt\fDING OF THE PROBLfl..l 

Chief of Police Robert G. Abare has been in office approximately 
18 months. While in the process of trying to improve Department oper
ations, he became aware of a need to improve and/or simplify the existing 
records system. The Chief, not satisfied with the present state of 
information reporting~ custody Gnd retrieval~ requested technical assis
tance in reviewing the existing system toward the goal of improving the 
system's overall operational efficiency. 

Although the original request indicated that a redesign of the 
existing system was not desired~ onsite interviews with the Chief of 
Police and police planner revealed dissatisfaction \'/ith the overall 
records organization, the fragmented custodial aspects of the system, 
and the inability to retrieve data for analytical purposes, It was 
conceded that significant improvement in these areas necessarily dictated 
a general redesign of the existing system. The Department is anticipating 
implementation very shortly of a program involving entry of \'/orkload and 
crime data in the State computer. This data will be analyzed for the 
provision of field deployment that is more responsive to field problems in 
terms of location, time of occurrence, and frequency. During a meeting 
between the Consultant, police planner, and State data analyst, it was 
agreed that there would be little or no conflict bet\'leen the new system 
and the possible recommendations resulting from this records system study. 
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3. A~ALYSIS OF TIlE PROBLBI 

The Burlington Police Department records system is opera.ted in part 
by the Records Unit and in part by the Detective Bureau. In addition, 
typing assistance is provided by clerical personnel assigned to the 
Planning Division. The Records Division is staffed by three clerks; 
hours of operation are appro.ximately 8:30 a.m. to 5:00 p.m., Monday 
through Friday. The records system is characterized by a multiplicity 
of separate and distinct files for specific types of incidents, and 
several different Jnaster index files. Basic details of the system arc 
outlined belol'l. 

" Daily Log -- When tb a radio dispatcher receives 
a request for service and action is taken, an entry 
is made on an 8 1/2- by II-inch Daily Log Sheet 
(which is kept in a typewriter). The Daily Log pro
vides for entry of the date, time, complainantrs 
name and address, a sequentially assigned Complaint 
Number, the type of incident, and the name of the 
assigned officer. The dispatcher also completes 
the upper portion of an 8 1/2- by ll-inch Complaint 
Report and places the Complaint Report in a folder 
for completion by the assigned officer. The officer 
later completes the detailed narrative portion of 
the report either by personally typing in the in for
Jnation or by dictating the infornation onto a tape 
for subsequent processing by clerical personnel. 

~ Complaint Ledger -- A Complaint Ledger is maintained 
by the Records Division. This ledger contains the 
Complaint Number, the name of the victim, type of 
incident, and the like, which is obtained from the 
Daily Log prepared by the dispatcher. The Complaint 
Ledger basically duplicates the Daily Log. 

Q Complaint Report -- The Complaint Report is initi~ted 
by the dispatcher as described in the Daily Log 
section. After the report has been typed (usually 
two or three pages in length), the report is returned 
to the officer for his approval, then forwarded to 
the Tour Commander (lieutenant) for approval. If 
the incident did not involve a crime and there is nl) 
need for further action, the Tour Commander "closes" 
the report and forwards it to the Records Division. 
Lf the incident involved an arrest, the Report is 
fan-larded to the Staff Services captain for reyiew 
before being fOTI~arded to the Staters Attorney for 
prosecution. After a case is filed or rejected, 
the Complaint Report is returned to the Records 
Division. Complaint Reports concerning a crime ""herein 
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the perpetrator(s) is not arrested are 
sent directly to the Detective Bureau 
for investigation. The Records Division, 
although aware of the incident through 
the Daily Log, does not receive the Report 
for processing until the Detective Bureau 
has disposed of the case. This may be as 
long as 3 months. Copies of the report are 
not initially sent at the Records Division. 
To maintain some knowledge of report where
abouts, the Records Division informally 
obtains a weelely copy of the Detective Bureau 
Complaint List, which is used by the Detective 
Bureau to keep track of case assignments. 
\fuen the Complaint Report is actually received 
in the Records Division, a 3- by 5-inch Com
plaint Card is prepared. The card contains 
basic data (i.e., Complaint Number and name of 
the person involved) necessary to serve as an 
alphabetical cross-reference to the Complaint 
Report, !'lhich is filed by number. The same 
numbering system is used for all Complaint 
Reports but separate files are maintained for 
stolen vehicles, stolen bicycles, and juvenile
involved offense reports. If a Complaint Card 
has been previously prepared for a particular 
person, a second entry is made on the same 
Card, except if the current incident involved 
the person's arrest. In that case, a cross
l'eference card typed in red is prepared and 
placed alphabetically in the Complaint Card 
file in lieu of the axisting Complaint Card. 
The card typed in red bears only the personts 
name and Department Arrest Number. All informa
tion relating to the person's prior nonarrest 
police contacts, which \vere typed in black on 
the Complaint Card, is transferred to a 4- by 
5-inch Master Card used for arrests; the 
Complaint Card is then destroyed. The Master 
Card is filed alphabetically in a separate file. 
If the Complaint Report involved an arrest and 
the arrestee had no previous nonarrest contact 
with the Department, an index card typed in red 
is prepared and placed in the Complaint Card 
file and a Master Card is prepared and placed 
in the Master Card file. If an index card typed 
in red is already in the Complaint Card file, an 
entry is made of the incident, whether involving 
an arrest or not, on the Master Card. In summary> 
officially reported police contacts are listed in 
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black on a single Complaint Card unless 
at some point the person is arrested. 
Henceforth, all officially reported police 
contacts involving that person~ whether 
occurring before or after the arrest, are 
1 isted on the :illaster Card in a separate 
file and an index card typed in r~d will 
be found in the Complaint Card file. The 
red typed card provides reference only to 
the person's Department Arrest Number (and, 
thus, arrest package) and, by implication, 
to the :Master Card file. 

