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FOHE\\'ORD 

Chief James Skaggs of tnc ~lercer Island, l~ashington, Police 
Department requested technical assistance in the evaluation of the 
repurting al1Lt recH'ds systems, and communications portions of a survey 
of Departmental operations performed by the International Association 
of Chiefs of Police, This request was forwarded to the Seattle 
RegionaJ. Office of the Uu.; Enforcement Assistance Administration 
(LEAA) by the La\v and Justi co Planning Offi ce of the \\ashington State 
Planning WId Community Affairs Agency. 

In response to this request, the \\'estinghouse Justice Institute, 
unJcr ~l-L~' ~(;rl~·LS Gi' ~0ritril(;L tJ-~LI\A.-J16-7:, u!)S.1.l:.lit;J CaDtaiiJ. ChCirlr.::> ri. 
Connery to evaluate the reporting and records systems portion of the 
IACP report, The present report contains the findings and recommenda
tions resulting from his brief but intellsive evaluation conducted dur
ing the ,,'cok of :~o\'l'mbcr 25, 1973. The communicatio1i.s portion of the 
IACP report is the subj act of a separate \';J I report, 
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1. TNTRonl JeTTON 

The lvestinghouse Justice Institute was retained to evaluate and 
make recommendations for implementing the Reporting and Records Sys
tems section of the June 1973 report, A Survey of the Police Department, 
Mercer Island, l\'ashington, by the Field Operations Division of the 
International Association of Chiefs of Police. The report has been 
reviewed, an onsite inspection and interviews have been held, and 
this evaluation report with recommendations has been prepared. Those 
interviewed \~ere Chief of Police James Skaggs) Sergeant Augustson, 
and the City Attorney. 

cognizance was taken of the various reporting systems of neighbor
ing agencies and the current requirements and future plans of SEA-KI~G 
ALERT and existing state laws. The reporting and records system of 
Mercer Island was found to be typical of agencies of its size and of 
relatively unplanned evolution- -reasonably functional but insufficient ly 
up-to-the minute to ensure optimum efficiency of operation and conven
ience of the users. 

2. A.J~ALYSI S A:.i]) RECO;l)!E:.iDA TIO:\S 

Basically, the Reporting and Records System section of the IAcr 
Report is enllorsed. The most important need is for some one person, 
whether s\\~orn or nonsworn, to be assigned the responsibi 1i t)' for both 
1·11(~ "'P!1C11"r"ine ::tnn 1~pr()~r:1S C;::l·Stl?~~ ~ That indi'.Tid.!.~~l £!:'0'..!ld be :.!f£::ydcd 
the time and budget to become thoroughly familiar \d tIl current practice 
in Law Enforcement Records Systems and, more importantly, the general 
field of knowledge known as the "systems approach". 

Where the IACP recommended six report forms (Field Reporting, 
page 152) we would combine the Offense and Anest forms. A recommended 
form for this purpose was developed after consultation with the City 
Attorney and representatives of the ~!ercer Island Police Department 
(Figure 1). Alternative suggestions to the lACP recommendations are 
also included for the Complaint Control Carel (Figure 2) ~ Administrative 
Control Card (Figure 3), N1..Unerica1 and Alphabetical Incident Codes 
(Figure 4), and Disposition Codes CFigule 5). 

With respect to the recommendation for offset duplicating, photo 
copying (Xerox or equal) is instead recommended as the best method of 
duplicating reports. 

Index canls or slips can be typed using four-part snap-out packs 
and the formats shown in this report (Figure 6). We h'oulcl recommend 
that, with the exception of the Criminal (listory Index Cards, new index 
slips be made for each report and in-filed. This will eliminate the 
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MERCER ISLAND POLICE DEPART~'ENT CR 

REPORTING COQ!':S 

1 Identify the c 01"11:·1 a 1 nan t I addressC)s and phone numters 
2 Identify additional :Lic'ti;t~S • addresses and phone numbers 
3 Identify and/or descri be auditional E:usr,Elcts and state rea.sons 

suspic1.on 
4 Identify witn~', s.ddresses and phone numbers 
g Doscribe trD'''rtv tl'.i<cn showing 'lerial #, identifying marks and 

Describe l?h~' ~ i C .11 e,,:dcnce and whpna found and by whom 
7 List phOtofi, (}i?~rR7:·,;: ) and laton::;D~-
8 Report all ]J'o~ertv C1amat~ - describ~ damage 
9 Casual ties or dl"a1:n - nature of caslw,l ty - attonding physician 
10 RECa;fsTRUCT INCIDENT 

:--

-
. 

