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INTRODUCTION

A young officer comes back from a frustrating day in court and tells his
“old-timer” partner about his experience. The young officer tells his mentor,

The defense attorney asked me if I had taken a course in report
writing at the academy. When I said I did, he asked me what they
taught us. I told him that they stressed the importance of writing
neat and legible reports that are submitted in a timely manner. He
then asked if they taught us anything else, and I testified that they
taught us to include all relevant information and to be accurate.
He then asked if I write my reports in that way. When I told him that
I did, he asked, “Why then, officer, did you not include in your
report many of the facts that you testified about today?” I told
him that I must have forgotten to put them in or thought that they
weren’t important at the time.

By the follow-up questions he asked, it was clear that he was trying
to make the jury believe that at best I’'m incompetent, and at worst
I’m a liar. There are so many things to do at a crime scene. Who
can remember to put everything in the report? And besides, it’s hard
to determine what the attorneys are going to be interested in.

“Well you know what they say,” replies the old-timer, “If it’s not
written down, it doesn’t exist.”

vii
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A condominium board of directors wants to keep costs to a minimum and to do
so skimps on security officer training and pay. As one board member says, “How
hard is it to write a report? It should be simple enough, fill out a log line by line,
note the time, any dangerous conditions, or suspicious occurrences. For that you
need a Ph.D.?” When a poorly trained, poorly supervised, or just plain lazy security
officer completes his log ahead of time, filling in the time and location of where he
is expected to be and then fails to check that area, the board members learn the cost
of such an action when a woman is assaulted in the unchecked area and sues the
condominium.

In a courtroom across town, a single mother nervously peels red nail polish
from her stubby fingers as she watches the judge read the probation officer’s report.
Her background includes charges of runaway, drinking, and marijuana possession,
but this time it was cocaine. If she goes to prison, who will take care of her
daughter? Not her father, who had abused her as a child. Not her mother, who is
more often drunk than sober. Her future and that of her young daughter is depen-
dent on the information included in the probation officer’s report. The majority
of the information that the judge uses in making a decision about sentencing comes
from that report.

What ties all of these incidents together? What are the differences? What are the
responsibilities of writers in each part of the criminal justice system?

These cases are tied together by the responsibility for precise documentation.
The handling of an incident is not complete until the best possible report is filed,
in whatever format required by the agency.

Format of Reports
The format of the reports will vary according to the writers’ responsibilities:

1. Law enforcement officers write just about the facts. They are not expected
to offer opinions on the why unless the answers emerge from evidence,
including statements of witnesses, victims, and suspects. The who, what,
when, where, and how are the basic questions to answer. Law enforcement
officers are not expected to testify in court to things that are not in their
reports. While the young officer’s mentor’s statement in the first scenario
is not completely true, there is a lot of truth to it. Attorneys whose clients
will be damaged by information an officer presents in court that is not docu-
mented in his or her report will attack the officer’s credibility by implying
that the officer is mistaken or even intentionally lying.

2. Security personnel — ranging from security officers (also known as loss pre-
vention officers) to highly trained investigators — protect not only people
and property but also focus on protecting the reputation of employers. They
report first to their employers who are often hotels, hospitals, airports, and
businesses. Sometimes called private police, they number far more than
sworn law enforcement officers. Security officers maintain logs, cooperate
with law enforcement, and write incident and other reports. Investigative
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units may write complex and detailed reports on incidents from fraud cases
to industrial espionage.

3. Corrections officers write many types of reports including shift logs and
incident, use of force, and injury reports. They also include information
on the who, what, when, where, and how in their reports, including infor-
mation on the why only when substantiated by the evidence, including
statements.

4. Probation officers report not just on the who, what, when, where, and how,
but also on the why. They do very thorough background checks and are
expected to give opinions, even conjectures, and recommendations based
on facts and evidence. Often judges read the Presentence Investigation
Reports (PSIs or PSIRs) in the short time available, interact briefly with
the defendants, and make decisions. The same is true for many of the
reports written by parole officers, whose reports are often the basis of deci-
sions made by parole boards or corrections administrators. The results of
both types of reports may result in problems that affect not only defendants
but also the community. The decision for probation or parole may result in
crime headlines, but failure to give the offenders a chance results in over-
crowded facilities.

5. Forensic and Scientific personnel report on findings from crime laboratory
and forensic pathology laboratories. These reports may entail traffic crash
analysis, DNA, trace evidence, questioned documents, firearms and ballis-
tics and autopsy examinations. These reports are read and used by police,
prosecutors, judges, and juries in understanding how physical evidence
was examined and the opinion of the expert. It is imperative that these types
of reports are clear, understandable and provide an uncomplicated descrip-
tion of how evidence was processed and what probative value it holds in a
case.

While law enforcement, security, corrections, probation and parole officers, and
forensic specialists are the main focus of this text, the importance of good documen-
tation now applies to many other agencies. For example, some Forest Service per-
sonnel also have powers of arrest as crime increases in the national forests. The
same is true of other agencies. Their actions must be fully documented to avoid
repercussions.

It should also be noted that persons involved in the criminal justice system all
may be called on to write administrative or research reports that have slightly differ-
ent formats and may call for personal opinions and recommendations, areas which
are normally left out of case reports.

Not only should people and property be protected by those working in the crim-
inal justice system. It is also important to remember that the persons writing the
reports have their reputations and jobs on the line as well. Few people realize the
importance of a well-written, accurate, brief, and complete report as a defense
against charges of brutality, incompetence, or other misconduct. Report writing is
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not something to be done grudgingly and carelessly. It can be critical to success or
failure in the criminal justice system.

New Trends in Reporting

While preparing to write this text the authors contacted more than 100 law
enforcement, security, forensics, and corrections agencies. Several provided infor-
mation about new systems that have been developed by their agencies. Some have
computer systems with screens that ask for specific information in completing
reports. The systems then provide templates with major headings for which infor-
mation must be gathered for completion of the narrative section of the report. Other
agencies have systems where investigators at crime scenes or other incidents com-
plete their investigations and then call in by telephone either directly to a clerk
who types up the report as dictated, or to a recording device so that the information
can be typed later by clerks. You may be thinking that if this is the direction toward
which things are heading then you don’t need to study report writing. The authors
believe that even if you are fortunate enough to be employed by one of these agen-
cies, this text will be helpful to you in organizing the information you obtain before
you call it in. In addition, most of these agencies still require their employees to
write or type their own administrative reports, memorandums, and letters of reply
to inquiries.

A New Player in the Criminal Justice System

There is a recent player in the criminal justice system that has had a major
impact on the system in the past few years. The player? The video camera. Whether
in the courtroom or on the street, the video camera has changed the way people in
the Western World look at the criminal justice system.

William Kennedy Smith was tried in a Florida courtroom, accused of rape. Tele-
vision cameras were allowed in the courtroom and the trial was broadcast nation-
ally. For the first time, millions of Americans saw the criminal justice system in
action. They saw evidence and statements being presented in court. They saw police
officers testifying about their actions at a crime scene, and saw them being ques-
tioned about their reports submitted about the case. Witnesses were cross-examined
about information that was documented in police reports.

In 1991, Rodney King was stopped after a police pursuit through the streets of
Los Angeles. The officers arrested King, wrote their reports, and didn’t think much
more about the case. A video recording by a nearby resident changed the way many
citizens thought of their police department. The video was shown repeatedly by the
news media. In addition to the video and the reports submitted by the officers, a
new source of documentation was found. The transmissions between various offi-
cers using mobile data terminals were recovered in which officers described their
actions using disparaging terms. The officers involved were tried for assault in state
court and were found not guilty, and one of the largest riots in our nation’s history
followed with loss of life and tremendous property damage. The video was studied
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nearly frame by frame in the courtroom. The same video was used by federal pro-
secutors, and an officer and his supervisor were convicted of civil rights violations.
King received a large settlement from the city of Los Angeles.

Nicole Brown Simpson and Ronald Goldman were murdered in an upscale Los
Angeles neighborhood. Nicole Brown Simpson’s ex-husband, former professional
football player O.]. Simpson, was arrested and tried for their murders. The trial
lasted months and every moment was televised. People around the world watched
as a crime scene technician testified about his activities at the crime scene, including
the collection of evidence. He referred to his notes and reports and testified that he
was sure of the accuracy of his testimony. The defense then introduced a videotape
of the technician collecting and placing the evidence in containers in a different
manner from that to which he testified. Eventually O.]. Simpson was acquitted of
the charges.

You can probably think of a number of other examples of high-profile cases in
which statements given at crime scenes or early in investigations were then
challenged on cross-examination. The trial and conviction of the Menendez
brothers for the murder of their parents, Lorena Bobbitt’s acquittal of cutting off
her husband John’s penis, his acquittal of sexually assaulting her, the Ruby Ridge
incident, the Branch Davidians in Waco, Texas, the Oklahoma City bombing, and
rapper Corey "C-Murder" Miller’s shooting of a 16-year-old fan at a nightclub
are just a few incidents that come to mind. The Federal Bureau of Investigation’s
crime laboratory, traditionally thought of as the best in the world, has come under
attack recently in the media, in congressional hearings, and in high-profile court
cases. Many of the problems stem from lack of, incomplete, or inaccurate documen-
tation of the handling of evidence and the laboratory procedures conducted on the
evidence.

All of these cases mentioned were followed by millions of people watching tele-
vision. Guest commentators critiqued each step of the trial. It should be clear to the
reader the importance of carefully written, accurate, brief, and complete reports. In
a few high-profile cases, you, as the investigator, will have the luxury of knowing at
the onset the importance of your report and the scrutiny it will receive. More often,
though, it is the ordinary, run-of-the-mill report that ends up in a high-profile court
case, on the front page of the newspaper, on the nightly television news, or on the
desk of your agency’s chief executive.

Improving Writing Skills

There are two things you can do to improve your writing skills. Once you
improve your skills, your report writing will automatically improve.

1. Read. The more you read, the more you learn. In terms of vocabulary, each
new word that is learned leads to knowledge of other words. In addition,
reading helps you to learn sentence structure and to improve your knowl-
edge of basic grammar. Find a little time each day to read. Don’t say you
don’t have time to read. It is reported that just 10 to 15 minutes of reading
a day will result in finishing 12 or more books in a year. It is important that
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you read more than just the newspaper. Most newspapers are written at a
seventh grade reading level and will have little impact on your skills.

Practice writing. Like any other skill that you seek to gain, you must actu-
ally practice it in order to improve. Think about learning to ride a bicycle.
Can you really learn to ride without actually getting on one and trying?
No. Writing is the same. The more you write, the easier writing will become,
and the better you will be at it. If you really want to improve on your report
writing skills, you can do so. Whenever you have the occasion to write, take
a little extra time. Start early. Plan your writing. Reread your work and
make revisions where necessary. Proofread your final product. If you take
just a little time to proofread your writing and make corrections and revi-
sions, your writing ability will quickly improve. Finally, use this text as a
guide.
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CHAPTER 1

The Why and How
of Report Writing

What do you like least about working in the criminal justice system? If your
answer is writing reports, you are not alone. Were you attracted to the criminal jus-
tice system because you enjoy writing reports? It is doubtful that many people were.
Do you view report writing as a chore to do before you can either get on with the
real work of the day or get home for fun or rest? If so, you are like many, if not
most, of the people working in the criminal justice system. If you are already work-
ing in the system, you know that much of your time is spent writing reports. Many
patrol officers report spending up to one-half of their workday completing reports.
Some detectives report spending up to 75 percent of their day with reports. Big cases
can wind up looking like volumes of books, with many people contributing to the
final product.

Most criminal justice professionals receive little training in writing reports.
Departments, agencies, academies, colleges, high schools — everyone expects some-
one else to do the training. With standards of writing falling fast even in newspapers
and television, it is hard to recognize correct writing when you see it. You are not
alone if you have a hard time writing reports.

With modern technology advancing so fast, why do you need report writing?
Machines are a means used to complete reports. They cannot write or organize your
work. They can help fill in forms fast, compare fingerprints and identifications, and
speed information for law enforcement, security, corrections, and probation and
parole personnel. They do not organize or think; they just do as they are told. They
can speed misinformation as well. The spell-checking function on a computer or
word processor will accept any word that is spelled correctly, e.g., seen for scene,
bale for bail, miner for minor; anything goes, including your credibility.

DOI: 10.1016/B978-1-4377-5584-8.00008-6
© 2011 Elsevier Inc. All rights reserved.
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Consider the O.]. Simpson case, arguably the most noted case of the twentieth
century. The Los Angeles Police Department was an early user of technology, but
how much did technology help to document the action? Other high-profile cases
continue to benefit from the use of technology, often by comparing known factors
in the various situations. Airports, hospitals, hotels, and businesses are helped by
rapid exchange of information among security officers. Probation and parole offi-
cers depend on computerized information for short reports, often for monthly
checking on observation of regulations.

Being computer literate is almost a given today, but the computer does not orga-
nize material, use correct grammar, or select the specific words to write an accurate
and complete narrative. Your writing is important both to yourself and to the pub-
lic, whether you are in law enforcement, probation or parole, corrections, security,
or some other agency. The sooner you take a businesslike view of writing and
develop a skilled approach, the faster you will progress in your writing — in both
your own estimation and that of others. You are also less likely to wind up in court
(usually long after the report is written) with insufficient material to aid the cause of
justice. Knowing why you write will positively influence how well you write.

Why Do You Write Reports?

Just about everyone writes reports. Notes are written to our loved ones, bosses,
co-workers, friends, enemies, and creditors. People write when they are happy, in
love, angry, or sad. Most people learned to write while they were in school. Is what
they learned applicable to law enforcement, probation, corrections, and security?
Many people do not write much after leaving school unless their job requires it.
Does yours? Stop and think of all of the reasons that you write. Some of the people
you write to are very important to you, either in your personal or professional life.
Errors in personal writing may cause laughter, but errors in professional writing can
cause you to lose credibility, professional standing, and even your job.

In the criminal justice system, reports are written for many reasons. Recording
information to ensure that it will be available in the future is one purpose. Reports
are also an expeditious way to share information with other people without you
having to be there. Few people, including those who write reports, actually stop
to think about the many ways in which reports are used. The following are a num-
ber of operational and administrative uses of reports.

Law Enforcement Reports

Operational Purposes

1. Document actions taken by persons involved in crimes, incidents, and acci-
dents, as well as actions taken by you and your fellow officers.

2. Give pertinent facts that will help determine if follow-up is required by you
or anyone else.
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3. Help the prosecutor decide whether to charge an individual, and if so, with
what charge. (If the prosecutor charges the suspect with Crime X when
testimony shows Crime Y was more important, the defendant may be
released.)

4. Point out a pattern of action, a modus operandi or method of operation
(MO) taken to commit the crime, or a trademark, a habit that may even
slow down the action, but that is characteristic of a certain perpetrator.
This can help to show similarities between crimes and is an important
investigative aid.

5. Help you recall details of a case when you testify months or years later.
Your report may also protect you against a civil suit.

6. Help you or others to keep track of what has been done on an investiga-
tion, what needs to be done, and to help coordinate activities between
investigators and agencies involved in the investigation.

7. Pinpoint times and places with a high incidence of crime so that officers
can be deployed to the best advantage. This can provide help for you when
you need it most.

Administrative Purposes
1. Determine what type of administrative action or follow-up is needed.

2. Send materials to other agencies, states, or the federal government, and
even to other countries. The FBI has been gathering statistics on a volun-
tary basis for the Uniform Crime Reports (UCR). There is a movement
toward replacing this with the National Incident-Based Reporting System
(NIBRS), which goes into even greater depth.

3. Assist in obtaining cooperation in community policing to better serve the
area and enhance public relations.

4. To form the backbone of reports to the upper echelon in your city or state,
including the mayor, governor, and members of the legislature. Such
reports document problems, progress, and possible solutions, and the infor-
mation is used to budget money. Your equipment, assistance, and paycheck
may hang in the balance.

5. Help management determine training needs and to assist in quality control
efforts within the agency.

6. To determine who receives advancements or transfers. People are often
judged and selected for advancement or transfer based on their writing
and communication skills.
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Reports are also used by people outside of your agency and sometimes outside
the criminal justice system. These people include attorneys, members of the public,
insurance companies, and news agencies.

Security officers operate in many ways similar to law enforcement officers. Both
groups protect people and property; however, their emphases may be different. Law
enforcement, as its name implies, is expected to ensure that laws are upheld, and
violations are referred to the proper agency for adjudication. Security officers are
responsible first to their employers, and their reports are often used to provide
employers with information required to make decisions and to protect the good
name and financial interests of the employer.

The public has very little understanding of security officers, who are sometimes
called private police. To some, “security” may refer to a guard or night watchman.
To others, the word may suggest large organizations like Wackenhut or Burns. A local
business may hire a few people off the street and give them scant training. On the other
hand, the American Society for Industrial Security (ASIS) has high standards for
certified public protection degrees. Duties vary from simple alarm sounding when dan-
ger threatens, to a whole assortment of work that can be done for large corporations.
In addition to the protection of people and property, some organizations expect such
things as reports on customer satisfaction, employee theft, narcotics, assault, sexual
harassment, firearms possession, bomb threats, and more; the list goes on and on.

Security Reports
Operational Purposes
1. Note problems that may hinder the smooth working of the facility or busi-
ness. (Pre-existing dangerous conditions that are not taken care of can form
bases for lawsuits.)