~ Vehicle Report -- Reports of stolen vehicles 
are accepted over the telephone, with no 
attempt to later verify the accuracy of the 
infonnation recorded. When a person calls 
to report a stolen vehicle, regardless of 
the location of theft, the dispatcher enters 
the make~ year, type, color, and registration 
of the vehicle; date stolen; Complaint Number; 
and date recovered on a Stolen Motor Vehicle 
Hot Sheet. The dispatcher also completes a 
5- by 9-inch Stolen Car Report, l'lhich is kept 
at the dispatcher's desk until the vehicle is 
recovered. The report is then filed by make 
of vehicle in the Records Unit. An entry is 
also made in the Daily Log and a Complaint 
Number is assigned, if the theft occurred in 
the City of Burlington. In this case, a 
Complaint Report is initiated, Complaint 
Number is assigned, and the Complaint Report 
is processed. Complaint Reports for stolen 
vehicles are filed separately from other 
Complaint Reports. 

" Towed Vehicle Report -- When a vehicle is 
impounded for reasons unrelated to a theft 
of the vehicle, an entry is made in a Towed 
Vehicle Log. The entry includes the date, 
reason for impound, location, make of vehicle, 
registration, and towing company. An entry is 
also made in the Complaint Log, a Complaint 
Nl®ber is assigned, and a Complaint Report is 
completed and processed. In addition, a 3- by 
5-inch index card is completed and filed in a 
separate Towed Vehicle index, which is filed 
by make of vehicle. 
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Wanted/Missing Person Reports -- When a person 
is wanted or is reported JUissing, the incident 
is reported in the same IDanner as stolen vehicles; 
an entry is made on a ~ranted/fi1issing Persons Hot 
Sheet that contains general identifying informa
tion and a 5- by 9-inch Wanted Person or a 
separate ]\Jissing Person Report is cOTIlpleted by 
the dispatcher. The Hot Sheet and the reports 
are kept by the dispatcher until the matter has 
been resolved. At that time, the reports are 
forwarded to the Records Unit for alphabetical 
filing. An entry is also made in the Complaint 
Log, a Complaint ~Umber is assigned, and a 
Complaint Report is completed and processed. 

Supplemental Report -- The Department uses two 
slightly different Supplemental Reports: One 
by the Detective Bureau and the other by other 
Department units. The reports are used to add 
information to an existing report and are filed 
with the original report. 