-

. ------_ .... _---..- -.--.--- --"-- " -- ---- ~- .... 

~ 
- :--' 

1---

,,"" 

.. 
-

-

Figure 1. Cuse Report (Sheet 2 of 2) 
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~ ." 

Number 
of 

Suace 

1. 

1. 

2. 

4. 

5. 

6. 

10. 

11. 

12. 

13. 

HeadinG; 

O.V. 

EMER 

RPT 

LOCATION 

PHONE 

(l'lORD LIST) 

BACK-UP f/l 
BACK-UP #2 

OPERATOR 

DISPATCHER 

DISTRICT 

ASSIGNED 

OFF1CER 

FIELD REQUEST 

LOCATION CODE 

COMPLAIN'l' REPORT 
EXPLANATION QF USE 

Individual 
Responsible 

DISPATCHER 

" 
.. 

PHONE OPERATOR 
or 

DISPATCHER 

" 

" 

" 

DISPATCHER 

PHONE ANS\~'ERER 

DISPATCHER 
II 

II 

II 

" 

... 

Tyne of Data 

Field Initiated Action 

Emergency Response Req'd 

Does NOT require emg. resp. 

Place of Field Response 

Name of Person or Alarm 
System requesting response 

Number where Comulainant 
may be re-contact.ed 

Circle applicable words 
to describe reason resuonse 
needed -

Ad'di tional· Uni ts sent in 
support 

Identity of Call-taker 

Identity of Dispatch~r 

. Call dasi..,iation of police 
Unit responsible for this 
area on this shift 

Call designation of police' 
Unit assigned to handle 

.. 
'Serial Number of assigned. 
Officer(s) 

Circle & iuentify brand of 
Service Requested by OfficBl 
at scene 

·'R-T Coordinates of Location 
as reported by field unit 

Figure 2. Complaint Report (Sheet 3 of 4.) 
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14. 

15. 

16. 

17 .• 

18. 

COMPLAINT CODE 

DISP CODE 

CASE NO. 

WARRANT NO. 

BLANK 

DISPATCHER 

.. 

H 

H 

PHONE OPERATOR 
OR 

DISPATCHER 

) digit Complaint Classi
fication code as reported 
by Field Officer 

1 Alpha Disposition Code 
as reported by Field Office 

Control Number for Field 
Report 

For Arrests on Warrant 

TIME sri'~.~PS I 
Time Received 
Time Dispatched 
Time Arrived at Scene 
Time Completed 

Figure 2. Complaint Report (Sheet 4 of 4) 
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Number 
of 

Space 

J. 

4. 

5· 

6. 

8. 

J .;, 'ME W'Aa p -.:-

Heading 

910 thru 999 

UNIT 

DISPATCHER 

BLANK 

PHONE NO. 

LOCATION 

OFFICER 

REMARKS 

RADIO Aot.:INISTRATIVE FORM 

EXPLANATION OF USE 

Individual 
Resuonaible 

DISPATCHER 

II 

.. 

.. 

,. 

Typo of Data 

ReMon out of Service 

Radio Call Number 
of r'ield Uni t 

Identity of 

Time Starnp Out 
Time sta.rnp III 

Where Unit can be 
Reachod, 

If Applicable, Location 
Address of Unit 

Serial Number(s) 
of O1'ficer(5) 

If will be out for 
unl\S\Lal length of tinle. 
explain 

Figure 3. Radio Administrative Form (Sheet ,3 of 3) 
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CRIMINAL, 

010 
020 

(030) 
031 
032 

( Ol}O) 
041 
Ol}2 

(050) 
051 
052 

(060) 
061 
062 
063 
064 
065 

(070) 
071 
072 
073 
074 

090 
100 
110 
120 

(130) 
131 
132 

140 
150 
160 
170 
190 

MIR CODE 

Numeric Sequence 

HatHCIDE 
RAPE 
ROBBERi' 

Armed 
Stro~·At1Tl (include purse snatch with force) 