2. Prevent employee theft and shoplifting from businesses.

3. Promote a favorable image of the company, facility, or organization by
solving problems in-house, whenever possible.

4. Document courteous responses to public demands.
Administrative Purposes

1. Help protect stockholders by documenting specific needs and justifiable
expenditures.

2. Help secure funds to support such places as museums, performing arts
facilities, and colleges.

3. Can be used to cooperate with similar facilities such as other hotels and
hospitals to share information about swindlers, drug dealers, con artists,
and other threats to security.
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Corrections Reports

Corrections writing sometimes differs from that of law enforcement and secu-
rity. Logs are prepared, as are incident reports and memos, by corrections officers
who work in many areas of correctional facilities. Admission and other forms are
also filled out, as are investigative and incident reports.

Probation and Parole Officer Reports

Some of the most comprehensive investigations and report writing is done in Pre-
sentence Investigation Reports (PSIs or PSIRs). These reports are written by proba-
tion officers to assist judges, who often must make rapid decisions after only a
brief exposure to the suspect involved. As defined by Clear, Clear, and Burrell (1989):

The PSIR is designed to advise a judge of the offender’s criminal
behavior, the options available to the decision maker for disposal
of the offender, and the risks to society and the offender for which-
ever option the judge might wish to choose. It is a momentous doc-
ument, for the decisions it advises balance significant considerations
of legal rights, human liberty and community values, among them
community safety.

In a simple example, the judge with little time and a full docket sees both the pro-
bation officer’s report and the offender. The judge forms a decision based on three
points:

1. How serious the offense is and how likely it is to be repeated.

2. Options including incarceration, probation, parole, community service,
and the many new alternatives, such as electronic monitoring.

3. How the judge’s decision will affect the offender, his or her family, and
society as a whole.

In smaller jurisdictions the probation officer and parole officer may be the same
person. If the decision is made for probation, the probation officer must check to
see if requirements are carried out and should report any infractions. If a person
is incarcerated and then released, the parole officer supervises the return to the com-
munity, checking on the parolee and sometimes providing counseling. The reports
documenting such checks and counseling may then have to be defended in court.

Forensic and Scientific Reports

Recent interest in the forensic sciences due to popular television and movie por-
trayals of forensic and crime scene investigations has increased the need for forensic
evidence to be introduced in criminal proceedings. This has been termed “the CSI
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effect,” because jurors now expect forensic evidence to be presented in court. Those
in the forensic sciences normally write reports of their analyses and findings that are
then made part of the court record. Police investigators, prosecuting attorneys,
defense attorneys, judges, and jurors read these reports in support of testimony that
may be given at trial. It is imperative that these reports are understandable to a lay-
person unfamiliar with scientific jargon or procedures.

Almost all forensic reports contain the most basic information regarding an
analysis and examination result. These include:

8.

Identifying agency requesting the examination (name, address, phone
number)

Case style (case number, name)

Items submitted for examination (listed as Q for questioned and K for
Known)

Request (specifically citing what is to be done to the evidence)

Procedures (a narrative explaining what was done to the evidence and how
it was examined)

Summary of examination (a narrative explaining what was done to the evi-
dence and what was found)

Opinion (a statement explaining what the results were of the examination
and the opinion of the examiner regarding the evidence)

Signature and identification of the examiner

Most forensic reports adhere to Federal Rule of Court 26, which mandates that
written reports:

Contain all opinions to be expressed in court and the basis and reasons
therefor

The data or other information considered by the expert in forming opinions
Any exhibits to be used as a summary of or support for the expert opinion

Qualifications of the expert, including a curriculum vitae and publications
authored within the past ten years

Any compensation paid for the examination and testimony

A listing of any other cases in which the expert has testified either at trial
or deposition in the preceding four years
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Care should be taken with forensic and scientific reports to refrain from using
scientific and medical jargon. Technical and medical statements should be defined
in parentheses to make the report clear to non-technical persons like jurors and
judges. For example, a forensic autopsy report might include parenthetical words
to describe “exsanguination” as “blood loss.” A sample forensic laboratory report
is shown in Appendix A.

Figures 1.1 through 1.4, as well as the directions for writing logs, illustrate some
of the similarities and differences in reports for law enforcement, probation and
parole, corrections, security, and forensics.

Writing reports is an integral part of your work. It is not as important as the
face-to-face interactions and confrontations that occur in the field and in the office,
but it is also not something to be done carelessly and inefficiently. You save your
own time and that of others when you write reports well.

Why do you write reports? You write them to record facts accurately, briefly, and
completely to form the first line of information from which operational and admin-
istrative decisions are made.

How Do You Write Reports?

You assemble all the facts. In Figures 1.1 through 1.4 you can check whether
you have the who, what, when, where, how, and why when it is applicable. The
why is required in presentence investigation reports, where opinions and recommen-
dations are used. In other reports, the why must be documented by evidence or
signed statements.

Writing the Log

The simplest and most immediate form of writing is the log (see Figure 1.5).
While used mainly by security guards, a log can be defined as a detailed record of
any activity. Often kept in bound books with ongoing times listed, logs can be
brought to court as significant evidence. Check for the form and directions used
by your agency. The following is a common style:

1. Use black ink and take care to print or write legibly.

2. As you start a shift, print your name followed by “ON DUTY,” and enter
the time in military style in the place provided.

3. List the equipment you received from the person who just completed the
previous shift. Your signature should follow the list as a receipt. The per-
son you are replacing then prints his or her name and the words “OFF
DUTY,” adding his or her signature.
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Figure 1.1

Information Typically Found in an Investigation Report (Law Enforcement)

BASICS

WHO

WHO
or
WHAT

WHEN

WHAT

WHERE

HOW

WHY

CONCLUSION

Was the:

Started your action:

Your action occurred:

Fellow officers came:

You presented your
identification and/or
search warrant

Crime against person:

Crime against property:

Accident:
Abuse:

Natural disaster:
Missing person:
Other:

Street, intersection:
Exact address:
Room or room part:

Objects used:

Suspect arrived, departed:
Words, spoken or written:

Other inducements:

Statement of suspect:
Accident:
Disaster:

Disposition:

SPECIFICS

Complainant  Victim  Witness
Individual  Company  Group
Counsel for suspect

Squad room assignment ___ Dispatch
All-points bulletin _ On view
Citizen’s request _ Other

Sent  Arrived  Return

Crime committed  Crime reported

Complainant’s actions:

prior to  during  after  the incident

Victim’s actions:

prior to __ during __ after __ the incident

Victim’s actions:

prior to  during  after _ the incident

Evidence: Objects found

Dusted for latents  Recovered prints
Negative  Secured  Booked
Receipt given _ Chain of evidence
maintained  Tests given
Breathalyzer  Lineup

Observations ___ Notification ___

Building  Dwelling  Store _ Other

Diagrams  Sketches  Photographs
Vehicle  Land _ Water

Instruments ~ Weapons
Gambling/con game objects  Other
MO  Trademarks  Similar cases

Skill necessary _ Strength  Knowledge

Motive ___ Intentional ___ Unintentional ___

Arrest ___ Charge placed
Pending further investigation
Assistance given _ Case closed

FURTHER DETAILS

First information

Description:
Physical Address
Facial Phone
Clothing Occupation

Place of work

Important statements

Real, direct, circumstantial
Amount, number, value
Injuries to person

Damage or theft of property
Referral

Aggravated circumstances

Main words quoted exactly
General points briefly
paraphrased

No value judgment
Additional facts must
support opinions

Exact referral
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Figure 1.2

Information Typically Found in a Presentence Investigation Report (Probation)

BASICS

WHO was the defendant:

WHAT is the:

SPECIFICS

Court name __ True name

Alias _ SS#  DOB

Sex ~ Height ~ Weight

Complexion _ Build ~ Marks

Birthplace  Nationality

Years in county, state, nation

Citizenship _ Occupation

Place of employment

Marital status __ Children

Mother’s maiden name
birthplace _ , occupation

Father’s birthplace ., occupation

Siblings’ addresses

Complainant ___ Victim __ Witness
Individual ~ Company  Group
Counselor  Prosecutor  Defense lawyer
Probation officer _ Parole officer

Current charge

Describe: who  , what ., when |,

where  ,why
Victim impact _ Restitution needed
Record of past offenses  Describe briefly
Social history _ Family situation
Education __ People who influenced
Marital history  Divorce

Children _ Support

Employment history ~ Goals  Plans
Religious affiliation

Drug use  Seller

Present attitude  Drug tests

Pleas agreement  Probation plan
User’s fee _ Restitution

Court costs

Credit time served for each offense

FURTHER DETAILS

Special circumstances
Official version attached
Losses

Documentation

Birth order

Family atmosphere
How defendant sees self
School records

Medical records
Successes

Failures

Self-esteem

Specific recommendations
Felony

Misdemeanor

Class

Length of probation
Reports

Job placement
Education

Counseling

Electronic monitoring
Community service
Other alternatives
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Figure 1.3
Information Typically Found in an Incident Report (Private Security)

BASICS SPECIFICS FURTHER DETAILS
WHO was the: Complainant __ Victim ___ Patient Description: name, sex,
Witness _ Visitor _ Guest address, phone (home &
Shopper  Employee  Traveler business), occupation,
Customer _ Doctor  Nurse physical, facial, clothing,

SS#, license

WHAT started your action: Foreseeable problem _ , describe Precise details
Location  Danger  Remedy Repair or notification to
person responsible

WHAT kind of problem: Lost  Found  Criminal Precise value claimed by
Items listed owner
Non-routine _ Trespassing Estimate
Accident __ , type Insurance
Person  Witness

WHEN: Notified  Viewed Called maintenance
Assistance given Called police, arrival

Called main office
Called ambulance, arrival

WHERE: Hospital ~ Hotel  Business Exact address and location
Museum  Other  Department of specific area
Room  Hall  Elevator _ Office
Parking lot _ Street  Restroom
Swimming pool _ Other
HOW: Accidental  Presumed cause Statements
Witnesses  Injuries ~ Damage Notifications
Help requested  Help given Police called
Intentional ~ Criminal  Rape Precise list of items
Drugs involved ~ Burglary ~ Robbery ~ Value

Unattended death

WHY: Statements by persons involved No undocumented opinion
Evidence: real __ , direct
circumstantial
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Figure 1.4

Information Typically Found in a Forensics Report

BASICS SPECIFICS FURTHER DETAILS

WHO

WHEN

WHAT

Was the: Requesting agency Address, phone

The request was made Date, Time, Method of evidence delivery Chain of custody

Was analyzed Describe Questioned and Known material List of evidence

WHERE Was evidence examined Describe location and procedures Preliminary exam

HOW

WHY

Was evidence examined Describe methodology used Equipment, analysis

Were methods used Describe accepted procedures Follow protocols

CONCLUSION Opinion of expert Basis for conclusion

10.

List each subsequent entry on a separate line, noting the time and your initials.
Leave no space between entries, other than shift changes.

Do not use correction fluid, erase, or otherwise blot out. Draw a line
through any mistake you make, make the correction, and initial it.

For patrols, list time and location, then record any routine or non-routine
situations that could affect the safety or security of persons or property.
Note any obstruction, malfunction, or unsafe situation so the appropriate
person can correct it.

Any significant event or wrongful act requires an incident report, and such
an event or act should have a brief synopsis in the log. Add the notation,
“See incident report.”

Complete the log as things occur. Never enter in advance any routine activ-
ities that you expect to occur and never wait until the end of your shift to
complete the log.

Remember the log can be important evidence in court to back up your
activities and those of others.
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Figure 1.5
Security Officer Log

Security Officer Log

Security Department Date

Location Security Officer

Time Signature Unit #
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Do Not Copy Randomly Chosen Models

Most people in the criminal justice system seem to learn documentation on their
own, with little, if any, formal training. It is as if everyone assumes someone else is
handling the “how to write” part of the profession. Colleges, academies, and
departments routinely neglect this area. Some even protest that technology will
make report writing unnecessary. Forms, whether on the computer or on paper, still
do not always give additional details, and these must be expressed in a narrative
form. In a world in which people have become accustomed to learning information
from television sound bites, few people can write well, and fewer still are able to
write good reports. As a result, most newly hired, transferred, or promoted employ-
ees go to the files to obtain copies of previously submitted work to use as models in
completing reports. This works all right if the previous writers were superior. Too
often, however, they are not, and their errors are repeated and passed on.

Many departments or agencies have vague and even contradictory directives.
Realizing that this is true may help you find your way to a mentor whose work is
respected.

If you are new to a position, find help from someone who writes well and com-
pletes thorough reports, or follow the example of some well-written sample reports.
Ask your supervisor or other employees for help in choosing good samples.

How Do You Get Started?

Even in a world of so-called paperless publishing, you are still likely to need to
know how to use a notebook, at least, to record your first observations. You may
have a laptop in your car, but a notebook will fit in your pocket when you are
checking the situation, interviewing witnesses or suspects, or even making prelimi-
nary sketches. What kind of notebook should you use? How much should you
record? How will the notebook be used?

What Kind of Notebook Should You Use?

If your agency mandates the type of notebook to be used, your problem of
choosing is solved. If not, select a notebook that is suited to your task. It should
be a type with which you are comfortable. Many people who work in the field
and are mobile choose a notebook that is about 3 x 5" so that it can be easily car-
ried in a pocket. If you need to choose between the bound and loose-leaf notebook,
consider the following.

1. The bound notebook has pages that are fixed in an unchangeable continu-
ity. The pages are not removable, so if you take the notebook to testify in
court (an important use of notebooks is to refresh your memory on a case),
the whole notebook must be submitted.

2. The loose-leaf notebook, with rings and a hard cover, is often used in law
enforcement. The pages should be numbered consecutively, so that portions
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may be removed for court appearances and the rest may be returned. Many
departments consider this flexibility important. Others feel that the loose-
leaf notebook opens you up to accusations of tampering with your notebook
because pages can be easily removed, blown away, or accidentally lost.

For permanency and uniformity, write or print clearly using a black ball-
point pen. Black ink results in a clear and clean reproduction. Blue ink does not
reproduce as well, and pencil is totally unacceptable. If you are using a computer
you should follow your agency’s standard format, including the font type. Some
writers are fortunate to have direct access to a computer, either a laptop at the
scene, or a desktop at their offices, and may be able to complete their reports
directly in the computer without having to take notes. When it is necessary to
complete the report from notes taken at the scene, it is important to organize
the notes based on the computerized format. This eliminates having to search
through pages of notes to follow the computer protocol. Some agencies have
note-taking report forms that are based on computer screens and the order of
computer input.

How Much Should You Record in a Notebook?

Information is written in notebooks to help the report writer remember specific
and detailed information. Most investigators cannot recall all of the details of an
investigation. This is especially true for detailed information including the accurate
recording of names, addresses, telephone numbers, ages, dates of birth, and other
such information. Notebooks are also used to have ready access to information that
was provided in roll call, in all-points bulletins (APBs) over the radio, and from
other sources.

1. On the inside of the cover, put your name, rank, identification number,
address of assignment, and name of your agency. This is imperative
because the loss of your notebook can result in the loss of irretrievable
information. Also include important phone numbers needed for your
assignment. Cover these basics with plastic tape, because frequent fingering
may fade them.

2. Your notebook is a permanent record and memory bank for you, as well as
part of your first step to writing good reports. It may also be read by
others, especially if you take it to court to corroborate your report. Even
if you decide not to take it to court, attorneys in the case may be able to
convince the judge to order you to bring it to court. You do not want them
examining your doodling, personal phone numbers, comments, or grocery
lists, so avoid placing personal information in your notebook. Have some
loose 3 x 5" cards in your notebook to write information on to be given
out. This is so you do not have to tear pages out of your notebook. Also,
the use of sticky-type notes is helpful in moving personal information in
and out of notebooks. However, do not use removable notes to record
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information from official cases. Write this information on the pages of
your notebook.

3. Number the pages and include full details: case number, people involved,
names, addresses, telephone numbers, ages, dates of birth, gender, ethnic
origin, statements made, and actions taken by the people involved as well
as by you and the other officers on the scene. (Consult Figures 1.1 through
1.4 for specifics.)

4. 1If you are in doubt about including something, put it in. Apparently irrele-
vant words or actions may be trademarks that are unnecessary to commit a
crime — and may even hinder it — but may help you to identify the
suspect.

5. Do not draw conclusions too soon and leave out details that might later
turn out to be the key to the action. Minor details sometimes make a major
contribution to the solution of a crime. If you have any doubt about the
importance of information you have obtained, the rule is: “When in doubt
do not leave it out.” Minor details can often make the difference in admin-
istrative investigations into your conduct and in civil court cases against
you or your agency.

6. Especially if you use a loose-leaf notebook, write on only one side of the
page. If you have to hand over parts of your notebook in court, you will
only be giving access to the relevant information.

7. File your notebooks in chronological order so that notes for a case coming
up in months or even years can be easily located.

Investigate, Do Not Just Record

Keep in mind that the criminal justice report writer is not just a clerk or recorder
of information. The writer is an investigator. A crucial portion of the investigation is
the interview. It is usually best to allow persons being interviewed to tell their own
stories. If you have to ask questions to start the interview or to keep it going, ask
very general, open-ended questions. What happened? What did you see or hear?
Then what happened? Do this without taking notes. Why? Nothing stops a person
from talking or telling what is known faster than pulling out a tape recorder or a
notebook. An exception to this is when you have to take notes on APB information
to be immediately put out over the air.

Next, have the witness retell the story while you take notes. Again, ask general
questions to keep the interview moving. This part of the interview and your ques-
tions should help you to determine the elements and the chronological order of
the offense, and provide you with more detailed information about the incident.
The last part of the interview involves asking more detailed questions. Even during
the questioning phase it is better to ask general questions than to ask specifics.
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Example: “How tall was he?” is better than, “Was he about six feet tall?” The
investigator must look for inconsistencies and self-serving statements and follow
up with direct questions. Again, remember that you are an investigator and not just
a report taker. You must control the interview process.