Arrest Report -- Arrests IDay take the form of a 
citation or a physical arrest. Although the 
basic forms used to record the incidents differ, 
the processing, filing, and indexing is the same. 
The Arrest Report used for physical arrests is 
provided by the State. It consists entirely of 
a series of blanks with only two lines reserved to 
reporting the circumstances leading to the arrest. 
A Supplemental Report or a blank sheet of paper 
is used to record arrest details. The completed 
report, together with accompanying documents 
(e.g., Statement of Rights acknowledged by the 
arrestee), are forwarded to the Records Division 
where the files are searched for a Master Card 
that would list prior arrests. If a Master Card 
is located, an entry is made regarding the current 
arrest and the Card is placed alphabetically in a 
"Pendingll file. If there is no Master Card on file, 
a permanent Arrest Number is assigned sequentially 
from a 5- by 9-inch loose-leaf Arrest Ledger. This 
Ledger contains only the number and the name of the 
arrestee. A Master Card is prepared and placed in 
the Pending file. An identifying 3- by 5-inch 
card is also prepared in red type and is inserted 
alphabetically in the Complaint Card File. If the 
arrestee has had prior formal contact with the 
Department not involving an arrest, a Complaint Card 
typed in black will be found in, the Complaint Card 
File. The information on this Complaint Card is then 
transferred to the Master Card and the Complaint Card 
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is destroyed. If there is a conplainant 
(victim) involved in the current arrest, 
a Complaint Card is also prepared and 
filed in the complainantts name in the 
Complaint Card File. The .~rest Report 
is also placed in a Pending file that is 
separate from the lvlaster Card Pending 
File. After the case has been disposed of 
in court, a copy of the Arrest Report 
bearing the case disposition is returned 
by the court. The Naster Card and original 
Arrest Report are each removed from the 
respective Pending File and transferred to 
separate uClosedll files. Consequently, 
arrest reports and related index cards may 
be located in either of two files depending 
on whether the case is pending or closed. 
A copy of the Arrest Report, including the 
case disposition, is forwarded to the State 
along with a completed copy of a State
designed Crime Complaint Report form. In 
addition, the Department maintains an Arrest 
Record Ledger that provides for entry of 
identifying information for each arrest. 
This Ledger serves as a 1!Police Blotter. 1I 

An entry, including the permanent Department 
Arrest Number, is made at the time of arrest. 

Traffic Accident Report -- This report is a 
standard, State report form. Traffic Accident 
Reports and associated indices are maintained 
separately from other police records. Upon 
receipt of a service request involving an 
accident, the dispatcher enters the incident 
in the Daily Log, assigns a Complaint Nwnber, 
and initiates a Complaint Report. The assigned 
officer completes both the Traffic Accident Report 
and the Complaint Report and fonrards them to the 
Records Division. In the Records Unit, the report 
is logged in an Accident Sheet Ledger and given an 
Accident Number. The Traffic Accident and Com
plaint Reports are then filed by the Accident 
NLrnber. A 4- by 5-inch index card is also prepared 
for each vehicle operator in the accident. The 
index card is filed alphabetically in a separate 
file. If the same person is involved in more than 
one traffic accident over a period of time, multiple 
entries are made on the same index card. 
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Evidence Sheet -- Custody of property in the 
Burlington Police Department is a responsibility 
of the identification officer assigned to the 
Detective Bu:ceau. When property is received, 
an entry is made on an Evidence Sheet that serves 
as a property ledger. The entry identifies the 
property, victim or suspect, and the like and 
provides for the assignment of a sequential number 
to that particular incident (this is a different 
series of numbers than is used by the dispatcher 
and/or the Records Unit). The Evidence Sheet pro
vides a chronological cross-reference to booked 
property. 

Property ReD art -- 1fuen stolen or evidential 
property is booked into custody, the booking 
officer completes a three-part, 3- by 5-inch 
report identifying the property: One copy is 
attached to the property as a property tag; one 
copy is attached to the related Complaint Report; 
and one copy, which \'las formerly filed in the 
Records Unit, is discarded. Two index cards are 
prepared: One copy is filed alphabetically by 
either the n~~e of the victim or the suspect Cif 
knOlm) and one is filed by the type of evidence. 
If the property is found property, the same procedure 
is followed, except that index cards are filed 
separately in a "Found Property" file. Index cards 
provide for cross-reference to the Complaint Report, 
the Evidence Sheet, and the locker location of the 
property in the Property Room. 1fuen property is 
released, a signed receipt is obtained and attached 
to the Complaint Report if the Complaint Report is 
in the custody of the Detective Bureau. If not, the 
receipt is filed alphabetically in the Detective 
Bureau files. 