ASSAULT 
Non-Aggravated (include threats) 
A~grav<J.ted 

BURGLARY 
Residence 
Non-Hesidence 

LARCENY 
Auto Accessories (include tabs) 
Car Prowl 
Purse Snatch (without force) 
Shoplift 
Other 

AUTO THEFT 
Theft 
'l'heft and Recovery 
Recovery 
Theft of Pl~tc'o) 

ARSON, B01':B, EXPLOSION (include found device) 
FRAUD (include bad checks, bunco, forgery) 
KIDaAP 
VICE (15q'.!~!:", r:~~l.'1in'::f prcntitutlc::1; nnrcotic::;) 
Fi\urER:LY IJr~':hCE . 

Vandalism 
Other Property D::L":'l<H~e 

SEX OFFEr:SE (excludin~ rape) 
CHILD, ABAiIDOiIED, AEUSE, NEGLECr.:::m 
PRO','(LER 
l;lISCELLAHEOUS mSDE;·;Efu"lOR (curfew, litter, etc.) 
WARRANT ARREST (not from assigned warram: service~918) 

INVF.STIGATPfE fPEVEHTIVE: 
( 210) ALAR:,i 

220 
230 

(240) 

211 Burglary 
212 Robbery 
213 Other 

231 

2lH 
242 
243 
244 
245 

MENTAL CCMPLAINT 
DRUNKEiliiES3 . 

!.:inor Consuming 
DISTURBANCE 

Family (include standby to secure peace) 
Fight 
Juveni.le 
Noise 
Other Disturbance 

Figure 4. NIR Code (Sheet 1 of 6) 
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'. 

INVESTIGI\TI~ PREV!':NTIVE, cont. 

·250 mSCHIEF OR tlUIStUlCE 
260 OPEN DOOR, FRE~ISES 
270 PREMISES CHECK 

(280) SUSPICIOUS 
281 Cat" 
282 Circumstances 
283 Person 

(290) WEAPO:/ , PERson WI'l'H 
291 Gun 
292 Other Weapon 

ASSIST PUBLIC: 
(310) ASSIST OT!ER AGENCY 

311 Assist Law Enforcement Agency 
312 Assist Other Public Agency 

AUTO, PEQtJZ:::;T TO LCCA7E 320 
330 

(J50) 
CASUALTY (NCI-7RAFFIC, I~O:~-CRI:,aNAL) 

351 
352 

(360) 353 
361 
362 
363 

370 
380 
390 

rnn i 1'"'''"'''''1'''\ 
.!H/\L.I.~vi 

Lf10 
420 
l~30 
440 
450 

. 460.1
" 

470 
Lf80 
490 

(910) 
911 
912 
913 
91l.j. 
915 
916 
917 
918 
919 

HAZARD (NO~-TRAFFIC) 
Fire 
Wuter 
other Hazard 

PERSOi/S, LOST, FOUND, 
Person Found 
!.1issin.g Person 
RlIl1::>W:"Y 

MISSING 

PROFERTY, LeST, FO~ID, MISSING 
SUI C IDE ,\;10 N::.''l'E?:PTS 
ASSIST TO PUBLIC - ALL OTHER NC:-: -SPECIFIED 

TRAFr'I C, ABAHDS:rSD CAR 
TRAF?IC.ACCH:;:::::T, I~IJt.:RY CF: DEATH 
TRAfFIC ACeD::::':,', ;:C:I-I:IJURY 
TRAFFIC, ASS!ST ~OTORIST 
TRAFFIC, n~I . . 
TRAFFIC, ~CVI~G VICLA~I~I; . 
TRAFFIC, FA::Kl:~G' 'IrOLATIC;/ (except 
TRAFFIC CC:;-;:?OL 
TRAFFIC HAZARD 

abandoned car) 

AOIUNISTRATIVE DO' .. ,1'ITD~E - ASSIG~lED ' 
Communi ty and School :,:eetings 
Court 
HOfJDi tal G.u<lrd 
Prisoner Escort 
Other Escort 
Request to Watch 
Stokeout 
Assir;ned ','tarrant and Subpoena Service 
Other assigned downtime 

Figure 4. ~·IIR Code (Sheet 2 of 6) 
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DOI'INTIME, con t. 