An interview becomes an interrogation when you believe that the person is not
forthcoming and forthright with you. Interrogations usually involve suspects, but
are sometimes used with victims or witnesses who are not voluntarily providing
the information needed.

Remember to listen the first time through, then start taking notes, asking ques-
tions to fill in information and to provide additional details. Notes are not expected
to be complete reports of what was found, seen, or heard at the crime scene. They
are meant to refresh your memory when you are writing your report. Take enough
information so that you can write a complete and accurate report.

Do Not Use Legalese or Old-Fashioned Terminology

You can be perfectly adequate in getting your points across orally, but when
faced with work on a paper or computer you may decide that simple terms may
not sound “professional.” This attitude may be partly due to exposure to lawyers.
Resist the temptation to try to sound like a lawyer or legal documents you have
read. For example, do not use a phrase such as “The party of the first part did
knowingly and willfully ....” If Joe Jones did it, write it that way. You are not in
a position to judge how much he knew or how willful he was.

In addition, do not use formal terms or the third person to refer to your work
or yourself. A phrase such as “Pursuant to his duties, the undersigned did then
proceed in his vehicle to the scene of the crime” is not clear. Is it possible to record
the fact of getting there in a less stilted way? “Pursuant” means “in agreement or
conformity to” and usually refers to duties or orders. It is understood that you
are following orders or rules. What else would you be doing? “Proceed” has the
connotation of a “formal and ceremonious manner.” Is that really how you got
there? “Vehicle” is defined as “any means by which someone or something is
carried or confined” and can mean anything from a go-cart to a space shuttle.

Even the legal, banking, and insurance communities, the last bastions of formal-
ity, are slowly turning away from legalese and moving toward much better and
more easily understood language.

Should You Use Abbreviations?

This is not easy to answer. Forms abound in every area of criminal justice,
with most directives stating not to abbreviate. The same forms, however, make it
impossible to write out terms in full. An example can be found on the face pages
in Chapter 3. When using abbreviations, always make sure that you are consistent
and that they are clear to your readers. Abbreviations are dealt with more fully in
Chapter 13.
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Add Sketches, Photographs, and Diagrams

“A picture is worth a thousand words,” and in many cases had better be added
to those words. Consider the measurements taken after a traffic accident, the posi-
tion of a body in a homicide, the relation of rooms and objects in a burglary, the
location of an injury-causing accident, and the place where contraband was found.
In each of these cases, a sketch, photograph, or diagram can help your reader have a
better understanding of the scene than would having only a written description.

Practice a consistent method of looking at a scene such as looking from left
to right. Do not alter your original rough drawing, but you can use it to produce
a more precise one to go with your professional report. See Figures 1.6 and 1.7
for templates available for use in traffic accidents and other situations, as well as
sample diagrams. If you are using a computer to write your report, you may also
have access to software programs that will allow you to transport photographs or
drawings directly into your report. Computer-aided design or drawing systems
can help you to complete professional-looking and accurate crime scene sketches.
See Figure 1.8 for samples.

Be sure to use fixed objects from which to relate positions, either in writing or
when sketching. For example, a body should be shown in relation to a door or wall
corner rather than to a movable table or chair. Movable objects should be shown,
but measurements should be made from unchangeable features. Include the direc-
tion in which the diagram is drawn (with north usually at the top).

Photographs are another reinforcement and, taking that concept further, there is
also video. It is hard to argue with what you see. In many agencies there are specia-
lists who handle pictures and videos, but it is becoming more popular in many areas
to supply everything from cameras to camcorders to field personnel. Close-ups can
be made of blood spatters, tool marks, writing on walls, and other important evi-
dence, especially that which cannot be easily removed and submitted as evidence
in its actual state. Be sure to record the direction in which the photograph is taken
and the names of any people in the photographs, numbering and making a key, if
necessary. Record the date and time the photograph is taken and the identity of
the person taking the photograph. Many agencies have special supplementary
report forms to use when submitting photographs as part of a report.

A staff artist is sometimes asked to make composite sketches from information
given by victims and/or witnesses. Choosing features from a series can help assem-
ble specifics. The artist can be helped by comments like “His nose was wider ...,”
“Her face was thinner ...,” etc., until a resemblance appears. The Crime Zone,
Identi-Kit, CompuSketch, and ComPHOTOfit are examples of commercially avail-
able products that can help you to include sketches, diagrams, and photographs in
your reports.

Evidence for Law Enforcement

Evidence has been defined as anything that can be used to prove an unknown or
disputed fact. Legal evidence is defined in Black’s Law Dictionary (8th ed., 2004) as
“a broad general term meaning all admissible evidence, including both oral and
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Figure 1.6
Templates
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Figure 1.7
Diagrams

Continued
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Figure 1.7 —continued
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Figure 1.7 —continued
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Figure 1.8
Computer-Aided Drawing Samples
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Figure 1.8—continued

Continued
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Figure 1.8—continued
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Figure 1.8—continued

Continued
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Figure 1.8—continued
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Figure 1.8—continued
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documentary, but with a further implication that it must be of such a character as
tends reasonably and substantially to prove the point, not to raise a mere suspicion
or conjecture.” A lay dictionary defines evidence as “any species of proof, or proba-
tive matter, legally presented at the trial of an issue, by the act of the parties and,
through the medium of witnesses, records, documents, exhibits, concrete objects,
etc., for the purpose of inducing belief in the minds of the court or jury as to their
contention.”

Any evidence you find should be listed in your notebook and placed in appro-
priate containers so the integrity of the objects is not compromised. Separate objects
to avoid contamination, place in containers that will prevent mold or drying out,
and turn them in to the designated places as soon as possible. Maintain the chain
of evidence as required by your agency and jurisdiction, get receipts for whatever
leaves your hands, and note the time and place. The paper trail protects the victims,
the integrity of the evidence, and your own reputation.

Types of Evidence

Real evidence for law enforcement, forensics, security, or corrections involves
tangible, identifiable objects such as weapons, clothing, confiscated objects, semen,
or blood. Be careful about listing evidence that appears to be blood, drugs, or pre-
cious metals. Common sense would suggest that it is what it appears to be, but you
should list such evidence with phrases such as “appearing to be blood” or “sub-
stance appearing to be marijuana” or “yellow metal” or “gold in color.” For exam-
ple, a lost ring may look like platinum set with a diamond but may be silver set with
a paste imitation.

Evidence records must be as accurate as possible. Remember the blood records
found in the O.]J. Simpson murder case and the difficulty proving the finding, as
well as the decisions made through DNA testing? Identify who claims what the evi-
dence is, but do not identify it yourself until so designated by laboratory
examination.

Direct evidence includes what you or other persons know through the use of
the five senses. Many people think that this is better than real evidence; however,
people may lie or be mistaken. Tangible objects can be brought to court and
can stand on their own. To be accurate, a witness must be in a position to make
observations, must be physically competent, and must be unbiased, or biases
must be known and explained in the report. For example, if a man waiting to be
picked up by a friend sees a crash involving that friend, would his testimony
be unbiased? Also remember that, in major cases, people may falsely claim to be
witnesses.

Circumstantial evidence is evidence from which inferences can be drawn. These
inferences can establish a fact or series of facts tending to prove the elements of a
crime. The suspect’s presence in the vicinity of a crime similar to one committed
previously indicates that the person could have committed this crime, but it is
not proof. Be very careful to examine the situation. Protect yourself as well as the
suspect by presenting such material without drawing any conclusion from it. Many
people believe that circumstantial evidence is the weakest type of evidence. This is
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not so if it is clearly documented and laid out for the court. Many criminal cases are
successfully prosecuted based on circumstantial evidence.

Evidence Collected for Security

While much of the information on real, direct, and circumstantial evidence used
in law enforcement applies to security, there are significant differences as well. Law
enforcement personnel must focus on the possibility — however remote, in many
cases — of a report going to court. That eventuality is much less likely for security
personnel.

Retail stores may prefer to handle shoplifting on their own and call police when
the matter goes over a certain dollar amount. They also must sometimes deal with
violence, traffic problems in parking lots, even sexual assault. The same is true of
hotels, hospitals, condominiums, airports, and the many places that use private
security to protect people, property, and their public images. If a problem escalates,
the preliminary report or log is very important, but security personnel rarely have to
write reports that are as complicated as those done by criminal investigation divi-
sions, which must include detailed explanations of how the evidence was found
and handled.

Security personnel are especially concerned with the amount of evidence gath-
ered to protect the public in advance: equipment malfunction, unsecured doors or
windows, water damage, fire hazards, vandalism, safety hazards, trespassers, and
many other things that could interfere with the orderly functioning of a facility
(see Figure 1.3). Security personnel tend to be basically loyal to the employer rather
than to the government, but both often benefit.

Evidence Collected for Probation and Parole

Probation officers are responsible for writing the PSIR, which many judges
depend upon when determining a suitable sentence. These reports require much evi-
dence: identifying the current offense as perceived by the police, the victim, and the
offender; checking for a prior record; interviewing the offender, family, friends, tea-
chers, neighbors, psychologists, and others influencing the offender; reviewing the
past and present situation affecting responses and attitudes; giving sentencing
recommendations; making recommendations regarding restitution, training, and
job placement; and including information on other factors such as if, when, and
how the best interests of the community and the individual are served.

Parole officers see an offender after he or she has been released from prison. The
released individual must then report regularly to a parole officer, who often has too
large a group to monitor and must see six or more persons a day. With information
on the offense and the offender, along with conditions listed for parole, the officer
must determine quickly if the parolee is following the rules imposed. This may
involve testing for alcohol or drugs and checking on employment or community
activities. The officer may visit the home or workplace and report on situations
affecting return to prison, continued supervision, or termination of parolee status.
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While opinions are valued in this type of report, it is still important to back up the
why with evidence and statements whenever possible.

Need for Documentation

Documentation is the backbone of criminal justice. Without accurate records,
action is incomplete. The investigator, whether a security guard, beat officer, correc-
tions officer, or homicide detective, may handle an incident — from an injury report
to purse snatching to murder — with the utmost competence. What must follow is
an accurate, brief, and complete report, and that usually takes much longer than
handling the original problem. Failure to document the investigation adequately
could make the investigator look incompetent.

Periodically, criminal justice publications contain complaints about the lack of
report writing skills among law enforcement officers. In one article, the headline
was “Survey Says Rookies Lack the “Write’ Stuff.” In preparing the second edition
of this book, the authors wrote to more than 150 federal, state, municipal, and
county law enforcement agencies, as well as to numerous corrections and private
security agencies. Many of the chief executives and training officers responded,
expressing their beliefs that poor or inadequate report writing continues to be one
of their agency’s major problems.

Writing used to be taught more rigorously, but current technology has lured
people into thinking that machines can take much of the responsibility for compos-
ing and correcting information as it is recorded. A recent survey pointed out that of
field training officers surveyed, 67 percent said that trainees could not handle basic
report writing.

The dislike of and difficulty with the task of report writing seems to be almost
universal among law enforcement, forensics, corrections, probation and parole, and
security officers. The length of time on the job does not seem to determine either the
ability to write reports or the dislike of the task. This points to a major problem for
agencies, because writing takes up more than half of the workday and is an impor-
tant function of the job. As our old-timer said in the introduction, “If it’s not writ-
ten down, it doesn’t exist.”

Added to these problems is the fact that, in some areas, little or no training is
given before a badge is pinned on. Because report writing is so important and is a
major duty of those in the criminal justice system, do not the individuals deserve
thorough training in this important area of responsibility?

What Should Be Documented?

If you ask yourself whether you need to complete a report on an incident, you
should already have an answer to the question. If you thought about it, then you
need to submit a report documenting the situation. The report is often the first
link in the criminal justice system. Criminal justice personnel are often hesitant
to write reports, saying that nothing happened at a particular time or situation.
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Sometimes a report saying nothing happened is crucial to the prosecution of a
criminal case or in providing or disproving a civil case. One of the authors of this
text investigated a robbery case when he was a detective. The case went to trial
about one year after the incident and was built mostly on circumstantial evidence
and a very weak eyewitness identification. The defendant took the stand in his
own defense and claimed that he could not have been in the area of the robbery
because one of his automobile’s tires had gone flat on the other side of town at
a particular intersection, and he had walked to a service station with the tire to
have it repaired. He even provided a receipt from the service station for the repair
of a tire. Fortunately, shortly after this case had been reported to the police, a
supervisor had placed a number of officers at strategic check posts to watch for
suspects. One of the intersections was the one at which the suspect claimed he
had a flat tire. The officer had submitted a follow-up report saying he was on a
check post, the time that he had arrived and was recalled, and that he had not
noticed anything suspicious. Without the report, the prosecution would not have
ever known that there was an officer at the intersection in question. The prosecu-
tion was able to call the officer to the stand to rebut the defendant’s testimony. On
cross-examination, the defense attorney questioned the officer on how he could
be sure one year after the incident that the defendant’s automobile was not at
the intersection. The officer replied that if there had been a disabled vehicle
at the intersection, he would have had to have helped with traffic control because
of the design of the intersection and the heavy flow of traffic. He said that if he
had to do that, he would have included it in his report to account for having been
away from his assigned task. The prosecutor in the case later reported that the
officer’s testimony and the report documenting that nothing suspicious was seen
on that assignment was crucial in obtaining a conviction. The moral of the story
is that a report saying nothing unusual happened may be very important at some
future time.

This is a reason why security officers keep shift logs of their workday. Such logs
may go a long way in helping to defend their employers from a civil claim such as a
“slip and fall” case when daily logs record the fact that a check of a location was
made before and immediately after a reported fall, and no oil, water, or other
reported causes of a fall were noted.

Keep in mind the purpose of your report, who will read the report, and all
the possible ways the report may be used. In many traffic collision reports, the
officers are only interested in having enough information to substantiate the issu-
ance of a citation for the cause of the collision. Another equally important use of
those reports is the documentation of facts that are important to the insurance
and/or civil case that may develop. While this may not seem very important to
officers at the time of the investigation, it may become important when they
are called on to provide depositions or are called as witnesses in a civil case. The
information will be extremely important to the family who has lost its vehicle or
its ability to make a living as a result of the collision and is seeking just compensa-
tion. The information in a report may be crucial to a government agency or private
landowner responsible for the location of the incident and can help in defending
against a civil suit.
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The ABCs of Report Writing (Whatever Your Field)

1.

Accuracy is important in word usage as well as in information. Poor word
choice will get you into trouble. One officer wound up in court on three
occasions trying to explain what he meant when he said the suspect had
“crowded” him. Was he pushed, shoved up against the wall, verbally inti-
midated, or what? Value judgments and conclusory words must be
avoided, and details should be given instead. For example, do not say,
“The child seemed afraid of his father.” Instead, provide the facts that
led you to the assumption: “When the father came into the room, the
boy stopped talking and began to cry. The father smiled and offered the
boy candy, but the son backed up to his mother and clung to her, crying
harder.” Specific statements and evidence will result in a stronger report
and provide you with useful information when you testify in court.

Brevity is important, as long as it is not used at the cost of losing accuracy
or completeness. Brevity is not addressing the length of the report but
rather the style in which the report is written. Be concise in your writing.
Never use a complicated word or phrase when a simple one will do. Use
first person, active voice wherever possible: “I checked the door” is shorter
and more to the point than using third person, passive voice: “The door
was checked by this officer.”

Completeness is essential. There is a story told of Abraham Lincoln as a
young lawyer. According to the story, Lincoln won a case because he
proved that the moon was not shining on a night that a presumed suspect
was identified by the light of a full moon. You can’t assume anything, even
what seems most logical. A supposedly simple case of drunk driving made
the front page in a paper in Australia. The report stated that the offender’s
eyes were bloodshot. “Both of them?” asked the defense attorney. Looking
at the now clear-eyed defendant, the officer said firmly, “Yes, both of
them,” whereupon the defendant removed his clear artificial eye and rolled
it on the table. Case dismissed.

Reports should be written in an objective manner (avoiding “slanting,” which is
the use of words with emotional or judgmental overtones) and should include all
information, even that which might benefit the defense. Reports need to be written
in a clear manner, a manner having the same meaning to all readers, and they need
to be mechanically correct, using proper English. Reports need to be written legibly
and submitted punctually.

Summary

1.

Reports are written for operational and administrative purposes. For oper-
ational purposes, law enforcement reports document actions by persons
involved in crimes, incidents, and accidents and actions by officers, give
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facts for follow-up, help prosecutors decide on charges, indicate MO and
trademarks, help you to recall the details of the case to testify in court, help
to keep track of investigations, and pinpoint high incident-of-crime times
and places. Administrative purposes of reports are to determine follow-
up needed, send materials to other agencies, help get public cooperation
and enhance public relations, form the backbone of reports to administra-
tors to support budget requests, help management determine training
needs, and determine who receives advancements and transfers. The oper-
ational needs of reports by security officers are to note dangerous condi-
tions, prevent employee theft and shoplifting, promote a good public
image, and document responses to public demands. Administrative
needs are to protect stockholders, help secure funds, and cooperate with
similar institutions. Probation officers thoroughly investigate offenders.
Their reports include giving recommendations to the court about incar-
ceration and probation. Parole reports include details on their investiga-
tions and recommendations about the release of persons serving prison
sentences and the retake of persons who have violated the conditions of
their parole.

Security operations vary from a single guard to large companies that pro-
vide a wide variety of security and investigative services. Security reports
are usually directed to their employers.

The minimum information for reports includes the who, what, when,
where, and how with necessary details. The why is not supposed to be
given by law enforcement unless it is obvious from the evidence. The
why may be a part of writing by probation and parole officers who are
expected to make recommendations to the court or parole boards.

