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FOREWORD 

This request for Technical Assistance \vas made by the Montpelier) 
Vermont, Police Department. The requested assistance was concerned 
with reviewing the Department's existing criminal records system and 
providing recommendations for modification and/or improvement, 
including the possibility of obtaining new equipment. 

Requesting Agency: Montpelier Police Department, 
Chief of Police William Koleszar 

'. 

State Planning Agency: Governor's Justice Commission, 
Mr. Michael Krell, Executive Director 

Approving Agency: LEAA Region I (Boston), 
Mr. Michael Sheehan, Vermont State 
Representative; Nr. John H. Keeley, 
Police Specialist 
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1. INTRODUCTION 

Montpelier, the capital of Vermont, has a population of approximately 
8,000. The Police Department is staffed by the Chief of Police, 1 captain, 
5 sergeants, 11 patrolmen, and 4 dispatchers. In 1975, the Department 
reported 443 Part r Offenses, made 222 arrests, investigated 377 traffic 
accidents, and received 2,419 requests for police service. The Department 
does not operate a jail; instead, it relies on local State facilities for 
prisoner custody. 

Analyses conducted in this study and resultant conclusions and 
reconunendations are_.based on interviews with Department p·ersonnel, obser­
vations of recordkeeping procedures, review of work documents and reports, 
examination of statistical reports, and review of records currently 
maintained by the Department. 

Persons interviewed included the following: 

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

e :Mr. Robert DiGrazzio, Data Analyst, Vermont 
Governor's Justice Commission. 

o Chief of Police William L. Koleszar. 

o Captain Bernard Roya. 

C9 Investigator John Nartin. 

o Diane Ward, Dispatcher. 

Data collected and reviewed by the Consultant included the following~ 

e Montpelier Table of Organization. 

& Reported Crimes, 1975. 

e Department report forms and files. 
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2. UNDERSTANDING OF THE PROBLEM 

The Nontpelier Chief of Police has been in office less than 
18 months. During the process of improving Departmental operations~ 
he became aware that the present recordkeeping operation was not 
providing for storage and retrieval of information most efficiently. 
As a result, the Chief requested assistance in reviewing the existing 
system toward the goal of simplifying and otherwise improving the 
overall efficiency of the recordkeeping function. It was also 
requested that the Consultant's attention be directed to the possible 
need for nel.., and/or different equipment to improve the systeJ!1. 
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3. ANALYSIS OF THE PROBLEM 

The 1vlontpelier Police Department records system is operated by 
the four dispatchers who are responsible faT radio dispatching tasks. 
The records system is characterized by a basic filing system that is 
subdivided into 35 different categories and uses several different 
:r:eport foms to report a single incldent. Details of the system are 
outlined below. 

f) Log Sheet -- Al1 calls receivec.l, whether by 
telephone or radio, are listed on the Log 
Sheet \~here space is provided for entering 
the time, type of call, and location. This 
report, thus, provides a complete listing of 
all dispatcher traffic. 

3 Complaint Form -- When a request f('r service 
results in the dispatch of a police unit .• 
the dispatcher completes a 7- by la-inch, 
two-copy Complaint Form, \qhich generally 
identifies the incident and the action taken by 
the officer. This is not the formal incident 
report. One copy of the form is filed in a 
special file by type of incident (on0 of the ~5 
subdivisions); the fil~ is then used to respond 
to inquiries about the incident if other reports 
are not also prepared. The other copy is 
attached to the Incident Report that serves as 
the formal report of the incident. An Incident 
Report is prepared for aU crimes, except thefts 
involving less than $50, and/or if the incident 
may involve an arrest. If no Incident Report is 
made, both copies of the Complaint Form are filed 
in the Complaint Form file. 

g Case Log -- When an Incident Report is completed, 
an entry is ma.de in the Case Log. InfOl'1Ilation 
entered includes the sequentia.lly assigned Case 
Number, date, type of offense, victim's name and 
address, location, respondent (arrestee), and 
continuing status of the incident. This Log serves 
as a reaster chronological ledger of the reported 
incidents that result in formal reporting of the 
incident through the Incident Report. 