(920) 
921 
922 

(930) 
931 
932 
933 
934 

ADMINIS'l'RA'rIVE DOli1'!'l'DlE, NON -ASSIGNED 
out of Car - No Renson Given 
No Answer 'I/hen Called 

ADMHnSTRA'l'IVE OOl'IllTIr.1E - OTHER 
Eat 
Coffee 
Garage/Car Maintenance (gas. wash, etc.) 
Station 

Figure 4. ~lIR Code (Sheet 3 of 6) 
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MIR CODE 
Alphabetical Sequence 

ADMINISTRA'l.'IVE DOl'mTU:E - ASSIGtlED (910) 
(5;: Community and School Meetines 

~Court 
"Hospital Guard 
.:. Prisoner Escort 
':Other Escort 

Request to \'latch 
Stakeout 

911 
912 
913 
914 
915 
916 

Assir,ned Warrant and Subpoena Service 
917 
918 
919 Other 

ADMINISTRATIVE DO'mITI!:';:: - NON-ASSIGNED 
Out of Car ~ No Reason Given 
No Answer When Called 

(930) 

(920) 
921 
922 

ADMINISTRATIVE DO\','NTU:E - OTHER 
Eat 931 

932 
(gas, wash,etc.) 933 

934 

Coffee 
Garage/Car t·laintenance 
Station 

ALARM (210) 
Burglary 
Robbel'y 

211 
212 
213 Other 

ARSON, BOr.:B, EXPLOSION (INCLUDE FOUND DEVICE) 090 
ASSAULT (040) 

Non-Aggr~vated (include threats) 
Aggravated 

ASSIST THE OF:ICSR (NCN-El.'SRG2NCY) 
ASSIST OTP.ER !c}S:ICY ()10) 

520 

041 
'042 

. 
~~, 

J.L.l.. Assist La'll Elllorc<::l:ll:!I1l, A;c!Il:Y 
Assist Other Public A~ency 

ASSIST '1'0 PUBLIC - ALL O?j{ER NON -SPECIFIED 
AUTO, REQUEST TO LOCATE 320 
AUTO THEFT (070) ... 

312 
390 

Theft 
Theft w,d Recovery 
Recovery 
Theft of. P1ate(s) 

BURGLARY (050) 
. Residence 

Non-Residence 

CASUALTY (NON-TRAFFIC. NQrl-CRI1:1WAL) 
CHILD I ABAtrDmIED. ABaSE I NEGLECTED 

DISTURBMICE (240) 
Family (include standby to secure 
Fight ' 
Juvenile 
Noise 
Other, Disturbance 

071 
072 
073 
074 

051 
052 

330 
150 

peace) 241 
2lr2 
243 
244 
245 

Figure 4. NIn. Code (Sheet 4 of 6) 
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DRUNKENNESS 
Minor Consuming 

FRAUD (include bad checks, bunco, forgery) 

HAzARD (NON-TRAFFIC) 
Fire 
Water 
Other Hazard 

(350) 

HELP THE OFFICER (Ei.'.ERGENCY) 
HOMICIDE 

KIDNAP 

LARCENY' (060) 
Auto Accessories (include tabs) 
Car Prowl 
Purse Snatch (without force) 
Shoplift 
Other 

230 
231 

100 

351 
352 
J53 
510 
010 

110 

061 
062 -
063 
064 
065 

tvlENTAL CQl.1PLAIHT 220 
MISCELLAi-;EOUS iUSDE;.:EANOR (curfew, Ii tter, etc. ) 
MISCHIEF OR NUISANCE 250 

OPEN DOOR, PREt.1ISES 

PERSONS. LOST, FOUND, MISSING 
Found Person 
Missing Person 
Run"way 

'On~r .. rrC'PC' ,.,ut;"("'tr 

PROPERTY DA~A~E (130) 
Vandalism 
Other Property Damage 

PROPERTY. LOST, FOUND. MISSING 
PROWLER 

RAPE 
ROBBERY (030) 

(360) 

260 

131 
132 
:370 
160 

020 

Armed 031 
Strong Arm (include purse snatch with force) 

SEX OFFENSE (EXCLUDING 
SUICIDE, N-lD ATTS:,'.F'i'S 
SUSPICIOUS (280) . 