To get started in report writing you need a notebook and a black pen. If a
notebook is not supplied, choose one, either loose-leaf or bound. Print or
write clearly on only one side of the page and include identification, facts,
and sketches to help write your formal report and refresh your memory if
you go to court. File notebooks chronologically.

Remember that your job is to investigate, not just to record what people
tell you. If someone gives you what seems to be a self-serving statement,
document it first and then ask about and record the answers about incon-
sistencies and his or her explanations about the inconsistencies.

Look over the crime scene, make a rough sketch in your notebook, and use
the sketch to help you prepare a more precise one in your report.

List the evidence found and maintain the chain of custody. Preserve its con-
dition. When you turn evidence in, get receipts, lab reports, statements,
and whatever else is needed to keep a complete record and provide docu-
mentation of the chain of custody.
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8. There are three kinds of evidence: (1) real evidence, which is made up of
tangible objects such as marijuana or blood; (2) direct evidence, which
includes what you or any witnesses know through the use of the five
senses; and (3) circumstantial evidence, which involves known facts from
which inferences can be made.

9. Accuracy, brevity, and completeness are the ABCs of report writing.
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Chapter 1—TEST

1.

Operational uses of law enforcement reports include these: documenting the

actions by persons involved in , , ,
and give pertinent facts to determine if a is required, help
prosecutors , point out and

to show similarities between crimes, help you recall , help
to keep track of on an investigation, and pinpoint

Administrative uses of law enforcement reports include determining what
kind of is needed; sending to
other agencies, states, and the federal government; assisting in obtaining
in community policing; forming the backbone of reports
to the , , and legis-
lature for budgeting purposes, determining training needs; and determining
who receives or

The completed by security personnel follows the
pattern for law enforcement writing.

The notebook may be loose-leaf or bound, depending on your agency. It is
usually 3 x 5". ink should be used. Notebooks should
bear , which includes name and number, but they
should not contain material.

Minimum information on a report includes the , ,

, and , such as news accounts con-
tain. The why of the case rnust be treated carefully to avoid making a value
unless a suspect tells why in a . The
why is addressed in the

There are three kinds of evidence: s , and
A picture is worth a thousand words. ,
and are integral parts of an 1nc1dent report.

Sketches made on the scene should not be . Use

points from which to relate bodies or objects. In diagrams and pictures
identify , , and

Maintain the chain of custody of evidence. List what was ,
its condition, and what was done with it. Request when
you turn over material, and be sure to give a when you

accept anything from others.
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10. Taking a notebook to court is . If you do so, you may
be required to it to the court. File notebooks by date of
and , and by

so that you will have a memory bank.

>}

, , and

11. The ABCs of report writing are




CHAPTER 2

Starting to Write

As mentioned in Chapter 1, people write for many different reasons. Many people
simply sit down and start writing, whether they are writing a simple note, a long
report, or a term paper. In this chapter you will learn a simplified method that can
be used anytime you need to write — on the job, at home, or for school.

Planning Your Writing

Most people spend time planning their work or pleasure activities. They would
not think of going on a road trip without a map and a travel plan, yet, when they sit
down to write something out, they dive right into it without having done any
planning. They often wonder why the finished product does not come out in the
form or order they desired.

Writing a well-written report requires planning. You may have heard the old
military saying about the five “Ps”: Pre-Planning-Prevents-Poor-Performance. That
saying holds very true in writing.

Writing a report of any length or importance requires several steps. These steps
start prior to writing the report, and they continue during the writing phase and
after. This chapter will teach you a method of organizing your reports that can be
used for any type of writing that you need to complete.

Completing the Face Page

Many reports start with the completion of the face page. The face page often
provides the basic identifying information about the who, what, when, where, and
how of an incident. Many people new to the criminal justice field recount that they
believed that report writing involved completing forms with a number of check
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blocks. As has been mentioned previously, it is common for those in the field to spend
a good part of their workday completing reports. Filling out forms is just one part of
the process. The difficult part of the job involves writing the narrative report. The
face page is covered in-depth in Chapter 3. The narrative is discussed in Chapter 4.

Review Your Notes

The first step of writing the narrative report involves reviewing the notes that
have been taken. These notes may be from research gathered for a term paper, from
interviews and investigations conducted, from meetings attended, or from telephone
calls made. (See Chapter 1 regarding notebooks and note taking.)

Make a “Shopping List”

Read through your notes and make a “shopping list.” How do you make a
shopping list? Just like you do when you are going to go to the store. Let’s say
you are going to go to Goodnow’s Drug Store, the grocery market, and the gas sta-
tion. You do not write yourself a note that says:

My Shopping List

I am going to go to the store today. I will arrive there by my personal
automobile at about 5 p.m. When I get to Goodnow’s Drug Store, I
will first pick up some toilet paper. I will then move to the area
where the toothpaste is displayed and purchase the most inexpensive
fluoride toothpaste. I hope to purchase the largest sized tube. Oh, I
need to put gas in my automobile before I go to Goodnow’s. I then
plan to go to the aisle ...

No one writes out a list like that. You would write the list perhaps something
more like this:

Shopping List

Goodnow’s
t.p.
toothpaste
cola

film

scrub pads ...
Groceries
meat
potatoes
milk

ice cream
sugar
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flour
corn
Gas
fill-up
oil

windshield washer fluid

The “shopping list” for your report is written in the same way. You will need to use a
word or two to describe each point that is in your notes or that you learned in conducting
your investigation until you have a list of all of the ideas covered in your notes. Names,
addresses, and other such facts should be written out completely. The facts that you
gathered and are now making a list out of will not be in the order that you will use them
in your report. They are in the order that you wrote them in your notebook. By making
your shopping list, you have put the information from your notes into a manageable form.

Graphically, it should look something like this:

info
info
info
info
info
info
info
info
info
info
info
info

Place Information in Groups

Now you are ready for the next step. On a piece of paper, start grouping your
shopping list by similar ideas or facts or information that logically fits together.
Statements made by a particular person should almost always be placed in a group
by themselves. Give yourself plenty of room in which to work. Using a pencil and
eraser can make the task easier, but do not worry about neatness. This is for your
use only in planning your report.

Graphically, your groupings will now look something like this:

info
info
info

info
info
info
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info
info
info
info

info
info

Label the Groups

Your next task is to name or label each of the groups that you established.
Use from one to five words to describe the major topic of the group. Statements will
usually be labeled as such (e.g., Victim’s Statement or John Smith’s Statement).

Graphically, your labeled groups should look something like this:

LABEL
info
info
info

LABEL
info
info
info

LABEL
info
info
info
info

LABEL
info
info

Place Groups in Order

You are now ready for the final phase of the planning process: placing the
labeled groups in a logical order. The groups should be put in an order that makes
the most sense, assists your reader in understanding the report, or puts emphasis on
the message that you are trying to impart. Often, the groups are arranged in chrono-
logical order.

Keep in mind that every report needs three things: an introduction, a body of
information, and a conclusion. In both writing and in speech making you want to
tell your readers or audience what you are going to tell them, you then tell them
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what you want them to know, and then finally you tell them what you told them.
The body of your report comes from your labeled groups. So, graphically, your plan
will now look something like this:

INTRODUCTION

LABEL
info
info
info

LABEL
info
info
info

LABEL
info
info
info
info

LABEL
info
info

CONCLUSION

Notice the white space that is left by skipping a line between each heading. This
really aids your reader and makes your report more presentable.

Writing the Report

At this point, you have a very good plan or road map to follow in writing your
report. You may have to refer to your original notes often to fill in all of the facts
needed to complete your report. Use subheadings for groupings that are too long
or have related information. Do not forget that the information under the headings
you have created should be arranged in a logical order. As you write your report,
you need to write the information in its proper order.

The beautiful thing about this method is that it works for any writing, whether
it is a few paragraphs long or a few hundred pages long.

Subheadings

When you start writing and you find that information under a particular head-
ing is too long — usually more than about two paragraphs — determine if the
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information can be split into further groups, either as additional headings or as sub-
headings. Subheadings come under a main heading and are indented. If subheadings
are used, it is suggested that there be at least two subheadings under any one
heading.

Proofreading and Revisions

In any writing that you do, it is very important that you proofread your work.
Read your writing twice: once for content and once for spelling and punctuation
errors. Use whatever references you need to help you. If you ask yourself if a word
is spelled or used correctly, you probably need to look it up. If you are unsure of a
grammatical or punctuation rule, either change the sentence or look up the rule in
a reference. Make any required revisions. Will the reader understand what you are
trying to communicate based on only the information contained in your report?
Clarify if necessary. Chapter 7 will cover proofreading in detail.

Sample Writing Exercise Using the Shopping List Method

In college and criminal justice academy classrooms in which the students or
recruits have not had many real-life experiences, newspaper articles or simulations
can provide the facts to use in practicing report writing. Newspaper articles often
give several versions of a situation, just like those in real-life situations.

Here is an example of a newspaper article, the facts of which were actually
reported in a major city’s daily newspaper. Students in a law enforcement writing
class were assigned to take the information read to them from the newspaper article
and submit a report about the incident. The students were permitted to use only the
facts presented in the newspaper. The article is as follows:

The Mooseville Reporter Wednesday, March 4, 2010.
Drinking, Littering Suspect Hangs Himself in Cell Block

A 45-year-old man who couldn’t post bail on a misdemeanor charge com-
mitted suicide yesterday by hanging himself with his jacket from the bars
in the Mooseville Police Department cell block, police said.

Police said the man, who was arrested at 5 p.m. at First and Elm streets for

public drinking and criminal littering, was extremely violent and was being
held in the disorderly cell.
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The man had been checked 10 minutes prior to 7:35 p.m., when he was dis-
covered hanging. Officers said they were just about to strip him and place
him in a padded cell. The officer who found him took him down and
attempted to revive him but could not.

Video monitors of the cell block area where the hanging occurred do not
show the interior of the cell, police said.

Police said the man had told them he was a truck driver and had given a
Pine Street address as his residence.

Police declined to name the man pending notification of relatives.

Creating a Shopping List from Notes

drinking, littering suspect
found hanging by jacket
cell block

male

45 yrs. old

no bail $

3-3-10

arrested 5 p.m.

First & Elm

public drinking

crim. littering

violent

put in disorderly cell

checked 10 min. prior 7:35 p.m.

found hanging by jacket
about to strip

padded cell

officer found

took down

misdemeanor charge
attempted to revive
couldn’t revive

monitor doesn’t show cell
truck driver

Pine St.

police won’t name next of kin
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Grouping the Shopping List

drinking, littering suspect
male

45 yrs. old

truck driver

Pine St.

police won’t name next of kin

public drinking
criminal littering
misdemeanor charge
arrested 5 p.m.

First & Elm

3-3-10

cell block

no bail $

violent

put in disorderly cell

about to strip

padded cell

officer found

found hanging by jacket
takes down

attempt to revive
couldn’t revive

checked 10 min. prior to 7:35 p.m.
monitor doesn’t show cell

Labeling the Shopping List

SUSPECT INVOLVED
drinking, littering suspect
male

45 yrs. old

truck driver

Pine St.

police won’t name next of kin
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SUSPECT ARRESTED
public drinking
criminal littering
misdemeanor charge
arrested 5 p.m.

First & Elm

3-3-10

HELD IN CELL BLOCK
cell block

no bail $

violent

put in disorderly cell

OFFICER DISCOVERED SUSPECT HANGING
about to strip

padded cell

officer found

found hanging by jacket

takes down

attempted to revive

couldn’t revive

PRIOR CHECKS
checked 10 min. prior to 7:35 p.m.
monitor doesn’t show cell

Placing the Labeled Shopping List in Order
At this point, the body of the report is outlined and the information needs to be
put in the order in which it is to be presented. Notice that the headings “Introduc-

tion” and “Conclusion” are added.

INTRODUCTION

SUSPECT ARRESTED
public drinking
criminal littering
misdemeanor charge
arrested 5 p.m.

First & Elm

3-3-10
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SUSPECT INVOLVED
drinking, littering suspect
male

45 yrs. old

truck driver

Pine St.

police won’t name next of kin

HELD IN CELL BLOCK
cell block

no bail $

violent

put in disorderly cell

OFFICER DISCOVERED SUSPECT HANGING
about to strip

padded cell

officer found

found hanging by jacket

takes down

attempted to revive

couldn’t revive

PRIOR CHECKS
checked 10 min. prior to 7:35 p.m.
monitor doesn’t show cell

CONCLUSION

Final Report

The final report is now written, using the ordered groupings as a road map. It is
necessary to place the information under the headings in a chronological or logical
order because in the previously listed steps, the information is in the order that came
from the notes, which may not be in such an order. It will probably be necessary and
useful to refer often to your notes for details needed for the report. Some informa-
tion in the shopping list included under one heading may sometimes be repeated
under another heading. Information about the source of the information is included
in the introduction or as needed under specific headings.

INTRODUCTION

The March 4, 2010 edition of The Mooseville Reporter reported on the death of
a male held in the Mooseville Police Department cell block in an article titled
“Drinking, Littering Suspect Hangs Himself in Cell Block.” The article was read
to AJ138, Police Reporting Class by the class instructor Mr. Foley at about 5:35
p.m. on March 5, 2010, and we were instructed to write a report on the article
using the shopping list method of report writing.
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SUSPECT ARRESTED

On March 3, 2010, at about 5:00 p.m., a male was arrested for the offenses of
criminal littering and public drinking at the corner of First and Elm Streets. Both of
the offenses are misdemeanors.

MALE IDENTIFIED

The male suspect was reported to be a 45-year-old truck driver who lived in the
Pine Street area. Police will not release the man’s name pending notification of his
next of kin.

SUSPECT HELD IN CELL BLOCK
The suspect was placed in a disorderly cell due to his extremely violent behavior
and his inability to post bail.

OFFICER DISCOVERED SUSPECT HANGING

As officers were just about to strip the suspect and place him in a padded cell,
an officer found him hanging by his jacket from the bars in the cell block. The offi-
cer who found the suspect took him down from the bars and began an unsuccessful
attempt at resuscitation.

PRIOR CHECKS

The man had been checked 10 minutes prior to 7:35 p.m., when he was discov-
ered hanging. Police said the video camera monitors of the cell block area where the
hanging occurred do not show the interior of the cell.

CONCLUSION

A 45-year-old truck driver arrested for public drinking and criminal littering
hanged himself in the Mooseville Police Department cell block on March 3, 2010.
Police declined to identify him until his family is notified.

Notice that the introduction clarifies the source from which the information was
obtained. It is always important to remember to document in your report where each
piece of information came from. If you do not provide this documentation, you are
assuming responsibility for the information. In a courtroom setting you may or
may not be allowed to testify about that information, based on the rules of evidence
and court decisions that vary from jurisdiction to jurisdiction. Also notice that the
conclusion summarizes the information for us. The information in the conclusion is
almost always information that is already in the actual report. The conclusion also
is the place to tell the reader what will happen next if such information is available.
Agencies may require a conclusion, summary, disposition, or combination thereof.

Do not forget the importance of proofreading, making revisions, and looking up
or changing areas about which you are unsure. Remember that you are judged by
the quality of the reports you submit.

If you are thinking that this process takes too long to use with every report you
write, you are absolutely correct. If you follow these procedures a number of
times, you will find that you can start skipping steps. You will get to the point that
you can start with making the headings that will be used in your report, place them
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into their chronological or logical order, and then write your report using the head-
ings as your road map. Hopefully, by that point you will also be in the habit of
proofreading your report and making revisions as necessary.

Basic Recommendations for Writing Reports

Spelling, Jargon, and Abbreviation

When you are ready to begin writing, you should have a good dictionary nearby
and you should use it. If you have to ask yourself whether something is right, you
should look it up. Avoid writing reports that are full of jargon and abbreviations.
Use words rather than initials, abbreviations, or symbols. Remember that while
you and most of your immediate co-workers will understand what you write, the
report may be read by people outside of your agency who may be completely unfa-
miliar with your agency’s jargon and abbreviations. Keep your language and format
simple and to the point. The facts presented must be clear to the reader. Do not use
penal or traffic code sections unless they are specific to crimes listed and defined in
your report. For example, do not use: I arrested the suspect for 187. Instead, write: I
arrested the suspect for Homicide, a violation of Section 187 of the California Penal
Code. Use slang only when giving an exact and necessary quote. These concepts will
be covered further in Chapters 3, 11, 12, and 13.

Verb Tense

There are three major tenses used in criminal justice reporting: present, past,
and future.

Present tense: I am notifying my insurance company of the theft.
Past tense: I notified my insurance company of the theft.
Future tense: Tomorrow I will notify my insurance company of the theft.

Most reports are written in the past tense. Attempt to use only one tense in your
report and avoid switching back and forth between tenses. An exception, of course,
is when you are taking a statement, and you are accurately reporting the statement.
Example: “The robber then said, ‘Give me the money!”” This will be covered
further in Chapter 8.

Active versus Passive Voice

Reports are best when written in the active voice, because such sentences are clear
and normally require fewer words. In sentences written in the active voice, the subject
of the sentence is doing the acting. Example: The officer saw the two suspects tres-
passing on the school grounds. In the passive voice the subject is acted upon.
Such statements normally take more words and are often confusing. Example: The
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two suspects in the case were observed by the officer trespassing on the school
grounds. Who was trespassing on the school grounds? The officer or the suspects?
The use of active voice will be covered further in Chapter 8.