Traffic Citation -- The Department uses a citation 
form very similar to the Uniform Traffic Citation. 
Three copies, including a pink copy, are forwarded 
to the Court; a hardcopy is given to the violator; 
and a green copy is filed by violator's name in a 
pending file in the Records Unit. When the pink copy 
bearing the case disposition is returned from the 
court, the green copy is removed from file and attached -
to the pink copy; both copies are then refiled in a 
closed file. 

Parking Citation -- Parking citations are processed 
and stored by the City Traffic Department; the Police 
Department maintains no records or files of parking 
citations. 
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D Officer's Daily Activity Report -- All Patrol 
and Detective personnel aTe required to 
complete an Officer t s Daily Activity Report. 
The report provides for only identification 
of the officer, a simple eight-category re
capitulation of arrests, accidents investigated, 
traffic citations issued, and the like, and a 
space for remarks. Only the most elementary 
data can be extracted from the report. 

Q Records Sign-Out -- A hardcopy form is used to 
maintain control of reports removed from the 
Records Unit. The sign-out form is placed in 
the file in the appropriate location "'hen a 
report is removed. 

In addition to the reports and files described above, ind~x files 
are maintained separately for deceased persons and sex crimes. Juvenile 
Case Reports (arrests) and Juvenile Complaint Reports are filed and 
indexed separately. A warrant file, subdivided into felony and mis
demeanor arrests, is also maintained. All Case and Complaint reports 
are microfilmed after 1 year. 

In order to prepare monthly Federal and State statistical summaries, 
pertinent reports are extracted from files each month, tallied, and 
returned to file. These records are sometimes significantly inaccurate 
due to the fact that Complaint Reports are held by the Detective Bureau 
until the case has been disposed. 

Certain additional reports and files are maintained in the Detective 
Bureau. These are as follows (minor internal reports used in the Bureau 
are not described): 

e Bulletin of Stolen and Recovered Property --
This report is used in the Detective Bureau as 
a stolen property file. The bulletin is 8 1/2-
by II-inches in dimensions and includes listings 
of all stolen property. T~pes of property are 
categorized into several classifications and a 
different bulletin is used for each classification. 
The source of information is Complaint Reports. 

@ Personal History Renort -- The Personal History 
Report serves as a detailed identification report 
and is completed Hhen an arrestee is interrogated. 
It is filed attached to the related Complaint 
Report. 
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o Investigation Report -- The Investigation Report 
(offense report) is prepared by Detective personnel, 
and serves no real purpose. One copy is retained 
in the Detective Bureau filed by the suspect's 
name and one copy is attached to the Complaint Report. 

If) Photographs of Arrested Persons File -- Photographs 
of arrested persons are assigned a sequential number 
and filed by that number. A 3- by 5-inch index card 
is filed alphabetically as a cross-reference to the 
photo file. 

~ Fingerprint File -- Fingerprints of arrested persons 
are classified and filed by that classification. A 
3- by 5-inch index card is filed alphabetically as a 
cross-reference to the fingerprint file. The index 
cards are incorporated into the same index file as is 
used for arrestee photographs. 

o Single Print File -- Fingerprints in the Single Print 
File are located by classification and/or crime. 

o photograph Negative File -- The Photograph Negative 
File includes negatives of crime and traffic accident 
scenes. A sequential number is assigned to each 
incident and related photos are filed by that number. 
A 3- by 5-inch index card is filed alphabetically by 
the name of the victim or vehicle operator as a cross
reference to the negative file. 

o Criminal History File ("Rap Sheets") -- A special file 
of criminal histories is maintained. These reports are 
in alphabetical order. However, the files are not 
complete since detectives frequently retain a particular 
report in connection ''lith an investigation. 
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4. FINDINGS, CONCLUSIONS, Al'ill RECm.!MHiDATIO:--l"S 

Based upon the Consultant's analysis of the Burlington Police 
Department's recordkeeping system~ he feels that several aspects of 
the system tend to Teduce its overall efficiency. 

@ Although the major recordkeeping effort is 
performed by Records Division personnel, some 
portions are performed by Detective Bureau 
personnel. This division of recordkeeping 
responsibilities leads to the inevitable . 
fragmentation of the system. }'loreover, records 
system typing personnel are assigned to a third 
unit. 

o A Daily Log and a Complaint Ledger are duplica
tive. In addition~ the use of a Complaint 
Report, together Hith associated index cards 
for all calls, results in a large number of 
unnecessary reports being completed, indexed, 
and filed. The use of a Complaint Report in 
conjunction with a Traffic Accident Report is an 
excellent example of over-reporting. 