~ Incident Report -- As described above, noncriminal 
incidents that are not likely to involve an arrest 
and thefts under $50 are reported only on the 
Complaint Form. Other incidents are referred to 
as "Cases" and are reported on the Incident Report. 
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The Incident Re~ort is a three-page form 
that is ~repared by the re~orting officer. 
The report is divided into 11 general areas, 
such as incident identification, Hitnesses, 
statements, description of the scene, modus 
operandi, and property stolen. 1-Iinor non­
criminal incidents are reported on the 
Complaint l~orm only; and major noncriminal 
incidents are reported on both the Complaint 
Form and the Incident Report. In the latter 
case, processing is the same as for reported 
offenses. Copies of all other reports related 
to the incident are filed by Case Number with 
the Incident Report and are referred to as 
"Case Files." Future retrieval of the reports 
is made by knowing the date of occurrence 
(through the Log Sheet or Case Log) or by 
locating the related Complaint Form filed by 
the type of incident. Information rccrieval 
is further com~licated by the fact that 
re~orting officers are not required to 
complete reports promptly. Reports are 
frequently completed and submitted as late 
as a Heek after the incident. 

8 Crime Complaint Report Form -- The Crime 
Complaint Report Form is a one-page summariza­
tion that is requiTed by the State of Vermont 
of a reported offense. Three copies of the 
report are prepared: One copy is sent to the 
State, one is attached to the Incident Report, 
and one copy is filed in a separate file by 
the type of offense. 

o Supplemental Report -- The third page of the 
Incident Report, or a blank sheet of paper, is 
used as a supplemental report. The report is 
attached to the related original report on file. 

~ Traffic Accident Report -- This report is a 
standard, State report form. Complaint Forms 
are not compieted in connection with a reported 
traffic accident. A special ledger, separate 
and distinct from the Case Log, is used to 
chronologically record the incident. Provision 
is made for assignment of a sequential number 
(separate and distinct from Case Nl~bers) and 
entry of identifying information. Persons 
identified include only vehicle operators. The 
report is filed by the assigned nwnber. No 

R-J6-137 
3-2 

.. 



[:~. 1 

[~~ 1 
1 

L 1 ] 
[ 1 ] 

[ 1 ] 

L I ] 
L ] 
[ I ] 
[ I ] 

[ I 1 
[ I ] 
[ I 1 
[11 
[ I 1 
[ J 1 
[I 1 

[ I 1 
[ Ll 

~. 

[= ] 
""'"'--,': 

index cards or other cross-reference sources 
are prepared. Future retrieval, therefore, 
depends on knowing the date of occurrence. 

~ Possessed Property Report -- The Department 
does not formally report the acceptance of 
found or evidential property into custody 
unless the incident involves an arrest or an 
Incident Report. If that criteria is met, the 
matter is reported on the arrest and/or Incident 
Report. The Possessed Property Report serves 
only as a receipt for the release of property. 
Property accepted into custody, whether formally 
reported or not, is marked and/or tagged and 
placed in a locker that is assigned to a particular 
officer for that specific purpose. As a consequence, 
finding a particular item of property is often 
extremely difficult due to the lack of reports and 
the possibility that the property may be stored in 
anyone of several lockers in the Property Room. 
No provisions are made to IIflag ll property items 
available for disposal or release after a court 
case has been completed. 

~ Arrest Ind~x Ledger -- All physical arrests or 
criminal citations are recorded in an Arrest Index 
Ledger. The Ledger contains basic identifying infor~ 
mation about the arrest and a permanent Department 
Arrest Number. 

o Officer's Arrest P.eport -- When an arrest is made, 
the arresting officer prepares several documents: 

Arrest Information Form -- Contains the 
data necessary to complete the State­
required Officer's Arrest Report. 

Officer's Arrest Report -- Completed by the 
dispatcher from the Arrest Information Form. 

lIWarning of Rights" Form -- Completed by the 
officer, ",ho must obtain the arrestee's signature. 

Officer'S Report -- A description of the circum­
stances of the arrest, entered on the third page 
of the Incident Report; required by the State's 
Attorney. 

Affadavit -- A verbatim copy of the Officer's 
Report on a separate form; required by State 
law. 

R-76-137 
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Bail Statement -- Prepared for 
the court; provides basic informa­
tion pertinent to the determination 
of bail. 

Statement Form -- Used to record 
statements of witnesses. 