Pronoun Agreement

A major problem in reports is the failure of the pronouns to agree with the sub-
ject. If the subject is singular, the pronoun that replaces it must also be singular.
Examples: Brent Smith stated that he damaged the property. The two suspects Smith
and Jones admitted that they damaged the property. It is also extremely important
that the reader be able to understand to whom the pronoun is referring. Often the
use of pronouns confuses the situation. This can be clarified by using the names
of the persons. Example: Smith and Jones fought. He then punched him in the
mouth. Who was punched in the mouth, Smith or Jones? Clarify by writing that
Smith and Jones fought. Smith punched Jones in the mouth. The use of pronouns
in reports will be covered further in Chapter 9.

Third Person versus First Person

Many criminal justice agencies traditionally required employees to write
reports in the third person. Example: The undersigned officer arrived at the scene
at 1238 hours (or “this officer,” “the undersigned,” “this writer,” etc.). The the-
ory was that such writing made the report more objective. Objectivity is shown
by writing factual reports, not by using the third person in an attempt to sound
objective. The authors of this text recommend that criminal justice personnel
use first person “I” statements to describe their own actions in reports. Example:
“I arrested John Smith for the burglary of the Hotel Street Bakery” rather than
“The undersigned officer arrested the suspect for the Hotel Street Bakery bur-
glary.” The use of the first person will be discussed further in Chapter 5.

Gender-Neutral Language

It is important for reports to remain gender neutral. In traditional writing, the
use of he and him was considered “universal” and applied to both men and women.
Most criminal laws were written in such a fashion and it was convention to write
criminal justice reports in that way. This is no longer acceptable. Many traditional
terms are easily replaced by gender-neutral terms. Examples: personnel for man-
power, mail carrier for mailman, police officer for policeman. Use the proper pro-
noun for the sex of the person(s) involved. If there are both male and females
involved or you are writing in generic terms, make the sentence plural and use gen-
der-neutral plural pronouns. Example: “Each officer should inspect his weapon,”
can be rewritten as “Officers should inspect their weapons.” Remember, you cannot
use plural pronouns such as their in sentences when the subject is singular. The use
of gender-neutral language will be discussed further in Chapter 12.
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Superfluous Words or Legalese

As discussed in Chapter 1, avoid using superfluous words or so-called legalese in
an attempt to sound “professional.” Such usage often has the effect of interfering with
the reader’s ability to understand what you are trying to communicate. Remember the
“KISS” rule: Keep it short and simple. In addition, remember the saying, “Write to
express, not impress.” This will be covered further in Chapters 9 and 12.

Accurate and Factual Reporting

Report what happened based on statements and physical evidence. Facts are ver-
ifiable. Anything other than facts, including inferences, suppositions, and opinions,
must be labeled as such to avoid confusion. Always include information about where
you obtained the information. Avoid writing subjective or conclusory statements,
such as, “He made a furtive movement.” Instead, describe the actions that led you
to believe that he was making a movement that you considered to be furtive.

Conciseness

Conciseness is related to the concept of brevity in the ABCs of report writing.
Say as much as is necessary with as few words as possible. Avoid the use of unnec-
essary words and phrases. Avoid the use of run-on or extremely long sentences and
paragraphs that have a tendency to confuse both you as the writer and your readers.

Promptness

Reports must be completed in a timely manner. Failure to submit arrest reports
or reports on judicial determination of probable cause will result in the dismissal of
criminal cases.

Remember that writing is a skill. It develops over time through repeated practice.
There are few “natural” writers. Remember to plan your writing, proofread your
work, make corrections, and use references, including dictionaries and grammar
books.

Summary

1. Plan your writing. Remember the five “Ps”: Pre-Planning-Prevents-Poor-
Performance.

2. Review your notes from research gathered for a term paper, or from inter-
views, investigations, meetings, or telephone conversations. Make a “shopping
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10.

11.

12.

list” that describes each idea or point in one or two words based on the
information in your notes.

Place the ideas on the “shopping list” in groups based on similarity of facts.

Label each of the groups by using only a few words to describe the major
topic.

Place the groups in either logical or chronological order, whichever is appropri-
ate for your writing. Add an introduction and conclusion if these are not
already included in the groupings.

You now have a road map with which to start writing your report. Fill in the
facts by using your notes and use subheadings as necessary.

Be careful with the use of abbreviations and jargon, and check your spelling for
correctness.

Most reports are written in the past tense, with the exception of direct quota-
tions. Keep your writing in the first person, using an active voice if your agency
allows it.

Check for correct pronoun agreement and use gender-neutral language.

Avoid the use of superfluous words or legalese.

Complete reports that are accurate and factual as well as concise. Turn them in
on time.

Proofread your work twice: once for content, and once for spelling and punc-
tuation. Make revisions as necessary. Remember that you are judged by the
reports that you submit.
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Chapter 2 — TEST

1. In order to write properly, you should plan before starting to write.

The five “Ps” refers to:

2. The shopping list method involves several steps. The first step is to

. Next you take the information and place it

in groups, which are then by using a few words to describe
each group. Now you need to place the groups in or
order. Add a(n) and

if these are not included in the groupings. Now you write

your report by filling in the and referring to your notes

as necessary.

3. After completing your report, do not forget to and make

as necessary.



CHAPTER 3

The Face Page

Trying to explain the typical face page of a report (the form with blocks in which
facts are to be entered) is like trying to draw a blueprint. Different states, agencies, and
departments vary in the number and specifics of the forms they use. In addition, these
forms are frequently supplemented, revised, or eliminated by the various agencies.
Basic information is included on all face page reports. Each agency has its own policy
regarding the number of different forms used. Some agencies use one form for all
criminal cases except those for recording motor vehicle collisions. Many agencies have
specialized forms for particular types of cases. The variations in the number of forms
used by agencies is diverse. For example, the Tucson, Arizona Police Department uses
more than 100 different forms; the Washoe County, Nevada Sheriff’s Office reports
utilizing more than 200 different forms; the Department of Corrections of the
Commonwealth of Kentucky uses several hundred different forms; and the County
of Suffolk, New York Police Department uses 933 different forms.

Just as the forms vary, so do laws and ordinances. As a result, it is often very
difficult to compare statistical compilations between jurisdictions. Tying together
this bewildering collection of information is the Uniform Crime Reporting (UCR)
Program, through which the various states voluntarily submit material to the
Federal Bureau of Investigation (FBI). These statistics are submitted using the UCR
standard classifications and definitions of crimes. (This does not mean that the
classifications and definitions contained within the UCRs are accepted by the parti-
cipating states. The Uniform Crime Classifications are categorized only for the
purpose of the monthly voluntary reporting system.)

Bear in mind that the examples given here, even the Uniform Crime Classifica-
tion, are not necessarily accepted for action in every jurisdiction. It is advisable
to request forms and compare them. For example, to the uninitiated, burglary and
sexual assault would appear to be easily classifiable crimes. Not so. Interpretation
of these crimes and the face pages on which to report them vary widely from state to
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state and even within states. In certain jurisdictions, burglary refers only to homes;
in others, the term includes business establishments. In still others, burglary can
occur within any enclosed area. This would include vehicles such as cars and some
types of boats, but not motorcycles (although telephone booths would qualify).
Sexual assault varies in degree based on the victim’s age or mental status, degree of
consent, and a number of other factors dependent upon the laws of a particular
jurisdiction.

The value of the face page is that it offers a quick checklist for the writer and a
fast survey for the reader. Sometimes certain sections are specially marked (usually
by shaded areas) for information that is to be fed into computers. With some auto-
mated reporting systems, the face page is actually formatted in the computer and
appears on the screen when a report is being typed.

A well-organized face page orders the material and prompts the memory so that
the writer is not so dependent on his or her own memory, and the busy reader can
see at a glance whether vital information has been omitted. Although recordings of
oral reports have been and will continue to be utilized, it is advisable to learn how
to handle the face page.

This chapter includes information about the Uniform Crime Reporting Program
and examples of the Uniform Crime Classification system. There are examples
of multipurpose and single-purpose face pages (sometimes called face sheets or
initial incident reports), methods of gathering information, and some basic
information and general rules about filling in the blanks on face pages. Also
included is information about writing synopses, along with suggestions of mistakes
to avoid.

UCR Crime Definitions

The following information was obtained from the Uniform Crime Reporting
Handbook by the FBI. The International Association of Chiefs of Police (IACP)
formed a Committee on Uniform Crime Records in the 1920s to develop a uniform
system to report and record crime statistics. A plan for crime reporting was
completed in 1929 and became the foundation of the Uniform Crime Reporting
Program.

Seven criminal offenses were used to define the Crime Index, which is used to
judge the crime picture in a jurisdiction and for comparison purposes between jur-
isdictions. The Index Offenses, called Part I offenses, include murder, rape, robbery,
aggravated assault, burglary, larceny, and motor vehicle theft. In 1979, Congress
mandated that arson be included as an Index Offense. All other criminal offenses
except traffic violations are considered Part II offenses.

To allow comparison of statistics between jurisdictions, it was necessary to
develop standardized definitions of offenses so that all crimes reported as one type
of offense were of the same nature, without regard to differences between defini-
tions in local laws or ordinances.

Crime reporting by states and cities began in 1930. Congress then enacted legis-
lation that gave the responsibility for gathering crime statistics to the Attorney
General, who in turn designated the FBI as the responsible agency.
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Each month, law enforcement agencies report all known Part I offenses, as well
as all cases cleared via prosecution or by exceptional means. “Exceptional means”
includes cases in which the law enforcement agency knows the identity of the
offender and has enough information to prosecute the offender, but is prevented
from prosecuting by some reason outside the control of the agency. Examples of
exceptional means closings include cases in which the offender is dead, in which
extradition is denied, or in which the victim refuses to prosecute.

In addition, law enforcement agencies report each month the arrests of all per-
sons for both Part I and Part II offenses. The program now gathers statistics from
nearly 16,000 law enforcement agencies.

While this system was originally based on the recommendations of the 1920s
report of the Committee on Uniform Crime Records, it is not static — there have
been committees, conferences, and surveys of the Uniform Crime Reporting Pro-
gram. The “Blueprint for the Future of the Uniform Crime Reporting Program”
was released in 1985. More extensive information is expected to be collected in
the future by the National Incident-Based Reporting System (NIBRS, pronounced
Ni-bers). According to the Criminal Justice Information Services (CJIS) of the FBI,
“NIBRS collects data on each single incident and arrest within 22 offense categories
made up of 46 specific crimes called Group A offenses. For each of the offenses
coming to the attention of law enforcement, various facts about the crime are col-
lected. In addition to the Group A offenses, there are 11 Group B offenses for which
only arrest data are reported.” As can be seen, NIBRS collects much more data than
UCR. Figure 3.1 is a sample incident report that can be used to collect NIBRS infor-
mation. The FBI has handbooks available to assist agencies in reporting Uniform
Crime Reporting and NIBRS data.

As of 2008, almost 40 percent of reporting law enforcement agencies were parti-
cipating in NIBRS, including the state Uniform Crime Reporting systems of 31 states.
Thus, the FBI is collecting both NIBRS data and traditional UCR data. The FBI con-
tinues to publish crime data for the country, although it discontinued printed versions
of its crime data reports in 2006 and switched to online versions only. Three annual
UCR series are Crime in the United States, Law Enforcement Officers Killed and
Assaulted, and Hate Crime Statistics (for more information, go to www.fbi.gov/ucr/).

In the meantime, law enforcement agencies will continue to submit statistics fol-
lowing the original UCR program using the following definitions.

PART I OFFENSES:

1. Criminal Homicide
a. Murder and non-negligent manslaughter
b. Manslaughter by negligence
This classification does not include attempts to kill (aggravated
assault), suicides, accidental deaths, or justifiable homicide.
2. Rape
a. Rape by force
b. Attempts to commit forcible rape
This does not include statutory offenses, in which no force is involved
and victim is under the legal age of consent.


http://www.fbi.gov/ucr/
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Figure 3.1
Incident Report
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Figure 3.1 —continued
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N

Robbery

a. Firearm

b. Knife or cutting instrument

c. Other dangerous weapon

d. Strong-arm — hands, fists, feet, etc.

Aggravated assault

a. Firearm

b. Knife or cutting instrument

c. Other dangerous weapon

d. Hands, fists, feet, etc. — aggravated injury

Burglary

a. Forcible entry

b. Unlawful entry — no force

c. Attempted forcible entry

This includes any unlawful entry to commit a theft or a felony,

even though no force was used to gain entrance, as well as attempts
at same. Does not include shoplifting or theft from an automobile or
telephone booth. For UCR purposes, these offenses are classified as
larceny-theft.

Larceny-Theft (except motor vehicle theft)

Motor Vehicle Theft

a. Autos

b. Trucks and buses

c. Other vehicles

Arson

a. Structural
b. Mobile

c. Other

PART II OFFENSES:

9.
10.

11.

12.
13.
14.
15.
16.

17.

Other assaults: assaults and attempted assaults

Forgery and counterfeiting: includes bad checks except forgeries and counter-
feiting; includes attempts

Fraud: fraudulent conversion and obtaining money or property by false
pretenses

Embezzlement: misappropriation or misapplication of money or property
Buying, receiving, or possessing stolen property: includes attempts
Vandalism: destruction, injury, disfigurement, or defacement of property
Weapons: carrying, possessing, etc.

Prostitution and commercialized vice: sex offenses of a commercial nature (and
attempts)

Sex offenses: except forcible rape, prostitution, and commercial vice
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18. Drug abuse violations: violations of state and local laws. Includes all attempts
to sell, manufacture, or possess

19. Gambling

20. Offenses against the family and children

21. Driving under the influence: operating a motor vehicle or common carrier
while drunk or under the influence of liquor or narcotics

22. Liquor laws: State or municipal liquor law violations, except drunkenness or
driving under the influence

23. Drunkenness

24. Disorderly conduct

25. Vagrancy

26. All other offenses: all violations of state and local laws except those offenses
already classified

27. Suspicion: arrest for no special charge and released without formal charge
being placed

28. Curfew and loitering laws (persons under 18)

29. Runaways (persons under 18)

Methods of Gathering Information

Material compiled by large and small police departments on sophisticated or
simple forms is thus codified for the FBI. Experiments are being conducted in many
places to try to save time and money and increase accuracy. Methods being studied
or implemented include the use of word processing, laptop computers, combina-
tions of computer-aided dispatch and records management systems, and the rede-
signing of report forms (see Chapter 14). Other methods include using notebooks,
videotaping or audiotaping either at the station or scene, transcribing by clerks or
officers, and writing directly on forms (with duplication made of the original). Some
stations are trying methods that have been discarded elsewhere. A review of the
advantages and disadvantages of each method may help you or your agency decide
which method to use. Only you and your colleagues can decide what is appropriate
for your agency.

Estimates of time spent writing reports averages up to 50 percent of a patrol law
enforcement officer’s day, and the accuracy of reports is often questioned. This makes
report writing techniques important to administrators, employees, and the public.

Notebooks (discussed in Chapter 1) include prior information provided in the
squad room, on-scene facts, and sometimes follow-up. They refresh the writer’s
memory when he or she appears in court. However, time and even accuracy may
be lost in transcribing, and the notebook may be lost or held against the officer if
brought to court.

Examples of face pages in this chapter come from areas varying in size and loca-
tion throughout the United States (see Figures 3.2 through 3.13). Notice that while
the forms may look very different they all basically ask for detailed information
about the who, what, when, where, and how of the incident. Some agencies have
report writing manuals that explain block by block what is needed to complete
the face page report (see Appendix B for an example).
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Figure 3.2
Sampling Police Incident Report Form, Tacoma Police Department
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Figure 3.2—continued
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Figure 3.3
Sample Sheriff’s Incident/Prosecution Report Form, Oakland County Sheriff Department
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Figure 3.4
Sample Sheriff’s Incident Investigation Report Form, Camden County Sheriff’s Department
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Figure 3.5
Sample Police Incident Report Form, Anne Arundel County Police Department
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Figure 3.6
Sample Police Incident Report Form, Honolulu Police Department

Continued
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Figure 3.6 —continued
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Figure 3.7
Sample Corrections Incident Report, Louisiana Department of Public Safety and Corrections
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Figure 3.8
Sample Loss Prevention Report Form, Longs Drugs Stores, Inc.
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Figure 3.8 —continued
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Figure 3.9
Sample Field Interview/Recovered Vehicle/Offense Continuation Report, San Antonio Police Department
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Figure 3.9—continued
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Figure 3.10
Sample Missing Person Report Form, Bellevue Police Department
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Figure 3.10—continued
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Figure 3.11
Sample False Alarm Report Form, St. Paul Police Department
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Figure 3.12
Sample Pursuit Report, Arizona Department of Public Safety

Continued
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Figure 3.12—continued
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Figure 3.12—continued

Continued
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Figure 3.12—continued
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Figure 3.13
Sample Face Page Report Form, Federal Bureau of Investigation
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An interesting and confusing thing occasionally happens when an agency has a
report writing manual for all criminal reports and there is a mandated state form for
particular events with its own manual that requires a different format. State-man-
dated forms are usually those documenting motor vehicle collisions and events that
are in the public or legislative eye, such as domestic abuse. In 1987, using a federal
grant, New Mexico developed a statewide reporting system. Since that time the
grant has run out and some agencies have amended the reporting process to meet
their own needs. Also notice that security report forms are often similar to those
used for law enforcement.

Study these forms for similarities and differences. Notice that some of the face
page forms have room for the narrative of the report while others have spaces only
for filling in information such as names, addresses, descriptions, etc. The FBI’s face
page form (Figure 3.13) asks for very little information and requires the writer to
provide most of the format. Many face page forms require that narrative reports
be included on separate forms. Chapter 4 covers the use of such narrative continu-
ation and follow-up reports.

Correct Abbreviation and Capitalization

As noted previously, many directives state, “Do not abbreviate,” but the size of
blocks on many forms makes abbreviation absolutely necessary. Ask someone in
authority rather than guess what abbreviations are proper.