(I The Complaint Report does not adequately fulfill 
the requirements of an offense report. The 
failure to use work copies instead of the original 
report for investigative followup seriously re
duces the integrity of the system and creates 
extra work for both records and detective personnel. 

o Separate files for various classes of reports 
(e.g., stolen vehicles, stolen bicycles, traffic 
accidents) are duplicative and tend to create 
unnecessary work. 

\9 The use of black-typed and red-typed index cards 
creates an additional and unnecessary cross
reference systE:m. In addition, t\'iO files must be 
searched in Jnany cases to obtain the desired infor
mation. 

u Acceptance of stolen vehicle reports over the 
telephone without verification of the facts is 
potentially dangerous since field personnel must 
proceed on the assumption that the information is 
valid. An intoxicated person, a crank, or a 
vindictive spouse or suitor could easily create 
a situation leading to false arrest, injury, or 
even death. The use of both the Stolen Vehicle 
Report and a Complaint Report is duplicative. 
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o Duplicate reporting is also apparent in the 
use of a Complaint Report and a .Missing Person 
Report for the same incident. 

t9 Th0 use of different Supplemental Reports by 
detectives and other personnel appears to be 
unnecessary. 

o The existing Arrest Report fails to adequately 
report the circumstances of an arrest. The use 
of pending and closed files for both arrest 
reports and arrest index cards appears to be an 
unnecessary expenditure of effort, Hithout 
positive benefits. 

~ The maintenance of Traffic Accident Reports and 
indices separate from other files creates un
necessary clerical Hark. A separate Accident 
Ledger compounds the problem. The failure to 
prepare index cards for injured parties who were 
not drivers also reduces the value of the system. 

o The existing fragmented property records system 
creates unnecessary work for both records and 
detective personnel. The use of another series 
of numbers for property adds unnecessary refine
ments to the system. 

~ The Property Report itself does not adequately 
fulfill its intended purpose. Completion of a 
related Complaint Report is another example of 
over-reporting. Separation of found property 
and evidence files appears unnecessary. Filing 
of property receipts in two different locations 
adds to searching tasks when such information 
must be located. 

(J The use of pending and closed files for Traffic 
Citations appears to be unduly laborious. 

Q The Officer's Daily Report does not adequately 
fulfill its potential. Little or no statistical 
data is reported. 

Q The system of preparing periodic statistical 
reports for State and Federal agencies is unduly 
laborious. 
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The maintenance of photograph and fingerprint 
files in a separate building from most other 
criminal records tends to reduce the overall 
efficiency of tue system. Establishment of 
index files to locate this information tends 
to make the system cumbersome. 

I> Naintenance of !lrap sheets" separate from 
other arrest records makes location of all 
pertinent data in a particular case unduly 
laborious. 

~ Most Department reports are not well adapted 
to the extraction of statistical data for modus 
operandi studies, manpower deployment analysis, 
workload evaluations, and the like. 

The fact that the Records Unit is operated only 
Monday through Friday from 8:.30 a.m. to 5;00 p.m. 
seriously restricts the level of service that 
should be provided. 

In summary, it is the Consultant's oplnlon that the existing records 
system is unduly involved, fragmented~ and duplicative; and it is not 
providing the service to the DepartJnent that is necessary and appropriate. 
As a consequence, it is recommended that the existing system be lilodified 
to conform to the proposed system shown in Appendix A. Report exemplars 
provided in Appendix B are intended only as guides in the development of 
specific Department forms. 

In addition, it is strongly recommended that Records Unit personnel, 
including the typists now assigned to the Planning Bureau, be redeployed 
(and increased in number) to provide for on-duty records personnel at 
least 16 hours per day and preferably 24 hours per day, 7 days a week. 

In the process of redesigning reporting forms, an attempt should be 
made to reconcile appropriate report forms ivith those additional and 
duplicative reports now required by the State and FBI for NCIC entries. 
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APPENDIX A 

Proposed Records System 
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1. Incident Ledger 

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

9 Upon completion of an Offense Report, 
Miscellaneous Incident Report, Traffic 
Accident Report, Property Report, or 
Vehicle Report, the reporting officer 
should obtain an Incident Number from 
the person maintaining the Incident Ledger. 
A single consecutive series of numbers 
shall be used for all of the above reports. 