All of these reports, together \d th the related 
Incident Report, make up the IICase Report ll and 
are processed as described under Case Log and 
Incident Report. A copy of the State-required 
Officer's Arrest Report is placed in an 
"Identification Jacket" (arrest package). No 
other related reports are included in it. The 
Identification Jacket is filed by the assigned 
Arrest Number, and a Haster Nrune Index Card is 
prepared and filed alphabetically. Through this 
cross-reference, a particular Case Report can be 
located Cif the incident involved an arrest) . 
An 8- by 8-inch Record of Arrest Card is also 
prepared and filed alphabetically. As additional 
arrests occur for a particular incident, details 
are added to this card. If the arrest was for 
Driving While Intoxicated, a three-page, State­
required report pertaining to sobriety is also 
completed. Copies are filed with the Case 
Report. Photographs of arrestees are maintained 
in a separate file ty name. Fingerprint cards are 
maintained in another separate file by name. 

111 Traffic Citation -- The Department uses the Uniform 
Traffic Citation. A hardcopy is given to the violator 
and three copies are forwarded to the court. One 
copy bearing the case disposition is returned to the 
Department. A Master Name Index Card is prepared and 
filed along with arrest 1vlaster Name Inda.""( Cards. The 
citation copy is filed by citation number. A single 
card is used for multiple entries. 

o Parking Citation -- A two-copy parking citation is used. 
The original is filed by citation number in an tlUnpaidl! 
file. The copy is actually an envelope, \o[hich is used 
by the violator to enclose his fine. When the envelope 
is received, the original is removed from file and 
refiled with the envelope copy pending periodic fonJarding 
of fines collected to the City Clerk. Wilen money is 
sent to the City Clerk, the related envelopes accompany 
the transmittal and the original citation is refi1ed by 
citation number in a IlPaid lJ file. 

R-76-137 
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o Field Interview Report -- The Field Interview 
Report is a 3- by 5-inch card used to record 
circumstances surrounding the interview of a 
suspicious person who is not arrested. The 
card, \'lhich is a distinctive yellow, is 
filed alphabetically in the :Master Name Index 
File. 

& Juvenile Report Form -- This form serves as a 
Juvenile Arrest Report. It is filed by the 
assigned number in the Juvenile Office. A 
Master Name Index Card is prepared and placed 
in the Department :Master Name Index File. 

o Daily Activity Sheet -- The Daily Activity Sheet 
is a statistical summary report prepared daily 
by the dispatcher from the Log Sheet. Copies 
are prepared for the Chief of Police and the City 
Council. No comparisons are made between a 
particular day and previous days, or other time 
periods. 

to:> Warrant File Control Form -- The Warrant File 
Control Form is in two parts: One copy is 
forwarded to the State when a warrant is issued, 
one copy is attached to the related Master Name 
Index Cq.rd. The actual warrant is filed in the 
related Case Report. 

Q Threatening Phone Call Form -- This form is used 
only as a guide by the dispatcher in questioning 
a caller regarding a bomb threat. The form is 
attached to the related Case Report. 

o Ta.'d Cab Operator's l.icense -- After approval or 
denial, this application form is filed by date. 

~ Press Release -- THO specific Press Release forms 
are used: One for traffic accidents and one for 
deaths, arrests, and crimes. These forms are 
completed at the time the incident occurs, kept for 
2 days at the dispatcher's desk, and then filed 
chronologically in a special file. Press Release 
forms that involve traffic accidents are approved 
by a sergeant; all others required approval by the 
~aptain or Chief of Police. 
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4. FINDINGS, CONCLUSIONS, AND RECOf,lf,lENDATIO~S 

It is the Consultant's opinion that the present }lontpelier Police 
Department records system does not effectively provide the services 
that it should. Jvloreover, in several instances, existing practices 
tend to create extra work for personnel without adding to overall effi­
ciency. In some cases, duplication of effort is a maj or factor; in 
other cases the lack of adequate cross-references handicaps efficient 
operation. The follm"ing are some of the contributing factors to the 
records systems' inefficient operation 

~ The Complaint Form in almost all instances is a 
duplication of other reports. The information 
contained therein is generally sketchy and incom­
plete. Use of only this report to record thefts 
of less than $50 either reduces the accuracy of 
FBI Uniform Crime Reports or requires additional 
manual searching to arrive at meaningful crime 
totals. The filing and maintenance of the report 
do not improve the efficiency of the overall 
system. Noreover, they require an expenditure of 
dispatcher time that could be devoted to more 
desirable tasks. The use of 35 subdivisions make 
the file overly complicated. The use of the 
Complaint ForlU, filed separately from Incident 
Reports, fragments the storage and makes informa­
tion retrieval more difficult. 