Car 
Circumstances 
Person 

TRAFFIC, ABMfDOm:O CJ\R 

RAPE) 

TRAFFIC ACCIDl:::IT. INJURY OR DEATH 
TRAFFIC ACCIDSNT, NON-Ii'IJURY 

140 
380 

281 
282 
283. 

410 
420 
430 

170 

032. 

Figure 4. NIR Code (Sheet 5 of 6) 
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1 
! 

TRAFFIC, ASSIST MOTORIST 
TRAFFIC. mii 
TRAFFIC, MOVING VIOLATION 
TRAFFIC, PARKING VIOLATION 
TRAFFIC CONTROL 
TRAFFIC HAZARD 

440 
450 
460 

(EXCEPT ABANDONED CAR) 
480 
490 

470 

VICE (Liquor, Gam~ling, Prostitution, Narcotics) . 120 

WARRANT ARREST (Not 
WEAPON, PERSml I'(ITH 

Gun 
Other Weapon 

from Assigned Warrant Service 
(290) 

291 
292 

-918) 

Figure 4. MIR Code (Sheet 6 of 6) 
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MIR DISPOSITIONS 

PUBLIC ORDER OR CRIMINAL CALL 

C R Number Needed: 
A. Physical Arrest Made 
B, 01 tatiol)' !ssued (No Physioal Arrest) 
C, Report Mado. No Arrest 

!ill C R Number !'Ieeded: 
D. Physical Arrest Made 
E. citation Issued (No Physical Arrest) 
F. Report Made 
G. FIR Made 
H. Oral Warning Given 
I. Incident Located - Public Order Restored 

'SERVICE CALL 
J. Transportation or Escort Providad 
K. other Service Rendered by Department 
L. Service Rendered with Assistanoe from othe~ Agency 

CALL. INCOMPLE'I:ED OR ERRONEOUS 
M. ClrCUTlIstances of Incitien t ;,~li.>hlt .. rpi."et(;d. No 

police Action possible / Necessary 
N. Unable to Locate Suspect. Complainant 
O. on Scene Investigation, Unablo to Determine Validity 

P. No such Address or Location 
Q. Event Beyond police Authority and/or Jurisdi'ct.ion 

R. Deliberately Falsified 
s. Cancelled by Radio 
T. Canoelled or Terminated by Citizen after Officer Arrives 

X. Extra Unit. 

Figure S. MIR Dispositions 
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'HI08X CflRD SUDJE~T !8UGF' ~T) 

~~~:~1-'------2~-7-~~3---------CS~67-_~5~~~-5-t 
0- SEARS ROEBUCK & CO. (vic rpts) ~ 

BLAKE, Terry Doan (subj 1'1:.1/3-3-49) ~ ~ 

6416 Roooev1et 'day N .E. " . (2) 
8 I---!------.... LARCENY S/L store -

Subj tk 1 pr slacks, val $6.99 ... ® 

. _____________________ .1 

. 
VICTH! INDEX CAR!) 

050 10/13-14/69 dl C4 69-57331 
'/EBSTER, Charlos Blake (vic rptz) dob 12/2?/2[3 

~J2.5 N 4L~th 

LARCENY Bike 

1 26" B/S Penneys Stingray bike tim, val $40 

( 1) 
(2 ) 
( 3) 
(4) 
(.5 ) 
(6 ) 
(7) 

~~~ 

Location code 
Date occurred 
Typed by 
Complnint number (if Form 2 mnde add "x) 
Name (s ) involved 
Date of birth . 
Location of Oduurrcnce 
TitlQ of occur~nce 
BRIEF recnp of details 

Figu:l.'e 6 (Sheet 1 of 3) 

R-73-152 
18 
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F j y/MRIIN'1" IDEX f;AlW 

inl 
L[ ] 

[E J 
tEJ 
[ EJ 

[ I J 
L J 
[ X J 
L I J 
[~] 
L r] 
[1] 

[1] 

[ L, 
L1] 

ll] 

I ~Ll 
lk~~1 

1-15-70 kb 

SAGONIA, r::'1>:'iennc (pickup) \'IF 
HUDSPETH, :,;urienne 

Authl PO Boise, Idaho 

Corrt; 95742 

PICKUP WARRANT BAD CHECKS 

dob 6-20-?6,5'L,,1l8,dk hr,blu eyes. Subj is \'lant 
on wrnt ellrg lOilOF over $2500 bank aee with $5 
deposit. 