Many forms now use ethnic origin rather than race, because there are only three
races: Caucasoid, Negroid, and Mongoloid. Japanese, Chinese, Korean, and Okina-
wan are, for example, ethnic rather than racial terms and would all be considered to
be of the Mongoloid race. Ethnic sensibilities even enter the picture in terms of
abbreviations. World War II made Jap an offensive term, so the use of Jap as an
abbreviation is not correct. A few examples of acceptable abbreviations might
include: Jpse. for Japanese, Ptgse. for Portuguese, Fil. for Filipino, and Chi. for Chi-
nese. If you are not sure of an abbreviation, look it up in a dictionary that contains
abbreviations, look in your agency’s report writing guide, or write it out.

It is easy to see how this situation can vary. Chi. might mean Chicano to some, Chi-
nese to others. Be sure not to offend ethnic sensibilities; wherever you are, check for
locally accepted abbreviations. Also find out correct capitalization and nomenclature.

You may think that capitalization was decided by grammar books long ago. Not
so. Capitalization varies enormously. Military and police in all services are familiar
with a much wider variety of capitalized titles and words than is common in civilian
life. Thus, lieutenant may be Lz. on a civilian report referring to police, and LT with
no period on a military report. On the other hand, the FBI capitalizes every letter of
a person’s entire name, but not his or her title.

Dealing with Names

Capitalization of all or part of a name on a report is a helpful device practiced
by most states. As in journalism, “names make the news,” and a means of empha-
sizing the names facilitates the reading and interpretation of a report, whether the
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names are on the face page or elsewhere. Various agencies have different means of
emphasizing last names, whether the name refers to an employee, complainant, vic-
tim, witness, or suspect.

Here are some ways of calling attention to and clarifying names:

1. Capitalize the entire name.

2. Capitalize only the last name. This has two advantages: it determines
the last name when both names sound like first names, as in James
LAWRENCE, and clarifies the last name when there is a two-word last
name. This happens sometimes with Asian names and with hyphenated last
names. Examples: Samuel KIM HAN, Cindy SMITH-COLLINS.

3. Underline the last name. Example: Jones arrived home and found John
Adams there.

After the full name and middle initial have been given, both male and female
persons may be identified in the narrative by last name only, except when more than
one person in the report has the same last name. Where a person has no middle ini-
tial, NMI is frequently used. In the rare case of a person with just initials for first
and middle names, initials and last name are given with the notation in parentheses
(Full Name). Be sure to check your agency’s guidelines.

Note that AKA means also known as. This term is used if the person has an
alias, a name that has different spellings, or a name that has been changed through
marriage or court action. The term AKA is also sometimes used for military rank
and serial number.

There are several methods of capitalization and abbreviation, and the formats
vary from state to state, and even from agency to agency. In some agencies, the last
name is not capitalized in full, and the alias is written in quotation marks following
the correct name. In others, the last name is placed in all capital letters whenever
written in the report.

Positioning of the name is another concern. In some states, a person’s first and
last names are reversed only on the face page or the first time that the person’s name
appears. In other places, the name is reversed when it heads a block of description,
even though the block is contained on a continuation page. Such a block is usually
indented halfway or even further across the page:

JONES, John ]J.
Caucasian male,
DOB 11-25-78
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The name is never reversed when it is part of a sentence, even in the synopsis on
the face page. The following type of narrative writing is unacceptable:

SMITH, John, awoke to the sound of a crash and found that the car
belonging to his son, SMITH, John, Jr., had been hit by a truck.

Should you fill in every blank on the face page? Traditionally, most directives
require that every blank should either be filled in or marked DNA for “Does Not
Apply.” However, the use of DNA is no longer recommended because it is now used
as an abbreviation for deoxyribonucleic acid, the tongue-twisting name for the
material that carries the genetic pattern of each individual. It is now often recom-
mended that a line be drawn through the block to be left without information,
showing that you are aware of the block but have no information to be included.
Some agencies want the block left empty so that it can be filled in later if the infor-
mation becomes available. Find out what is required by your agency.

Writing a Good Synopsis

Many agencies have moved away from the use of synopses in recent years. They
were originally included so that they could be listed on daily logs to help locate
cases. Modern use of computers has eliminated some of the need for a synopsis. If
you are required to use a synopsis, the writing of a good synopsis starts with brevity.
Law enforcement and security personnel consider the who, what, when, where, and
how, but usually not the why in the synopsis. Concentrate on making the synopsis
as brief and clear as possible, including crucial information. Write in the first person
if your agency allows it. Some agencies allow you to leave out your own name when
it is quite obvious that the action is yours. An example of this is:

Found stolen 2006 white Lincoln Navigator, license XJR800, in the

Safeway parking lot, 1400 King Street, and notified owner, Earl E
JONES, 1862 Adams Street.

Keeping Up with Trends

Whether you are an officer or a student, living in a metropolis or a small town, you
can learn something by comparing methods and material. A good way to keep up
with new methods is to read journals and magazines dealing with your own field,
such as Police Chief, Law and Order, Law Enforcement Technology, Law Enforce-
ment Product News, and Security Management. Magazines like Time and News-
week, as well as daily newspapers, often report on innovative techniques being
applied in jurisdictions throughout the country. Government and association publi-
cations also provide much information.
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Summary

1.

Both face pages and laws and ordinances vary widely from state to state and in
the case of face pages, sometimes within states. The Uniform Crime Reporting
Program for the FBI was developed to have a standardized method of defining
and collecting crime statistics. NIBRS is planned as a replacement for UCR
because it contains more detailed information. It is currently being tested by
several states that also continue to report using UCR categories.

Face pages may contain considerable detail or may provide only general
information.

On most face pages, there are blanks to be filled in for who, what, when,
where, and how.

The method of writing the names of victim(s) and suspect(s) also varies. In
some agencies, for example, every letter of all last names is capitalized when-
ever a name is mentioned. Other agencies require that the last name be under-
lined whenever mentioned. The names are usually reversed on the face page
(except for the officer’s signature, which is in normal order) and when set off
in indented description format. Names (still with last name fully capitalized)
are in normal order in narrative sections. In some agencies, the pronoun “I”
is never used. In others, the officer has the option of using first or third person.
No matter which person is used, the report writer must be consistent
throughout.

It is important that you request a usage directive on capitalization and abbre-
viations from your immediate supervisor, because such usage varies from
agency to agency, within states, and across the nation.

Synopses must be brief, clear, and contain crucial information. There is a great
emphasis on brevity in writing a synopsis. Shortcuts in grammar such as leav-
ing your name out are sometimes allowed. Check with your agency about its
requirements.
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Chapter 3 — TEST

Face pages on police reports widely from state to state and

even within states.

A department may have a number of different face page reports or only one or

two. In law enforcement, the old newspaper questions of ,
, , , and
are answered in a report. The of a report must be carefully

justified if it is included in a law enforcement report.

Important sections of reports may have shaded areas or may be otherwise

marked for the purpose of

Names are usually reversed on the and on subsequent pages

when the name and description are indented and set off in block form. The

name is never reversed when it is

of every letter in the last name is sometimes used in

reports. One variation occurs when the last name is
Fill in the meanings for the following abbreviations:

AKA
NMI

DNA previously meant , but is now an

abbreviation for deoxyribonucleic acid, which is analyzed in genetic testing.



CHAPTER 4

The Narrative -
The Continuation Page
and Follow-Up Report

It is the writing of the continuation page — the narrative part of your report —
that determines where you stand or fall as a writer. On the face page, blanks are
provided and the sequence is arranged. Once you have learned the format and cor-
rect abbreviations to use, the writing is fairly simple, especially in large agencies
that have individualized forms for many procedures. In many agencies, versatility
may be required, particularly when one employee handles more than one phase of
the work or when a single face page is used for most types of reports. Reports in
these agencies sometimes combine the face page and the continuation page (for
example, see Figure 4.1).

Agencies have various names for the types of forms on which to record addi-
tional information. They are commonly called continuation pages, follow-up
reports, or supplementary reports or material.

Whatever the size or type of agency you serve, it is important that you learn the
proper sequence of information in your report and how to use the narrative section
on the proper form for your agency. Take a look at Figures 4.1 through 4.10. Notice
that while these forms may look very different, they are all used to identify the cases
that they document and provide a means for the narratives to be written.
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Figure 4.1
Sample Drug Influence Evaluation Form, Arizona Department of Public Safety
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Figure 4.1 —continued
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Figure 4.2
Sample Supplement/Narrative Form, Anne Arundel County Police Department
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Figure 4.3
Sample Continuation Page, Camden County Sheriff’s Department
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Figure 4.4
Sample Narrative Report, Oakland County Sheriff Department
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Figure 4.5
Sample Supplemental Continuation Report, St. Paul Police Department
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Figure 4.6
Sample Property List, Anne Arundel County Police Department
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Figure 4.7
Sample Statement Form with Waiver of Constitutional Rights, Bellevue Police Department

Continued
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Figure 4.7 —continued
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Figure 4.8
Sample Continuation Page to Incident Report, Louisiana State Penitentiary
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Figure 4.9
Sample Continuation Page, Loss Prevention, Longs Drug Stores, Inc.
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Figure 4.10
Sample Report Form, Federal Bureau of Investigation
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Continuation Page, Follow-Up Report,
and Supplementary Report or Material

Various terms are used in different agencies, but the following are fairly common:

1. The continuation page, written by the same person who wrote the face
page, provides (in narrative form) information for which there was no
room allotted on the face page.

2. The follow-up report provides information secured through additional
investigation; it is usually written by a person other than the initial writer.
However, in some instances, it may be written by the person who wrote the
original report.

3. Supplementary report or material refers to the attachments that may be added
to the face, continuation, or follow-up pages. These attachments include the
waiver, receipt, release, test results, laboratory analysis, or other forms or
reports connected with a specific situation. Newly developed techniques con-
stantly increase the possibility that there will be more documents to attach.
Some agencies do not use forms, but only plain paper for any follow-up mate-
rial; this paper and these reports are commonly referred to as “supplementary.”

In Figures 4.1 through 4.10, you saw samples of the various types of continua-
tion pages, follow-up report forms, and supplementary report forms.

Reports may range from only a few pages for a simple incident to more than
100 pages for an involved homicide or any incident that may lead to liability for
you and your employer. Essentially, the format is the same for law enforcement
and security officers. Reports that are accurate, brief, and complete are prepared
using headings and subheadings, providing ease of reading with strong visual
impact. Personnel in corrections, probation, and parole may use a different format,
but also take advantage of headings and subheadings for organization purposes and
to provide visual impact in accurate, brief, and complete reports.

In this chapter, the continuation page, follow-up report, and supplementary
report or material are discussed as one because they have in common a need for
narrative style. The writing in this part of the report emphasizes organization.
The use of headings and subheadings helps to organize the information to be
recorded, increasing visual impact and ease of reading. Before you start, you must
know your purpose and your readers.

What Is Your Purpose?

In law enforcement, your purpose is to be completely impartial in recording
facts so that the peculiarities of each situation may be objectively interpreted by
your readers. Never withhold even the smallest fact, despite your belief that it does
not seem to “fit the picture.” You are not really “painting” the picture if you with-

hold such facts.
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It is natural for you to believe that your suspect is guilty and to “forget” —
actually or intentionally — to record points that apparently favor the suspect’s
defense. It is also human to try to present yourself, your fellow employees, and your
employer in the best possible light. However, your work will be more credible
and hold up better in court if your facts are obviously unbiased. You must keep
in mind that your suspect is only a suspect and may not be the actual criminal. 1f
the suspect is eventually found to be the guilty party, your work will gain credibility
from your attempts to be fair. If the suspect is not the criminal, failing to record
information may hinder the search for the real criminal. The same is true when
recording incidents in security, probation and parole, and corrections. Your purpose
is to be accurate, brief, complete, and objective. Avoid value judgments in your
reports.

Who Are Your Readers?

To be a writer means that you will have readers. Civil servants rarely think of
themselves as writers, even though a large percentage of their time is spent writing
reports. Yet later, they are dismayed when someone who writes “great reports” gets
the first advancement. No matter how good an investigator you are — whether in
law enforcement, corrections, probation, parole, or security — you have to be a
good writer as well. People above you in the chain of command see your reports,
while they do not always see you in action. Supervisors, employers, lawyers, judges,
and jurors will evaluate not only you but your agency by the caliber of your reports.
If justice is not done, the blame may fall on you and on your agency.

Too many writers think of readers as part of a faceless public. You will improve
your writing if you realize that no matter how many people see the report, it is read
by only one person at a time. Who will be the first person to read it? The typical
person? The most important person? Analyze all possible readers of your report.
Figure 4.11 lists possible readers of a law enforcement report.

Answer the above questions in your mind and characterize your readers, their
levels of knowledge, reasons for reading, biases to consider, and axes to grind.
The process varies according to the size and function of your agency and your
own position in it.

You may write, check, and read your own writing if you are a one-person
agency in a small town. In a large city or office, there is a good chance that there
will be several readers. If you are the beat officer, your immediate superior usually
is the first one to check your face page and continuation report. The same is true in
any agency where reports are submitted to a boss. If your supervisor doesn’t like it,
it is likely that no one else will see it.

At this point you may need to cater to the peculiarities of your immediate super-
visor. If your supervisor is “old school,” he or she may insist that you write in a way
that you consider outdated, that is, require you to use pseudo-legal terms, cumber-
some sentences, and a wide variety of synonyms for “said.” Because your supervisor
is your supervisor, you may have to go along with the required form temporarily,
but in the event that you become the supervisor, be sure that you do not perpetuate
earlier errors.
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Figure 4.11
Possible Readers of a Police Report



CHAPTER 4 ® THE NARRATIVE — THE CONTINUATION PAGE AND FoLLow-Up REPORT

107

Security officers’ reports may go through supervisory personnel, directly to the
employer, and/or be shared with law enforcement. Corrections reports vary and
may go through a process similar to those done by law enforcement officers. The
Presentence Investigation Reports (PSIRs) of probation and reports of parole offi-
cers may go directly to judges, prosecutors, and defense attorneys.

Whatever the size of your agency, your report will go on file in some system of
records and reports. If you have determined that more investigation is necessary,
and you mark the report “Pending further investigation by Narcotics Division” or
“Pending follow-up, by Officer Doe,” a copy of your report will go to the proper per-
son or office, depending on your recommendation. Be clear about and boldly indicate
the need for follow-up, such as laboratory work, so that your report can be quickly
routed. If your report is not precise, you may be called to explain your request.

A term that you should know is “tickler file.” This is used by many agencies,
including the FBI and many police departments. In a tickler system, cards, often
3 x 5" and color-coded, are attached to folders or sent individually to officers to
alert them that there is an omission, that a discrepancy exists, or that something
must be done by a specific time about a certain report. With the advent of compu-
terized records management systems, many tickler files have become automated.

Welcome all such reminders and act promptly. Keep in mind that anything you
write, however simple, may wind up as part of a more complex project. As such, it
may go to your boss, the head of your agency, or to the highest court in the land. Stop-
ping someone for a simple traffic violation, for example, may uncover evidence of the
transportation of drugs. This may bring in other agencies to follow up on your report.
Wherever your writing goes, be sure that it is a credit to you and your agency.

Chronological Organization

This is one advantage that you have going for you in writing criminal justice-
related reports. Most occurrences in the criminal justice system are recorded in
sequence of time and in the past tense, since they have already occurred. Exceptions
are letters, memoranda, meeting minutes, and administrative, departmental, and
research reports (discussed in Chapter 6).

Consider time in two ways: sequential and exact. Your report will be written in the
sequence of what happened first and what happened next. The exact time needs to be
given only for the highlights of these events. Many beginning writers fall into the trap
of trying to put an exact time on each action, no matter how small. The reader gets the
impression that consulting a watch does not leave time for much else.

For law enforcement, save the exact-minute timing for the most important
points: when you received the assignment, arrived on the scene, administered appro-
priate warnings, arrested a suspect, and transported the suspect to the station. These
are times that warrant notation of exact times, but be careful to coordinate the
recording of such times with others who are submitting reports, and most authori-
ties recommend writing all times with the caveat “at approximately.”

The following experiment will confirm that attempting to record exact times
can lead to confusion. When you are with a number of persons, ask them all to
look at their watches and tell you the time. It would not be unusual for there
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to be a 5- to 10-minute variation in the times announced. Consider what this could
do to a report involving several persons in a single incident. The person that arrives
first at an incident may record a time of arrival several minutes after persons
that arrive later. Again, be as accurate as possible, but include the word “approxi-
mately” when using times.

Using Military Time

Many criminal justice system agencies use the military style of time to avoid
confusion between a.m. and p.m. In this method, 12 hours are added to the after-
noon times: 1:00 a.m. is 0100, and 1:00 p.m. is 1300. One should make an excep-
tion to this when quoting a victim or witness exactly and something like this is said:
“I always get to work at exactly 7:45 in the morning, but this morning I was
delayed. When I got there at about 8:00, I saw someone run from the office and into
the alley.”

Use the past tense and write in sequence or logical order. Give the time for the
highlights of the action, noting that it is an approximate time only.

Headings and Subheadings as a Way of Organizing

Almost any report submitted in the criminal justice system, a school or class,
personal correspondence, or private industry can be organized under a few main
headings, and these, in turn, may be divided into subheadings. You should remem-
ber how headings and subheadings were used in Chapter 2. They are used for the
same reasons in the writing of continuation reports. Many reports that you have
to write are common ones that you will have to write over and over again, often
using the same headings.

While examples in this section apply primarily to law enforcement personnel,
they also can be appropriate for use in corrections, probation, parole, and security
report writing.