49 There is a measure of duplication between the Log 
Sheet and the Case Log. 

" The lack of cross-reference sources to the Incident 
Report and Complaint Form files make information 
retrieval difficult. 

o Failure to require prompt reporting by field personnel 
reduces the timeliness of the system. 

o The completion and filing of copies in Department 
files of the Crime Complaint Report Form adds nothing 
to the records system (except volume) and involves an 
unnecessary e.."qlenditure of manpower. 

~ Use of a separate ledger and report number, separate 
filing, and a lack of cross-reference index cards 
unnecessarily complicates the processing of traffic 
accident reports. 

R-76-137 
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9 Property procedures, including reporting, storage, 
and retrieval, do not serve to provide the most 
efficient system. 

GJ The lTIultiplicity and overlap of arrest-related 
documents make the reporting of such incidents 
much more difficult and time-consuming than is 
appropriate. 

9 The use of Identification Jackets for only copies 
of the Arrest Report, together with the filing of 
all other related documents in a Case Report, in­
appropriately disperses information about a partic­
ular incident and/or arrestee throughout the system. 

o The 8- by 8-inch Arrest Card is duplicative of the 
Master Name Index File. 

o The use of separate files for arrestee photographs 
and fingerprints also serves to inappropriately 
disperse arrest-related information throughout the 
system. 

g Traffic and Parking Citation filing and indexing 
procedures are cumber some. 

t) The Daily Activity Report concept is not used to 
its TIia.Ximum capacity. 

Q Miscellaneous reports are prepared, processed, and 
filed in such a manner that dispatchers' time and 
efforts are not used effectively. 

. .. 

In light of the above comments, it is the Consultant's opinion that 
major modifications or additions to the existing recordkeeping system 
would be highly desirable. The proposed system that is included as 
AppendiX A embodies these modifications; uses present forms and proce-
dures, \vhere appropriate; and incorporates certain new forms and procedures 
to create an efficient system. Report exemplars illustrated in AppendL, B 
are intended to serve only as guides in the development of appropriate forms. 

In conjunction with the system recommended in Appendix A, other modi­
fications in existing procedures would be appropriate. 

a When the parking citation envelope containing 
fine payment is returned by the violator, the 
original copy should then be transferred to 
the "Paid" file rather than being attached to 
the envelope until the envelope and money are 
forwarded to the City Clerk before filing in 
the "Paid" file. 
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The existing procedures do not provide for 
routinely reminding personnel that after an 
arrest has been disposed of in court the 
evidence was booked and can (probably) be 
disposed. It should be noted that the 
recommended Arrest Report contains a space 
for indicating whether or not property was 
booked. A red-penciled notation may also 
be made in the "Disposition" column of the 
Arrest Ledger at the time of arrest when 
property is booked. When an entry is made 
of the case disposition, the fact that 
property was booked in connection with the 
case can be noted and referred to the 
officer responsible for property custody. 

The multiplicity of forms associated ,I/'ith 
an arrest add considerably to both dis­
patcher and officer workload. In most 
cases, it appeaTs that these forms are 
(or were at sometime in the past) required 
by other agencies involved in the judicial 
process. It is recommended that a major 
effort be made to reduce this volume of 
paperwork through elimination of duplicate 
documents, incorporation of specific features 
from a given document into another (thus 
eliminating one), and a determination of the 
actual necessity of each form. It would 
appear that some form of compromise should be 
possible between the involved agencies to 
simplify the number of reports necessary. 

The Crime Complaint Form is a case in point 
of the above comment. Hm.,rever, if it is 
determined that this report must be prepared 
for the State, it is recommended that only 
one copy be prepared and that no copies be 
placed in Department files. 

The lack of a policy that calls for prompt 
completion of reports seriously affects the 
integrity and effectiveness of the records 
system. A Department Order that requires 
the completion of all reports before leaving 
the Police Station at end of \'latch should be 
established. An exception might be made on 
minor matters if the concerned officer is 
scheduled to work again the next day. 
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~ Completion of a Press Release form in each 
and every traffic accident and reported crime 
case tends to create an unnecessary volume of 
paperwork to be filed, while adding more to 
the dispatchers' workload. It is recommended 
that this form be made available to the dis­
patcher as an exemplar~ to be used only when 
and if the need arises. At such time, it 
should be filed Hith the related crime or 
traffic accident report. 