- Multiple incidents arising from 
the same occurrence require only 
one number. 

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

If a 24-hour Records Unit is 
established, a records clerk should 
maintain the Incident Ledger. In 
the absence of records personnel, 
the radio dispatcher should perform 
this task. Primary responsibility, 
however, should rest with the Records 
Unit. 

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

Incident Number. 

- Date and time of occurrence. 

Type of occurrence. 

Location. 

R-76-138 
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Victim, if any. 

Officer reporting. 

Related reports under this Incident Number. 

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

~ Traffic Accident Report Numbers may be preceded 
by the letter "1''' if desired: T-76-l379. 

2. Radio Call Card 

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

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

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

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

Serves as the basis for compiling the 
Daily Report. 

Q The form should be designed to enable the dispatcher 
to record as much information as possible by checking 
appropriate boxes. Use of a time-stamp machine to 
record times of receipt, dispatch, unit arrival 1 and 
completion ~~edites filling in the Card. 

~ Disposition of the call is not essential to the completion 
of the Radio Call Card. Disposition information is 
recorded in the Officer!s Daily Activity Report. 

@ Filed numerically. 

This number is not cross~referenced to 
other numbers assigned to reports. The 
sole purpose is to facilitate filing and 
retrieving. 
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3. Daily Report 

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

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

o The report should contain a1l incidents of major 
police interest that occur during the designated 
24-hour period. 

Routine r~dio transmissions and 
minor matters should not be included. 

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

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

The disposition entry should be very brief 
(Le., "arrested 2 Incident Number 76-1781" 
or "Robbery Report -- Incident Number 76-2419 11

). 

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

o Pert'inent information should be presented at roll call 
to personnel coming on duty. 

~ The Daily Report should be audited daily by Records 
personnel to ensure that all appropriate incidents have 
been formally reported and that proper reports have been 
completed and submitted. 
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4. 

Q Where volwne is 1010{, the Incident Ledger 
and the Daily Report can be combined. If 
these forms are combined, care must be taken 
to ensure that Incident Numbers are assigned 
to only those entries requiring reporting on 
one of the listed reports. 

Offense Report 

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

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

C!' The original should be filed promptly by 
Incident Nwnber in the PrL~ary File. 

f:1 The nwnber of a.dditional copies and distribution 
should be determined by Department needs, such as: 

Chief of Police -- Iluormation. 

Detective Bureau -- Work copies. 

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

Officer's information file. 

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

€I' Index File 

Haster Name File (victim) -- Filed 
alphabetically. 

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

Type of Property File (Ootional) -
Filed by type of property, by date. 
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5. 

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

Miscellaneous Incident Reuo-r"t 

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

Injured person aided. 

Missing person. 

Animal destroyed. 

D~ngerous excavation. 

Lost property reported. 

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

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

I) The number of additional copies and distribution 
should be determined by Department needs, as 
indicated in Section 4. 

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

e Index Files 

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

Location File (Optionajll -- Filed by street 
address or other identifying factors 1 by date. 

Type of Incident File (Outional) -- Filed by 
type of incident, by date. 
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6. 

7. 

Supplemental Report 

@ The Supplemental Report should be used: 

As a continuation for any other 
report. 

To add additional information to 
a previously reported incident. 

To record progress of a continuing 
investigation. 

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

~ The report should have the same distribution 
as the original report and be attach~d to the 
original report in the files. 

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

Traffic Accident Report (State Report) 

o TIlis report should be completed for all traffic 
accidents occun:ing on the highway (except those 
l'lith only very minor damage) and all private 
property accidents involving death, injury or 
a violation of la\'i. 

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

f) The orig:j,nal should be filed promptly by Incident 
Number in the Primary File. 

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

() The mnnber of additional copies and distribution 
should be determined br Department needs, as 
indicated in Section 4. 
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9 Index Files 

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

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

8. Property Report 

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

Evidence. 

Found Property. 

Safekeeping. 

I\) An Incident Number should be assigned as described 
in Section 1. 

o The original should be filed promptly by Incident 
Number in the Prim,'l.TY File. 

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

One copy should accompany the property. 

Detective Bureau. 

Arrest package, if related to an arrest. 

Officer's information file. 

~ Property should be described in related reports. 

o Index Files (Records Unit) 

- Master Name File ........ Filed by \lBooked to, II 
alphabetically. 