EXMiPIE OF' nTI,TIFE IIM,iSS 

2-13-73 kjd 73-12117 
UNI'l'ED ~t::'j::!C';JI3T F;;31:r.~;r::::::::;. HO~SE (vic) 
CASE, Joseph ~dward (r~ts) 
Jl'.r·:!--:s, :-:0V. :::co. H. D:!vid f OS!) (p~:/ to) 
C,OHH.n .. q lJ<::liel (siG1eo. Ly) 
ST. RU'?H'S CHICAGO (acct of) 

1905 4th. Ave. 

BAD CHECK " 

, -, 

Ck rtrd. Bank of ChicaGo, ttl val of ck .$210.95. 
Acct c1sd. 

(1) 
(2 ) 
(J) 
(L~) 
( 5) 
(6 ) 
(7) 

~~~ 

Location code 
Date occurrod 
Typed by 
Complaint numbe:: (if Form 2 made add -x 
Narr.e(s) involved 
Date of Birth 
Location of Occurrence 
Title of Occurrence 
BRIEF recap of details 

Figure 6 (Shcot 2 of 3) 
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CRIMINAL HISTORY INDEX CARD 

:Gast 1,oji'ie .1"11'8 t ".1Uu;,.!;! .1:"'1) ;r 

Ait~_~f; I 
r~/!RK .......Jj.£YJ.AR D 

-1.35596 

.I 
ffacc-:::;cx\ ;;'l:::~:~uZl~"ll;'f I " t ! ;~.~ I e'/u :; 

\'I r,~ 11-29-<d 6-1~ I 1 :::' 5 I brn brn 
lllrtnpl.:ce I 0(';(';:.1:,:1 ~10n 

\ 
vpr. 1./1C. 

Sc;:ttt1e, ':ia:ih. S pe 3.::~ r SSi! 5 37 -1:8 - 380l~ 
Remo.rf.s: 1-31-73 rh 2419 ':3/1'1 
5-2-62 yj 8492 1-)1-73 rh 2418 'l'VB 
9-15-63 nc 26715 del/run 
12-20-63 a.,,; 22618 del curf 
10-10-66 vv FU SU,'-;Ilcr FD 
1-9-6'7 jf 87515 N~rc 
1}-29-69 ac b0799 fals ID . . 
4-29,·69 ac 30798 ( 2) 7'13 

Figure 6 (Sheet :5 of 3) 
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separte step of pulling name carJs to add new entries and will facili
tate changing file locations where new information shows a different 
identi ty than was first assumed. 

Hearty concurrence is given to the IACP recommendation for opcn
shelf filing. It is further recommended that the department begin 
planning for a rotary mechanical file (Cardveyor, or equal) to replace 
the 3 x 5 card-file cabinets. One rotary file provides about 10°0 mOTC 
filing space than is currently available. The difference is that all 
the filing space in the rotary file is usable, whereas the bottom two 
drawers in the current file cabinets are not. As the IACP recommenda
tions, as amended by this report, are implemented, the si::e of these 
files will grow somewhat and corss-indexes will be added. About two 
years hence, the department will be approaching the need for those two 
unusable bottom drawers, or for acquiring either another filing cabinet 
or one rotary mechanical file. 

One point not covered in the IACP Report is that design of report 
forms must follow two constraints, the requirements of the Xerox pro
cess and the idios~lcrocies of microfilm. For these reasons, report 
forms should be crips reproductions of black ink on white pnper. Other 
combinations wlll create problems either with the copring process or 
with the microfilm process. Officers' handwritten reports should be 
accepted only in black ink, rather than in blue or any other color of 
ink, or in pencil. Pencilled reports cause some loss of quality in 

The Appendix is a compendium of recommended features for the 
upgrading of reporting und records procedures to incorporate the 
inherent efficiencies of the systems approach to operations. This 
approach eliminates redundancies, speeds up record-making and -retrieval, 
and makes available, in a timely manner, the exact records required by 
both operating and management personnel for best performance of their 
job requirements. 

R-73-152 
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APPENDIX 

PROCESSING OF RECORDS, GENERAL RULES ..... 

1. Every incident requiring police action must have a Dispatch 
Carel. Those with Dispositions A, B, and C \Vill be sequentially 
numbered (using advancing number stamp). Every other 10-7 must 