~ The Threatening Telephone Call Report does not 
appear to serve any real purpose, except as an 
exemplar for the dispatcher \'ihen receiving 
information from a caller. It is recommended 
that the report be abolished, and that a small 
card containing the information required be 
placed in plain view at the dispatchers' desk, 

eJ The Taxi Cab Application form should be filed 
alphabetically rather than chronologically to 
simplify retrieval. 

o Acquisition of a drum storage unit, such as 
the Sperry-Remington "Kardveyer," would 
improve information retrieval potential. This 
single unit would replace all of the index card 
file cabinets now in use and would also provide 
for efficient storage and retrieval. 

Q Adoption of open, metal shelving for report 
storage instead of regular filing cabinets 
would significantly increase available space 
in the dispatchers office. At the same time, 
it \<[ould simplify processing procedures. Report 
retrieval is enhanced and file maintenance tasks 
are made more easy when records are stored on 
edge in manila folders on open shelving. 

• Acquisition of a computer terminal console tied 
into the State criminal information system \'iould 
improve the dispatchers' ability to provide 
informational services to field personnel and 
to forward Department crime and arrest information 
to the State. 
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The £ollow~ng is a model Basic Records System that could be 
modified to Jlleet the recordkeeping needs of JIlost police agencies" 
Samples of recommended forms are attached as AppendL~ B. 

1. Incident Ledger 

o 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 
mlll1bered. 

~ Upon completion of an Offense Report, Miscel~ 
laneous Incident Report, Traffic Accident 
Report, Property Report, or Vehicle Report, 
the reporting officer should obtain an 
Incident Number from the dispatcher . 

~rultiple incidents arising from 
the same occurrence require only 
one number. 

Incidents not falling in the cate~ 
gories specifically listed should 
not be assigned a number from this 
Ledger. All numbered incidents 
require completion of one or more 
of the listed reports. 

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

Incident Number. 

Date and time of occurrence. 

Type of occurrence. 

Location. 

Victim, if any. 

Officer reporting. 

Related reports under this 
Incident Nurnber. 

o Incident Numbers are preceded by the last two 
digits of the current year; 76-I3J8. 

o Traffic Accident Report Numbers Jllay be preceded _br 
the letter I1TII if desired; T..--76-13J9. 
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2. Radio Call Card , 

«> Tftis fonn is a '3~ oy S-inch prenumbered card 
used oy tue dispatclier to record all calls 
for police services. It suould also be 
completed oy tfte dispatcher when field per­
sonnel 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 Dy 
the unit. 

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

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

Serves as the basis for compiling 
the Daily Repo~t. 

" The form should be designed to enable the 
dispatcher to record as much information as 
possible by checking appropriate boxes. Use 
of a tiIDe~stamp 1lli?~chine to record times of 
receipt, dispatch, unit arrival, and completion 
expedites filling in the Card. 

o 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. 

~ If current volume does not increase drastically, 
the Incident Ledger may suffice for Radio Call 
Cards. If the two types of information are 
recorded on one form, care must be taken to ensure 
that Incident Numbers are assigned only to those 
entries requiring reporting on one of the listed 
reports. 
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~. Offense Report 

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

@ An Incident Numoer should be assigned as 
described in Section 1. 

o The original should be filed oy Incident 
Numoer in tlie Pr:iJnaryf il e . 

@ The number of additional copies and distrioution 
should De deter.mined by department needs, such as·; 

Chief of Police. 

Investigation. 

Arrest Package [attached to copy 
of connected arrest report) . 

Officer's Information File. 

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

o Index Files 

Master Name File (victim) 
Filed alphabetically. 

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

4. Miscellaneous Incident Reuort 

$ This should be used to report actions of officers or 
situations not reported on Offense, Traffic Accident, 
Vehicle, or Property Reports. The general purpose of 
this report is to officially report situations of impor-­
tance to the Deparbnent wherein no actual criminal viola­
tion is involved. Some examples of these situations are; 

Injured person aided. 
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- :Missing person. 

- Animal destroyed. 

~ D~ngerous excavation. 

Lost property reported. 

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

e The original should be filed by Incident 
Number in tIie Pr:bnary File. 

o The numoer of additional copies and 
distribution should be deterEined Dy 
department needs, as indicated in 
Section 3. 

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

0' IndexF i I es 

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

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

5. Supplemental Report 

o 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. 