Unless you have an extraordinary case or unusual information to be added to a
routine case report, you probably will not have to go through the first few steps of
the shopping list method shown in Chapter 2. You will know the headings and will
need only to provide the information to go with them. Sections that have a lot of
information may need to be divided into two or more subheadings. You can use
the shopping list method to help you make the subdivisions.
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Common Law Enforcement Report Writing Headings
(Check your agency’s format)

MISCELLANEOUS CASES
Assignment/Arrival
Officer’s Observations
Victim’s or Reporting Person’s Statement
Witnesses’ Statements
Investigation

Evidence

Latent Prints

Check for Witnesses
Arrests

Notification

Other Actions of Officer(s)
Disposition

BURGLARY CASES
Assignment/Arrival
Officer’s Observations
Victim’s or Reporting Person’s Statement
Witnesses’ Statements
Investigation
Description of Scene (include sketch)
Entry/Exit
Culprit’s Activity
Check for Latent Prints
Evidence
Check for Witnesses
Other Actions of Officer(s)
Disposition

THEFT CASES
Assignment/Arrival
Officer’s Observations
Victim’s or Reporting Person’s Statement
Witnesses’ Statements
Property Taken (if not listed on face page)
Investigation
Description of Scene (include sketch)
Culprit’s Activity
Check for Latent Prints
Evidence
Check for Witnesses
Other Actions of Officer(s)
Disposition
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ASSAULT CASES
Assignment/Arrival
Officer’s Observations
Scene
Weapons or Method of Assault
Victim’s Injuries
Victim’s or Reporting Person’s Statement
Witnesses’” Statements
Investigation
Check for Latent Prints
Evidence
Check for Witnesses
Other Actions of Officer(s)
Disposition

AUTO THEFT CASES
Assignment/Arrival
Observations of Officer on Arrival
Scene
Vehicle Condition
Last Driver of Vehicle

Owner’s or Driver’s Statement

Registered Owner Check
Vehicle Keys/Others with Permission
Witnesses’ Statements
Investigation

Evidence

Latent Prints

Check for Witnesses

Other Actions of Officer
Disposition

ROBBERY CASES
Assignment/Arrival
Observations of Officer on Arrival
Property Taken (if not listed on face page)
Victim’s Statement
Witnesses’ Statements
Weapons Used
Suspect’s Demand
Investigation

Evidence

Latent Prints

Other Actions of Officer
Disposition
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The following items may or may not be included as headings and subheadings.
Other headings may be required as situations arise. Some may not be needed if the
subject is properly covered on the face page of the report.

Synopsis

Scene Description or Diagram

Others Called to or Arriving at Scene

Others Notified/Time/Date

Entry/Exit

Damage to Property

Weapons Used

Injuries

Description of Suspect(s)
Words Used by Suspect(s)
MO or Trademarks of Suspect(s)

Vehicle(s) Involved

Suspect(s) Arrested
Identification of Suspect(s)
Time/Date/Location of Arrest
Warning of Miranda Rights
Intoxication (including BAC results)
Injuries/Treatment of Injuries
Suspect(s) Statement(s)

Letters in all words of the main headings are usually set off in capital letters and
are sometimes underlined as well. In the subheadings, the main words have the first
letter capitalized, as in the title of a book. If you skip a space between paragraphs it
is not necessary to indent under headings. Subheadings are usually indented and
may be underlined. Again, this may depend on your agency’s policy. Additional
levels of organization may be needed in a long report, such as for a homicide or a
complicated drug case.

In addition, a different form of indentation may be employed to set off descrip-
tions of a person. Such a description is often set off about one-half or two-thirds of
the way across the page, headed by the name (capitalized and in reverse order) and
followed by all of the lines in block form.

The indentations make for easier reading because the eye is automatically
directed to the important parts. If you were to take the above headings and sub-
headings and adapt them to a burglary, both police and security reports would look
something like this:
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ASSIGNMENT/ARRIVAL
10:0.:0101010:10:0:0:0:0.0.0.0.0.0.6.:0.:0:0:0.0.0.0.0.0.0.0.0.0.0.10.0.0.0.0.0.0.0.0.0.0.6.:0.0.:0.0.0.0.0.0.0.0.0.0.¢
XXXXXXXXXXXXXXX

Description of Complainant

DOE, JOHN xxXxXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXKXXXXX XXX
XXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXX

COMPLAINANT’S STATEMENT

XX XXX XXX XXX XXX XXXXX XXX XX XXX XXX XX XXX XXX XX XXX XXX XXX XX XXXXX
XXXXX XXX XXX XXX XXX XX XXX XXX XXX XX XXX XXX XXX XX XXX XXX XXX XXX XXXXX
XX XXX XXX XX XXX XX XXX XXX XXX XX XXX XXX XXX XX XXX XXX XX XXX XXX XXX XXXX
XXXXX XXX XXX XXX XX XXX XXX XXX XXX XXX XXX XXX XXX XXX XXX XXX XXX XXXXXX
XXX XXX XXX XX XXX XX XXX XXX XXX XXX XX XXX XXX XXX XXX XXX XXX XXX XXXXXX
XXXXX XXX XXX XXX XX XXX XXX XXX XXX XXX XXX XXX XXX XXX XXX XXX XXX XXXXXX
XX XXX XXX XXX XXX XX XXX XXX XXX XXXXXX

Missing Property

),0.9.9.9.9.9.9.9.9.9.9.0.9.0.9.9.9.9.0.0.0.0.0.9.0.0.0.0.0.0.0.0.0.9.0.0.9.0.0.90.0.0.0.0.0.0.0.0.0.0.0.0.¢
). 9.9.9.9.0.9.9.9.0.0.0.0.9.9.0.9.9.0.9.0.0.0.0.0.0.0.0.0.9.0.0.0.0.0.0.9.0.0.0.0.0.9.0.0.0.0.0.0.0.0.0.0.0.0.0.¢
). 9.9.9.9.0.9.9.9.90.9.0.0.9.9.90.9.9.0.9.9.0.0.9.0.0.0.0.9.9.9.0.0.0.0.9.9.9.0.0.90.0.9.0.0.0.0.0.0.0.0.0.0.0.0.0.¢
). 9.9.9.9.0.9.9.9.0.0.0.0.0.9.0.9.0.0.0.0.0.0.0.0.0.0.0.0.9.9.0.0.0.0.0.9.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.¢
XX XXX XX XXX XXX XXX XXX XXXXX

INVESTIGATION

Scene
XXXXXXXXKXKXXXXXKXKXXXXXKXKXXXXXKXKXXXXXKXKXKXXXXKXKXXXXXXKXKXXXK KKK

XXXXXXXXXXXXXKXKXXXXXKXKXXXXXKXKXXXXXKXKXXXXXKXKXXXXXKXKXXXXXKXKXXXXKK

XXXXXXXXXXXXXXKXKXXXXKXKXXXXXKXKXXXXKXKXXXXXKKKX

Entry/Exit

XX XXX XXX XXX XXXX XXX XXX XXX XXX XX XXX XXX XX XXX XXX XX XXX XXXXX
XX XXX XXX XXX XXX XX XX XXX XX XX XXX XXX XX XXX XX XXX XX XXX XXX XXXXXXX
XX XXX XXX XXX XXXXXXXXXXXXXXXX

Suspect’s Activity

), 0.9.9.9.9.9.9.9.9.9.9.0.9.0.9.9.9.9.0.0.9.90.9.9.0.0.9.0.90.0.9.0.0.9.9.9.9.0.0.9.90.0.9.0.0.0.0.0.0.9.0.0.4
). 9.9.9.0.9.9.9.9.9.0.0.9.0.9.90.0.0.0.90.90.9.0.0.0.0.0.90.0.0.0.0.0.90.9.0.0.9.0.90.9.0.0.0.9.0.90.90.0.0.0.90.0.0.0.0.¢
). 9.9.9.0.0.9.9.9.9.9.0.9.9.9.9.9.0.0.9.0.90.9.0.0.0.0.90.0.9.0,.0.0.90.9.0.0.9.0.0.90.0.0.0.9.0.0.0.0.0.0.0.0.0.0.0.¢
). 9.9.9.0.9.9.9.9.9.0.0.9.9.9.9.0.0.0.0.0.9.9.0.0.0.90.90.9.0.0.0.0.90.9.90.0.0.90.9.90.9.0.0.0.4
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Latent Prints

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXX XXX XXX XXX XXX XXX XXXXXXXXXXKXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

Witnesses Interviewed

Witness #1

ROE, Sally R., 26 yrs., DOB: xx/xx/xx
XXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXX

Statement of Witness #1
).9.9.9.9.90.90.9.0.0.90.0.0.0.90.0.0.0.90.9.0.0.90.90.0.0.0.0.0.0.0.0.0.0.90.9.0.0.90.0.0.0.0.0.0.0.0.0.0.90.0.0.0.¢
XXX XXX XXX XXX XXX XXX XXX XXX XXX XXX XXX XXX XXX XXX XX XXX XXX XXX XXX

XX XXX XXX XXX XX XXX XX XXX XXX XX XXX XXX XXX XX XXX XX XXX XXX XXX XXXXX
XX XXX XXX XXX XX XXX XXX XX XXX XX XXX XXX XXX XX XXX XX XXX XXX XXX XX XXX
XX XXX XXX XXX XX XXX XXX XX XX XXX XXX XXX XXX XXX XXXXXXXX

Witness #2

BLOW, Joseph R., 37 yrs., DOB: xx/xx/xx
XXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXX

Statement of Witness #2

1010/0.0101010/10/0/0:0:0:0:0:0.0.00011010/0.0:0:0:0:0.0.00010101010/0:0:0.0:0.0.0.0060000:0:0¢
'0.01010101010/0/0:0:0:0:0.0.0.0010101010/0/0:0:0:0.00.0010101010/10/0:0.0.0:0:0.0.6001010100.0:0:0.0:0:0'¢
0/0/0/0101010/0/0.0.0.0.6.6.600100000.0.0.0.6.66660000000006660000000000000
'0.01010101010/0/0:0:0:0:0.0.0.0010101010/0/0:0:0:0.00.0610101010/10/0:0.0.0:0.0.0.000101010/0:0.0:0.0:0:0'¢
XXX XXXXXXXXXXXXXXXXXXKKXXXXXXXXKK

DISPOSITION

XXX XXX XX XXX XXX XX XXX XXX XXX XXX XX XXX XXX XX XXX XXX XXXXXX

XX XXX XXX XXX XXXXXXXXX

Security personnel follow much the same format on incident reports for crimes
such as burglary or theft, both of which often occur in hotels, businesses, museums,
and other establishments for which security personnel are responsible.
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Creating Visual Impact and Ease of Reading

The advertising world has long known the advantage of leaving white space to
emphasize material. Indentation alerts the eye to matters of consequence, while at the
same time places secondary facts in the lesser position. This system aids the reader in
understanding the facts of the report. From a mere glance at the graphically presented
report above, the reader knows that the writer has taken the time to organize. Compare
the graphic presentation of the form below to the form with categories above.

REPORT # 123456-10

XX XXX XXX XXX XXX XXXXX XXX XXX XX XXX XXX XXX XX XXX XXX XX XXX XXXXXXXX
XXXXXXXXXXXXX XXX XXX XXX XXX XXXXX XXX XX XXX XX XXX XXX XXX XX XXX XXXXX
XXXXX XXX XXX XX XXX XXX XX XXX XXX XXX XX XXX XXX XX XXX XXX XXX XXX XXXXXXX
XX XXX XXX XXX XXX XX XXX XX XX XXX XXX XX XXX XX XXX XXX XX XXX XXX XXXXXXXXX
XXXXXXXXXXXXX XXX XXX XX XXX XXX XXX XXX XX XXX XX XXX XXX XXX XXX XXXXXXX
XX XXX XXX XXX XXX XX XX XXX XX XXX XXX XX XXX XX XXX XXX XX XXX XXX XXXXXXXXX
XXXXXXXXXXXXX XXX XXX XXX XX XXX XXX XXX XX XXX XX XXX XXX XXX XXX XXXXXXX
XX XX XX XX XXX XXX XX XXX XX XX XXX XXX XX XXX XX XXX XXX XX XXX XX XXX XXXXXXX
XX XXX XXX XX XXX XXX XXX XX XXX XXX XXX XX XXX XXX XX XXX XXX XXX XX XXX XXXXX
XXXXXXXXXXXXX

XX XXX XXX XXX XXX XXXXX XXX XXX XX XXX XXX XX XXX XXX XXX XX XXX XX XXX XXX
XX XX XX XX XXX XXX XX XXX XX XXX XX XXX XX XXX XX XXX XXX XX XXX XX XXX XXXXXXX
XX XXX XXX XX XXX XXX XX XXX XXX XXX XX XXX XXX XXX XX XXX XXX XXX XX XXX XXXXX
XX XXX XXX XXXXX XXX XX XXX XXX XXX XX XXX XXX XXX XX XXX XXX XXX XX XXX XXXXX
XX XXX XXX XX XXX XXX XX XXX XXX XXX XX XXX XXX XXX XXX KXX XXX XXX XXX XXX XXXX
XX XXX XXX XXXXX XXX XXX XX XXX XXX XXX XXX XX XXX XX XXX XXX XXX XX XXX XXXXX
XXXXXX XXX XX XXX XX XXX XXX XXX XXX XX XXX XXX XXX XXX XX XXX XX XXX XXX XXXX
XXXXXXXXXXXXX

XX XXX XXX XXX XXX XXXXX XXX XX XXX XXX XX XXX XXX XXX XXX XX XXX XXX XXXXX
XXXXXXXXXXXXXXXXXXX XXX XXX XXX XX XXX XXX XXX XX XXX XXX XXX XXX XXXXXX
XXXXX XXX XXX XXX XX XXX XXX XXX XXX XX XXX XXX XXX XXX XX XXX XX XXX XXX XXXX
XXXXXXX XXX XXX XXX XXX XX XXX XXX XXX XX XXX XXX XX XXX XXX XXX XXX XXXXXXX
XXXXX XXX XXX XXX XXX XXX XX XXX XXX XX XXX XXX XXX XXX XX XXX XXX XXX XXXXXX
XXXXX XXX XXX XX XXX XXX XX XXX XXX XXX XX XXX XXX XX XXX XXX XXX XXX XXXXXXX
XXXXX XXX XXX XXX XXX XX XXX XXX XXX XX XXX XXX XXX XXX XX XXX XXX XXX XXXXXX
XXXXXXXXXXXXX XXX XXX XX XXX XXX XXX XX XXX XXX XXXXX XXX XXX XXX XXXXXXX
XXXXXXX XXX XXX XXX XXX XX XXX XXX XX XXX XXX XXX XX XXX XXX XXX XXX XXXXXXX
XXXXXXXXXXXXX XXX XXX XX XXX XXX XXX XXX XXX XXX XXXX XXX XXX XXX XXXXXXX
XXXXXXXX XXX XXX XX XXX XX XX XXX XXX XX XXX XX XXX XXX XX XXX XX XXX XXXXXXX
XXXXXXXXXXXXX

XX XXX XXX XX XXX XX XXX XXX XX XX XXX XX XXX XXX XX XXX XX XXX XXX XXXXXXXX
XX XXX XXX XXX XXX XX XX XXX XX XXX XXX XX XXX XX XXX XXX XX XXX XXX XXXXXXXXX
XXXXXXXX XXX XXX XX XXX XX XXX XX XXX XX XXX XX XXX XXX XX XXX XX XXX XXXXXXX
XXXXXXXX XXX XXX XX XXX XX XX XXX XXX XX XXX XX XXX XXX XX XXX XX XXX XXXXXXX
XXXXXXXXXXXXX
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Which of the two versions of the sample report from Chapter 2 shown below
would you want to read? In which would you be able to find key facts quickly?
Imagine yourself as a prosecutor in court needing to quickly find facts to clarify
an issue.

The March 4, 2010, edition of The Mooseville Reporter reported on the
death of a male held in the Mooseville Police Department cell block in an
article titled “Drinking, Littering Suspect Hangs Himself in Cell Block.” The
article was read to AJ138, Police Reporting Class by the class instructor
Mr. Foley at about 5:35 p.m. on March 5, 2010, and we were instructed to
write a report on the article using the shopping list method of report writing.

On March 3, 2010, at about 5:00 p.m., a male was arrested for the offenses
of criminal littering and public drinking at the corner of First and Elm Streets.
Both of the offenses are misdemeanors. The male suspect was reported to be a
45-year-old truck driver who lived in the Pine Street area. Police will not
release the man’s name pending notification of his next of kin.

The suspect was placed in a disorderly cell due to his extremely violent
behavior and his inability to post bail. As officers were just about to strip
the suspect and place him in a padded cell, an officer found him hanging by
his jacket from the bars in the cell block. The officer who found the suspect
took him down from the bars and began an unsuccessful attempt at resuscita-
tion. The man had been checked 10 minutes prior to 7:35 p.m. when he was
discovered hanging. Police said the video camera monitors of the cell block
area where the hanging occurred do not show the interior of the cell.

A 45-year-old truck driver arrested for public drinking and criminal litter-
ing hung himself in the Mooseville Police Department cell block on March 3,
2010. Police declined to identify him until his family is notified.

Or would you rather read:

INTRODUCTION

The March 4, 2010, edition of The Mooseville Reporter reported on the
death of a male held in the cell block of the Mooseville Police Department
in an article titled “Drinking, Littering Suspect Hangs Himself in Cell
Block.” The article was read to AJ138, Police Reporting Class by the class
instructor Mr. Foley at about 5:35 p.m. on March 5, 2010, and we were
instructed to write a report on the article using the shopping list method
of report writing.