have an un-numbered Administrative dmmtime card. 

2. Every sequentially numbered Dispatch Cal'cl must have a fie lcl 
report return, which may be: 

(a) Crime report, or 
(b) Vehicle report, or 
(c) Accident report. 

3. Every sequential incident numbel' ~!UST be accounted for, in both 
the Dispatch file and the Case file. 

4. Original copies of Case File documents will not leave the 
Records Room, unless checked out by an incli vidual ",ho signs for 
them. 

5. NOT11lNG will leave a file unless something is left in its place. 

RECORDS PROCESSI~G STEPS ....• 

Record processing, indexing, and distribution must be accomplished 
within four hours of receipt of the completed report in the Records 
Room. It is especially important that statements antl/or recorded 
l'eports by typed \\'i thin that elapsed time. 

1. DISPATCH CARDS 

(a) Compute time spent (6 min. = .10, 12 min. '" 
.20. 15 min. = .25, etc.) 

(b) Check for completeness 

(c) Add area coordinates from officer IS report 

(d) Forward to keypunch 

(e) On return from keypunch, file in sequential 
order. 

R-73-lS2 
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2. 

3, 

4. 

5. 

FIELD REPORT (Crime Report> Vehicle Repol't, or Accident Heport) 

(a) ~~tch with Dispatch Card, check incident 
number, incident/disposition code, area 
cool'dinates 

(b) Type index slips (see indexing) 

(c) Distribute copies per Report Distribution 
schedule 

Cd) File index slips. 

ARREST REPORT 

(a) Locate Criminal History Card in ~laster 
Name File, add arrest information. If no 
card is found, make a new card and assign 
person's identification number. 

(b) Distribute copies per Report Distribution 
Schedule. 

(c) Attach copy of related Fie Id Report to 
Prosecuter cop)'. 

CITATIO:\S: TRI\.FFIC OR ORDL,\Ai'\CE 

(a) Locate Criminal History Caru in ;.1aster 
Name File. Add arrest information. If 
no card is found, make a new card and 
assign person's identification number. 

(b) Distribute copies per Report Distribution 
Schedule. 

FOLLOI\,-UP 

(a) 

(b) 

(c) 

(d) 

REPORT 

Attach to original Case Report 

Check for additional index namos 

Distribute copies 

File in Case Fir e. 

B-73-152 
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INDEXING ..... 

Tho primary index \Vi 11 be the MASTER NAl>lE FILE, h'hich \d 11 con
sist of: 

1. 

2. 

3. 

4. 

1. 

2. 

COl>lPLAINANT/VICTHI/IHTNESS (including fil'm name) 

desc .... white, 3 x S, new slip for each incident 
source .... Field Reports 

SUSPECT 

desc .... white, 3 x S, ne~ slip for each incident 
source .... Field Reports, Detective Reports 

WARRANT/PICK-UP 

desc .. ,.pink, 3 x S, new slip for each warrant 
or probable cause 

source ... ,Warrants, Detective Reports 

CRIMINAL lIISTORY 

desc .... blue, :5 x 5, card stock, shOldng number of 
; df'nt j:1(,ln>t (lpfi 0T!0 J 1110 0T!i:1'Y 1'0)' 00"1('11 
arrest or citation. One index card per 
1.0. jacket, dispositions not necessary 

source .... Arrest Reports, Citations 

CROSS INDEXES, also 3 x 5, will include: 

Type-of-incident file 

Location of occurence (street on--street at; or grid 
coordinate 

3. Type of loss (lost/stolen property index) 

INDbX SLIPS will be propared and filed as follows: 

1. Using four-part snap-out index pack, type index slips 
per samples shOlI"l1. If more than four slips needed, 
type twice. 

R-73-IS2 
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2. Separate th~ slips and highli to different index reference 
on each slip. 

:5. Fi Ie per highlighted index reference. 

Note: Be very cautious about indexing teletype notice of \:urrant, If 