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

\\) The report should have the same distribution as 
the original report in files. 
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Q Cha,nges to index cards vreyiolislr ~repared 
nay result froID the Supplemental Reports. 

6. Traffic Accident Report 

Q Tnis Report snould De completed for all 
traffic accidents occurring on the highway 
(except tnose '1ith only minor damage) and 
all private property accidents involving 
death, injury or a violation of law. 

<> Incident Numbers should be assigned as in 
Section 1. 

f!) The original should be filed by Incident 
Numb er in the Primary Pile. 

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

~ The number of additional copies and distribution 
should be determined by department needs , as 
indicated in Section 3. 

" lnde-x Files 

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

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

7. Property Ledger 

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

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 De book0d 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. 
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8. Property R~~ort 

~ TQe Property Report should he used to record 
all receipts of property into Department 
custody. 

- Evidence. 

- Found Property. 

Safekeeping. 

o An exception is the receipt for a prisoner's 
personal property. 

o An Incident Nmnber should be assigned as 
descrioed in Section 1. 

• The original shoUld be filed by Incident 
Nmnber in the Primary File. 

o The numb.er of copies and distribution should 
be determined by Department needs. 

One copy should accompany the property. 

Investigation. 

- Arrest Package, if related to an arrest. 

Officer's information file. 

o Property should be described in related reports. 

!) Inde..x Files 

- Master Name File -- Filed by IIbooked to," 
alphabetically. 

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

o Where property received volume is low, a.3- by 5-inch 
Property Tag attached to the property may suffice for 
the Property Report. A Property Ledger should s·till 
be maintained; appropriate index cards should be made, 
and property should still be described in related 
reports. 
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9. Arrest Report 

~ This should be used to record identifying 
information and details of the arrest of all 
persons taken into custody and booked into 
the Jail system. This report serves as 
permanent record of the officer's actions, 
arrestee's statements and actions, and other 
arrest details. 

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

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

g The original should be filed in the arrestee's 
Arrest Package, along with photographs, 
fingerprints, and other arrest-related documents. 

Arrest Packages should be kept in the 
Records Unit, filed by permanent 
Department Arrest Number. 

Offense reports, if any, should be 
attached. 

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

Chief of Police. 

Investigator. 

Officer'S information file. 

o Index Files 

.Master Name File -- Filed alphabetically. 

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

10. Arrest Ledger ("Blotter") 

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

R-]6-137 
A .... 7 

". 



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

Use of a separate Booking Number 
for ea.ch arrest is reconnnended. 

~ Each January 1, the numbering sequence should 
start with number 1 followed by the last two 
digits of the year (e.g., the first arrest in 
1978 would be 1-78, the second arrest \'loulc1. be 
2-78). This would provide a stable numbering 
system and at the same time would provide 
instant information as to the number of persons 
booked during the current year. 

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. 

The Arrest Ledger should be kept 
in the dispatchers' office. 

11. Uniform Traffic Citation 

@ This form should be used for traffic offenses 
other than those involving physical arrest. 

& The distribution should be as indicated by 
citation copies. 

Justice of the Peace. 

Violator. 

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

Department Citation File, filed alpha­
betically by viulator's name for 
approximately 3 years~ then destroyed. 

Q State computer files of traffic violator histories 
generally 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 lIlaster 
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." 

Name File. In the event that efficient State 
computer service is unavailable, entry on the 
}.Jaster Name Card is a more satisfactory solution 
than the creation of a separate file. 

Field Interview Report 

Q The Field Interview Report should be a 3- by S-inch 
card used to report for possible future investigative 
purposes suspicious persons against whom there is no 
specific charge or persons warned regarding certain 
prohibited conduct. 

~' The form should be completed in duplicate: One 
copy filed alphabetically by name and one by location 
of interview. 

o Because of the specific investigative purposes of this 
form, it should be filed separately and distinctly from 
the Primary and Location Files. 

Vehicle Report 

o This is used to report and identify stolen, 
recovered, and impounded vehicles. 

Q Incident Numbers should be assigned as described 
under Section 1. (A recovered vehicle should 
bear the stolen Incident Number, if stolen locally.) 

() The original should be filed as follows: 

Recovered Vehicles -- If stolen 10callY1 
file attached to related stolen report, 
otherwise by Incident Number in Primary 
File. 

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

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

Investigator. 