Type of Pronertv File (Optional) 
by type of prop'erty J by date. 
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9 Index File (Identification Officer) 

A copy of the }.laster Name File Card 
prepared by the Records Unit should 
be forwarded to Detective Bureau with 
a copy of the Property Report. The 
index card should be filed alphabetically 
in single property file. 

9. Property Ledger 

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

The Ledger should be maintained by the 
Identification Officer. 

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

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

10. Arrest Report 

€I This should be used to record identifying information 
and details of the arrest of all persons taken into 
custody and booked. This report serves as a permanent 
record of the officerrs actions, arresteers statements 
and actions, and other arrest details. 

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

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

The Booking Number is used to identify the 
current arrest, the permanent number to 
identify the arrestee. 
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~ The original should be filed promptly in the 
Arrest Package of arrestee, along with 
photographs, fingerprints and other arrest
related documents. 

Arrest Packages should be kept in 
the Records Unit, filed alphabetically. 

Offense Reports, if any, should be attached. 

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

Chief of Police. 

Detective Bureau. 

Officer's information file. 

o Index File 

Naster Name File -- Filed alphabetically. 

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

11. Arrest Ledger (rlBlotter") 

o The Arrest Ledger should serve as the primary 
chronological record of all arrests made by the 
Department. 

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

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

~ Each January 1, the numbering sequence should start 
with mnnber 1 followed by the last two digits of the 
year (e.g., the first arrest in 19].7 would be 1 .... 7], 
the second arrest would be 2-]]). This would provide 
a stable mnnbering system and at the same time would 
readily provide infor~ation as to the number of persons 
booked during the current year. . 
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This number should be cross-referenced 
in Department files to a permanent 
Department Arrest Number assigned by 
Records personnel at the time of the 
first arrest. 

g The Arrest Ledger should be kept In the Records Unit. 

12. Uniform Traffic Citation 

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

@ The distribution should be as indicated by citation 
copies. 

Court. 

Violator. 

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

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

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

13. Field Interview Report 

@ The Field Interview Report is a 3- by S-inch card used 
to report, for possible future investigative purposes, 
suspicious persons against 1'lhom there is no specific 
charge or persons warned regarding certain prohibited 
conduct. 

o The form should be completed in duplicate: One copy 
filed alphabetically by name and one copy filed oy 
location of interview. 
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o Because of the specific investigative 
purposes of this form, it should be filed 
separately and distinctly froFt the Primary 
and Location Files. 

14. Vehicle Report 

~ This should be used to report and identify stolen, 
recovered, and impounded vehicles. 

o An Incident Number should be assigned as described 
in Section 1. (A recovered vehicle should bear 
stolen Incident Number, if stolen locally). 

e The original should be filed promptly in Records 
Unit files as follows: 

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

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

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

Detective Bureau. 

Impound Garage. 

G Index Fil es 

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

Stolen File -- Filed by license number; a 
copy should be sent to dispatcher for 
ready reference. 

Impounded ~~hicle (Optional) -- Filed by 
license number. 

Location File COp-tional) -- Filed by 
street address o:r other identifying factors, 
by date. 
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15. Officer's Dailv Report -- ' 

~ 
@ The Officer I s Daily Report is vital to effective 

operations. Therefore, it should be completed 
by the field officers. The report serves the 
following purposes. 

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

Provides a record of the daily accomplish
ments of each officer for supervisory as 
t'lell as statistical purposes. 

Provides a record for measurement of 
workload factors. 

Provides a source of data for manpower 
usage analyses, budget requests, response 
to public inquiries, and the like. 

Provides a safeguard for field personnel 
against unjust accusations. 

6 The report should be filed by officer's name, by date 
(after extraction of pertinent data for analysis 
purposes) . 

16. Supervisor's Daily Report (Ontional) 

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

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

17. Records Check Out 

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

Incident Number. 
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18. 

Officer. 

Date removed. 

Purpose. 

- Date returned. 

- Record clerk 1 s initials (or number). 

Periodic Statistical Summary Report 

o This should be prepared by the Planning Unit from 
the tally sheet (s) mainta.ined on a daily basis. 

~ The report should be distributed to: 

Chief of Police. 

City officials. 

- Department supervisors. 

9 The report should be used as a basis for the annual 
report. 
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APPENDIX B 

Exemplar Report Forms 
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