indexed, noto on index card "check Hith ORr BEFORE Ul'l'Qst". 

R-73-1S2 
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I 

-...J 
> v~ 
I I 
trl I-' 

trl 
N 

I-r f~-~l 

1 1- U . ........J 
~ ,....,..,.~, 

FILE 

IHCI:JENT FILE 

CASE FILE 

CRltr:INAL HISTORY " 

~:ASTER HAKE INDEX 

-, ,~- --, ...--. r--' ,-----1 r-------, .---. ;---. --I ,.---, 
~ 

tJ U ~ 1::sJ -~. kJ ~ 
'''''''',-~' 

,""Ht,· !i@hll, tllEJ, ,L.Jki~·,·>;Uu;~tdl 

RECO;lt',lr:riDED BASIC FILES 

CONSISTS OF 

Dispatch Card 

Crime Report 
or 

Accident Report 
Statements 
Detective Follow-un 
Photos, etc. ~ 

Local RAP 
Arrest Report 
Fingerprint Card 
!:.ug p!1otos 
Fersons Investig~t(!d 

-Report 
FBI RAP shee t 

Comp/Vic/Wi tness-" (w~li te) 
Suspect/Subject (\'1:1:' tel 
'-{arran t (pink) 
Arrest record (blu'~) 
Intell~gence (yell,)o{)-

FILING ORDER 

Sequential 

Sequential 
Dispatch 
Number 

Persons ID # 

Alpha 

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

ACTIVE 
RETENTION 

Curren t year 
plus two 

Current year 
plus twO" 

see file 
retention 
schedule 

PURGE 
DISPOSITION 

Destroy 

r.1i era film 

ll:icrofilm 

3 years Destroy 
5 years 
sa'lle as warrant 
sa'lle as C.H. 
periodio review 

!I 
."" 

> •• " 
.-"..""'...... ; __ ~,,<0 



L -]f 
- - FILE RE'IErlT1011 SCHEDULE 

FILE RETEH'rION DISPO~ITION 

I CRIMINAL HISTORY FILE I 

II 

III 

... u ... , 

v 

VI 

A. IF FELONY COHVICTION 
(or multiple felony 

charges) 

B. IF MISDEI,l£AHOR mlLY 
(no felony charGes) 

C. IF JUVEflILE RECORD 
(no further charges 

12 years or 
age 75 or 
deceased 

5 years or 
nee 65 or 
doceased 

18th birt.hday 
21st birthday 

Destroy 

Destroy 

Inactive 
Destroy 

Note 1\ Retention based on time since last arrest. 
2. Current laws & court rules na'l dictate 

alteration of Juvenile Record r.etention. 

CASE FILE 

DISPATCH FILE 

1' ... 1/1.c;-tmT"T'1 M "''',(f"'\ TMhr,1V 
,'1..("\"'-".&. .... ""\ l1r\J. •• ...., "I.l\J...I ..... " ... 

ADDRESS CROSS INDEX 

TYPE OF mnrr.E CROSS HlDEX 

current year 
plus two 

current year 
plus one 

Microfilm 

Destroy 

current year Destroy 
plus two 

6 to 12 mont.hs Destroy 

VB ARREST WARRANTS 

A. MI$]jE~'8ANOR 

B. FELONY 

R-73-152 
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~1AINTAINING PILE IN'l'UJIUTY ..... 

To reduce the risk of files being misplaced, ease the return of 
material to the proper place in file, and provide an out-of-file 
locator, it is recommended that each individual given access to files 
be issued a number of hexagonal plastic tags (available through Diebold 
Co .• if not others) showing the individual 1 s name. Each index card 
removed from file would have one of these personal tags substituted 
in its place. For 8-1/2 x 11 files. a supply of red or pink cartl-stock 
out-of-file indicators, slotted to receive and hold the plastic tags. 
will serve the same purpose. The tlescribetl out-of-file indicators 
should be sufficiently larger than the file replaced that they remain 
visible \'iithin the file. Romoval of a file £01' A'r'.Y purpose, including 
records processing, should ALWAYS be accomplished in this fashion. 

R-73-152 
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Notel 
1. 

2. 

OUT-OF- FILE LOCA'I'ER 

OUT 
.~--_./ 

f" "", 

:. 

Made of flexible plastic (preferable) or paper 
card stock. Distinctive color to draw attention. 
Embossing of individual names on approximately 
one doz~n or less eac~ probably not economic. 
Name may be applied by means of self-adhering 
paper label~ 
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