Impound Garage. 

o Index Files 

- }.laster Name File -- Filed alphabetically 
by owner's name and should include license 
number on car. 
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Location File -- Filed by street address 
or other identifying factors, by date. 

Stolen File -- Filed by license number. 

Impounded Vehicles -- Filed by license number. 

14. Officer's Daily ReDort 

a The Officer'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 formal 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 
well as statistical purposes. 

Provides a record for measurement of workload 
factors. 

Provides a source of data for manpower 
utilization analyses> budget requests, 
responses to public inquiries, and the like. 

Provides a safeguard for field personnel 
against unjust accusations. 

e The report should be filed by officer's name, by date 
(after extracting pertinent analysis data). 

15. Supervisor's Daily Renort COntional) 

o If selected, this report should be completed by field 
supervisors. The report would prOVide a reS1.une of 
activities of duty tour related to personnel and 
criminal matters, as well as other police problems. 

~ The Report should be filed by supervisor's name, 
by date. 

16. 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: 
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Incident Number. 

Officer. 

Date removed. 

Purpose. 

- Date returned. 

Record clerk's initials (or number). 

Periodic Statistical Summary Report 

o The Periodic Statistical Summary Report should be 
prepared by the dispatcher using the information 
from the tally sheetCs). 

e The report should be distributed to: 

Chief of Police. 

City officials. 

- Department supervisors. 

o The report sbould serve as a basis for t~e annual 
report. 
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CONSOLIDATED MONTHLY REPORT 
Fo~ l'Dnth of _______ -=-____ .,19 

OffEliSE:S p:-rlj"t;:o ~ - O~FE}lS~S Ct::!\.~O . -
This Ltlst This '/~ Last "II: 1. + or - C!.~SsIFIC,;no~ -rhis Last This yr: La"t: y=l\ ... or. -

~:>nt:h Hont..'t to to ;ame p=d Ot !-lonth Honth ::0 ~o Sa:\c! pt'd 
d1~~ d;,te last ~':: OF'ff.~;SE5 date d3te las~ yc 

Part 1 

I 1- Hurder 
~, 

2. lIeg. Homicide 
3. Forcible Rape 
4. Robbery 
5. lIgg. assaul.t I 

I 6. Burglary 
7. Theft OYer I 

I S. Theft Under I 
I 9. Auto Theft I 

I I I 
I I I 
I I 

rrOT,U, Part 1 I 

L. Part: 2 

.-~.--Other assaults 
A Forgery & Pass. ~. 

5. Embezz. Fraud I 
I 16. Rco. Stolen Prop. 
I .1. \{eapons PO>lS. etc, 
\ a. Sex: Off 
I \I. Prostitution I 
I 'd. Resiscing Arrest I 
t '1. :filrcotic l;t ..... _<; I I 
I '2. Liquor 1,,"'5 I I 
I ,~. Drunkenn~$5 t I 
\ '4. D.II.I. I I 
I '5. D.W.L.sll.sp, I 

I \ -6. Disorderly Conduce I 
I '7. (;,1 Mb ling i 

-( '8. All other Off. I 
I I '9. Susp. Persons I 
I I ,OTAL Part :l I I 
I : - ,OTAL 1 r, Z I 

Part 4 Par': ;1 I I J U'i;:/f Hi: OrfESSES TRAffIC I\X,\LYSIS 

po. SPCCtJilig 

t .. l,is l"s~ to'll" lias!: fi,; +/- \~. Dr:i.vr.rs Lil.!pn~c I 

=nth -h o,e::J.= 'lea: ;;::1 prd 1_ <I 
run to Yi<:l<l 1l0l-l I 

::!on .. ~ to c!t ':0 ';''!.lst , .. 7:.>3. O;:'OYC Jl!f1: of ctr. ! 
V.~nd .. lis'" I I I "4. I'I/p. Ovcrtoking I 
Runaway I I I 5. Follo~ too closely I 
Al!. Othe:: I ! I 6. H~de Imp::0?2r turn f 

Total JuV I I I 7. Inadequate bra~es I 
'So Ir.:proper lights J 

P;il' 5 TEA,F[C 'A'::CroS'NTS 9. All p~rking ! 
DJa:h ;;0. Tril fric Signal I 
t.,ju »' 1- Stop Si[.ns 
Prop.ro/ :1. All Others I 
TOTAL TOTAL TRAfFle -- I t 
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