SUSPECT ARRESTED

On March 3, 2010, at about 5:00 p.m., a male was arrested for the
offenses of criminal littering and public drinking at the corner of First and
Elm Streets. Both of the offenses are misdemeanors.
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MALE IDENTIFIED

The male suspect was reported to be a 45-year-old truck driver who lived
in the Pine Street area. Police will not release the man’s name pending noti-
fication of his next of kin.

SUSPECT HELD IN CELL BLOCK
The suspect was placed in a disorderly cell due to his extremely violent
behavior and his inability to post bail.

SUSPECT FOUND HANGING

As officers were just about to strip the suspect and place him in a padded
cell, an officer found him hanging by his jacket from the bars in the cell
block. The officer who found the suspect took him down from the bars
and began an unsuccessful attempt at resuscitation.

PRIOR CHECKS

The man had been checked 10 minutes prior to 7:35 p.m. when he was
discovered hanging. Police said the video camera monitors of the cell block
area where the hanging occurred do not show the interior of the cell.

CONCLUSION

A 45-year-old truck driver arrested for public drinking and criminal litter-
ing hung himself in the Mooseville Police Department cell block on March
3, 2010. Police declined to identify him until his family is notified.

Which of the above would you rather read? Imagine that you have to find spe-
cific information quickly. With which report could you go right to the facts you
need? Which report would appear to you to be the most professional — the one
with selected headings or the one without headings?

Remember, your headings and subheadings may be selected to suit the elements
of the particular crime. In a gambling case, for example, law enforcement officers
may include these subheadings: Vantage Point Taken, Observations Made/
Violations Committed, Raid Effected, Warnings Given, Evidence Confiscated, or
Supervisor Notified. Such material, carefully spaced on the page, is easy to read.
It becomes very easy to find a specific piece of information without having to read
the entire report. Think how important this is to your supervisor answering a com-
plaint or providing information in response to a citizen’s request. Also think about
how important this could be to the prosecutor during the course of a trial.

When you have an extremely involved report, such as for a homicide, you will
probably select subheadings that fit only that particular case. Routine headings such
as those previously mentioned may not be enough to alert the reader’s eyes to the
various ramifications of the case.

An example is a portion of a report of a valuable witness who has seen animos-
ity building up between two men until one kills the other:
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STATEMENT OF WITNESS #1

XXX XXX XXX XXX XXX XXXXXXXKXXXXXXXXXXXXXXXXXXXX XXX XXX XXXXXXXX

XXX XXX XXX XXX XXX XXX XX XXX XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXXXX

First Incident at Kelly’s Bar

XXXXXXXXXXXXKXXXXXXKXXXXXKKXXXX XXX XX XKXXXXXKXXXXKXXXXKXKXX
XXXXXXXXXXXXKXXXXXXKXXXXKXXXXXKXXXXXKXKXXXXXKXXXXKXXXXXKXXXXKX
101010:0:001010:0:0101010:0:0.01010/0:0:0010/0:001010/0:0:0010/0:0:0.0010/0:001010/0:00010/0:0:0 01010
XXX XXXXXKXXXKXKXXXXXKKXXKK

Second Incident at Kelly’s Bar

). 9.9.9.0.9.9.9.9.9.9.0.0.9.9.9.9.0.0.0.90.9.0.0.0.0.90.0.90.9.0.0.0.90.9.0.0.0.0.0.90.0.0.0.0.0.0.90.0.0.0.0.0.4
). 0.9.9.9.0.9.9.9.9.9.9.9.9.9.9.90.9.9.0.9.9.9.0.9.0.0.9.9.90.9.0.0.9.90.90.90.90.0.0.90.0.0.0.0.0.0.90.90.0.0.0.0.0.0.0.4
). 0.9.9.9.0.9.9.9.9.90.0.0.9.9.9.9.9.0.0.9.9.9.9.0.0.0.9.90.90.9.0.0.9.9.9.0.0.0.0.90.0.9.0.0.0.0.90.90.0.0.0.0.0.0.0.¢
XX XXXX XX XXX XXX XXX XX XXXX

Shooting at the Ace Carnival

). 9.9.9.0.9.9.9.9.9.9.9.0.9.9.9.9.0.0.9.0.9.9.0.0.0.90.0.9.9.0.0.0.9.90.9.0.0.0.90.90.0.0.0.0.0.0.0.0.0.0.0.0.¢
).0.9.9.9.9.9.9.9.9.90.9.9.9.9.9.90.9.9.9.9.9.90.0.9.9.0.9.0.0.9.0.0.9.9.90.9.9.0.0.90.0.0.9.0.0.0.90.0.0.0.0.0.0.0.0.4
),9.9.9.9.9.9.9.9.9.9.9.9.9.9.0.90.9.9.9.0.0.0.9.9.9.0.0.0.0.0.0.0.0.9.0.9.9.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.4
XX XXXXXXXXXXXXXXXXX XX XXX

Suspect’s Statement

The suspect Joe Black said, “Okay, so I shot him! Who wouldn’t?”
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXX XX XX XX XX XX XX XX XX XX XX XXXXKX
XXXXXXXXXXXXXXXXXXXXXXXXXX XX XX XX XX XX XX XX XX XX XX XX XX XXXXKX
XXXXXXXXXXXXXXXXXXXXXX XX XX XX XX XX XX XX XX XX XX XX XX XX XX XXXXKX
XXXXXXXXXXXXXXXXXXXXXX XX XX XX XX XX XX XX XX XX XX XX XX XX XX XXKXXKX
XXXXXXXXXXXXXXXXXXXXXXXXXX XX XX XX XX XX XX XXKXX

Note that quotation marks are reserved only for key words. Other material is
paraphrased because usually a witness cannot remember all the exact words. If a
dictating machine or tape recorder is used for a confession, all words can then be
in quotations, or the fact that the statement is verbatim can be mentioned at the
beginning of the statement. Corrections and security personnel often attach a state-
ment written by persons involved or paraphrased by the officer.

Avoiding Repetition and Meaningless Material

Headings also can help to eliminate the repetition that is so often found in
reports, especially those submitted by law enforcement or security officers. An
example of this is: “The victim stated that he ... He also related ... He further
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indicated that on the night of ... He also stated that . .. He related that at this time . . .
He concluded by saying ... .”

In this case, the use of stated, related, and indicated weakens what might have
been a good report. To make matters worse, stated, related, and indicated become
meaningless variations of said. Consider the connotations as well as denotations
of the words that you use. Connotations are the suggested, associated, or secondary
meanings, and denotations are the specific or exact meanings. Very few words are
exact synonyms. This is true especially for “said.” The overused words previously
mentioned may also have these meanings:

State: to declare or to set forth in a precise and authoritative manner.

Relate: to bring into or establish a relationship, association, or connection.
Indicate: to be a sign of; to imply sometimes with a gesture rather than a word,
e.g., to point to; to state or express briefly in a general way.

Of these three words, state is the most positive, implying a willingness to stand
behind what was said and to authorize a specific quotation. Relate gives the feeling
of a possible chance connection, e.g., a grandfather relates from memory the deeds
of his youth, sometimes making very tenuous relationships. Indicate can be either
very weak or very strong, depending on whether it is used as a predicate after
persons or things:

Weak:

“He indicated that he would buy a kilo.”

How did he indicate? Did he nod? Was he possibly the victim of entrapment?
What did he say? What did the officer say? Exactly how was an agreement of sale
reached?

Strong:

“The L-shaped cut in the screen, the removal of three louvers left neatly stacked
to the right of the door, the neat search resulting in the taking only of paper cur-
rency — all of the evidence indicates that the same person is responsible for the bur-
glaries that occurred on the same night and in the same block.”

Note how weak the words He indicated . .. are. Think about how a witness tes-
tifying before a congressional inquiry could use these words when not wanting to be
pinned down. He indicated ... is hard to prove. Evidence indicated ... is hard to
deny.

Material can also be meaningless when it is introduced in the wrong place.
If you are writing under the heading of VICTIM’S STATEMENT, be sure that
you do not introduce any observations of your own without setting them apart in
brackets, or, better still, put them in a separate place. Some investigators, for exam-
ple, add the word sober to a victim’s statement. Because the word is not part of
the statement, it casts doubt on the truth of the rest of the report. If you must
add a comment, use brackets to indicate that the words added are those of the
writer, not the speaker. [Sober.] It should be noted that brackets are very rarely
used for this purpose. It would be preferable to introduce added comments earlier
in your report.
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Getting Rid of Stereotyped Fillers

By clearing up the confusion regarding stated, related, and indicated, you will
dispose of much meaningless filler. It will then be beneficial for you to consider
other terms that you have been adding automatically and unnecessarily. Although
you have probably noticed that some people have a tendency to add unnecessary
words, it is likely that you have remained unaware of a similar habit of your own.

A very common mistake is overuse of the word area. One man wrote, “While on
patrol in the Bar Harbor area, I heard a fight going on near the old dock area ...
His assailant hit him in the facial area on the back of the neck.” Here, area is much
overused, and the result sounds absurd.

You surely have noticed the use of many other unnecessary words, such as:
“Submitted for your information ...” (Isn’t everything?)

“Pursuant to orders ...” (How else?)

“Please be advised that ...” (Just tell him.)

“The question as to whether ...” (“Whether” is enough.)

Look over your own work objectively. Use only the words you need. Arrange them
carefully. Quit.

Summary

1. In writing for law enforcement and security matters, the continuation page,
written by the same person that wrote the face page, provides additional
information in narrative form. The follow-up report, usually written by
another employee of the agency, is prepared after additional investigation.
Supplementary material can include many attachments, such as waivers,
receipts, releases, test results, and laboratory analysis.

2. In both law enforcement and security matters, before you write you should
know your purpose, which is to give an accurate, brief, and complete
report in an objective manner. Your reader may be only your immediate
superior, but there is a possibility that any report may go to the highest
court in the land. Write to bring credit to yourself and your agency.

3. Most reports are organized in sequence of time and written in the past
tense. Past tense is used for everything except direct quotations. Time is
given only for significant events and even then is qualified with “approxi-
mately.” Quotation marks are reserved for key statements and should not
be overused.
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4. Headings, written completely in capital letters and underlined, divide the
report into the most important parts. Subheadings are capitalized (as in
book titles), sometimes underlined, and indented. Subheadings give speci-
fics and may be chosen to suit the case. A very long report may have further
subdivisions.

5. Visual impact and ease of reading are enhanced by the use of space and
headings that help the reader skim the facts.

6. PSIRs and reports by parole officers are also organized for visual impact as
well as being accurate, brief, and complete.
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Chapter 4 — TEST

1.

The continuation page usually is written by the who
wrote the face page. It provides in
form. The report contains additional informa-

tion and usually is written by someone other than the person who wrote the

original report. Supplementary material attached to a report may include such

things as a , , ,
, and

The subjective report is not usually used in criminal justice writing. The writer
should avoid making value judgments and should always maintain a(n)
attitude. The report should keep to the ABCs of writing:
, , and

is used in criminal justice reports, meaning
that the sequence of time is observed.

Quotation marks often are overused. Use quotation marks for
only.

, in all capital letters and underlined, divide the report into
its most important parts. Such organization methods increase the
impact by cutting down on words and supplying space for
emphasis and easy reading.

The following words are frequently and often incorrectly used; give the
connotation:

stated

related

indicated

Terms that are overused unnecessarily are referred to as

and should be avoided.




CHAPTER 5

Habits that Make for Speedy
Writing

Whatever your task, you must develop a style of writing with which you are
comfortable and then stay within the framework that you have chosen. Too many
people waste time by reacting to each situation as if it were new. The more things
that you can make habitual — to the point of not having to think which comes first
— the better writer you will be. The checklists in Figures 1.1 through 1.3 can
become automatic. You will gain in both speed and accuracy: speed, because you
follow a predetermined format, and accuracy, because with such a format you are
less likely to leave things out.

What habits can you develop? You can form habits regarding your method of
referring to yourself, your method of describing others, your system for listing
and describing items, and your method of checking and describing places, MOs,
and trademarks. A clear-cut plan for doing these things will make your reports eas-
ier to write, faster to read, and less likely to contain errors or omissions.

Writing about People

How should you refer to yourself? How should you refer to others? Your agency
may have decided this for you. As mentioned in Chapter 2, it is recommended that
you use the first person. Some agencies still insist on the use of the third person,
but the trend in recent years has been moving toward using the first person.
If you have the choice, use the first person and stick with it throughout your
writing. Otherwise, you will have a mishmash of pronouns and a report that is
sometimes confusing when it comes to who did what. The use of first person in
reports is recommended because it simplifies both the writing of the report and
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the understanding of the report by readers. Remember and apply the “KISS rule”:
Keep it short and simple.

You and Your Fellow Employees

As previously stated, some agencies do not give you a choice about what person
to use when writing. If the third person is the rule in an agency, the following exam-
ples would be appropriate:

Corrections Officer Brown first made checks of Area One before she
found the prisoner in Yard Two.

Officers Jones and Gilbert looked under the automobile where they
found the victim unconscious.

On a face page, there may be little opportunity to use anything other than the
third person, except perhaps in the synopsis. Even there, it may be avoided by use
of the past tense with the subject understood:

Arrested persons listed below for violation of Gambling Ordinance
Section 13-312 at 1400 hours on 3-26-10 at 1801 East 12th Street.

Some persons writing in the third person make frequent use of this officer, the
writer, the undersigned, or even the undersigned security officer. Infrequent use of
these terms may be acceptable, but when they occur often in a report, a labored,
artificial effect results:

This officer started to present his credentials when the suspect yelled,
“Cops!” and ran. The undersigned chased him to the corner of First
and Main Streets, where this writer had to use reasonable force to
subdue the suspect.

Imagine several paragraphs of this type of writing. If read in court, it sounds espe-
cially ludicrous. One officer had “the undersigned” so deeply ingrained in his style
that when he was asked in court, “Did you observe the money being handed over
for the drugs?” he replied, “Yes, the undersigned observed this with my own eyes!”

It is important not to mix the use of first, second, and third persons. The result can be
very confusing and even ridiculous as Officer Jones writes about an incident: “Officers
Jones and Gilbert saw the suspect coming toward us. Officer Jones reached for my gun.”

Describing Other People

There is a great deal of material to consider when describing people. Remember
three basic things:
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1. Always describe people in the same way, in a preset order.
2. Be exact; do not guess or add vague recollections later.

3. Do not press someone too hard for a description; a frightened victim may
not recollect much and, if pressured, may not be accurate.

Most agencies have forms for this. In general, describe a person from top to bot-
tom (see Figure 5.1).
Typical checklists should include:

General: Name, gender, age, height, weight, build, address, phone, occupa-
tion, business address, business phone, skin color and/or ethnic ori-
gin, marital status, and peculiarities.

Clothing: Hat, shirt, coat, dress, trousers, stockings or socks, shoes, acces-
sories, jewelry, general state of clothing, and peculiarities.

Facial: Shape, hair, forehead, eyes and brows, nose, ears, cheeks, mouth,
chin, neck, age lines, scars, general expression, and peculiarities.

The general description occurs briefly on the face page and sometimes in much
more detail on the continuation or follow-up page, where it is usually set off in block
form halfway or further across the page (see Chapter 4). Scrupulously check all pos-
sible details. A street address may not be enough. Is there an apartment or room num-
ber? Is there a phone number for home and for work? Mentioning that a person is
self-employed is not enough. Find out how he or she is self-employed. If you are
not thorough, the result may be that much valuable information is irretrievably lost.

Race is a term not used much on forms, as race technically means three major
groups: Mongoloid, Negroid, and Caucasoid. Ethnic origin is the preferred term.
In describing skin color, wording needs to be exact — for example, tan refers to nat-
ural color; tanned refers to the temporary effect of sunning. Mixtures of ethnic
origins may be listed with a slash between, with the dominant type coming first. Some
groups look quite similar. For example, if you think that a person might be Spanish,
Portuguese, Mexican, or of a similar group, it would be proper to list Latin.

Speech and accent are often omitted when they could be of value. Is the voice
shrill, harsh, soft, or slurred? Is the language accented and, if so, what kind of
accent is it? Are the terms used those of an educated person? Is the slang of a par-
ticular subculture used? Do certain key words recur?

Be careful not to leave out peculiarities. Wigs, tattoos, deformities, scars, and
artificial limbs are all important to note. An unusual type of walk should be listed;
for example, as very fast, jerky, slow, stumbling, limping on right foot, etc.

Clothing peculiarities might include clothes that are very large or very small,
combinations of new and old, or sloppy or neat. Just listing the color and kind of
clothes from top to bottom may leave out valuable bits of information.

Facial characteristics deserve special attention because the face is the most
important feature and sometimes the only one that a witness or victim sees. In
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Figure 5.1
Face Description Sheet
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questioning a victim, it is best to ask only, “What do you remember?” or other gen-
eral questions rather than to press too hard for each feature of the perpetrator. You
may get a description, but an inaccurate one, if a victim tries too hard, or if your
questions suggest a certain answer. Witnesses are very susceptible to suggestion,
so it is important not to put ideas into their minds.

If you see the suspect yourself, you can be much more specific. Train yourself to
observe features that many neglect. Begin with the overall shape of the face: oval,
triangular, round, or square. Hairstyles and hairlines should be noted. Eyes can be
of various colors and shades, possibly even eyes of two different colors. Consider
placement of the eyes: wide apart, medium, or close to each other. Some slant up
or down. Lids can be heavy, thin, half shut, or wide open. Pupils may be small,
large, dilated, or uneven; all of these conditions should be considered for signs of
injury or drug use. Perhaps there are unusual eyebrows, such as exceptionally thin
or bushy ones, and there may be frown lines or creases. Noses vary tremendously
in size, shape, type of bridge, and flare of nostril.

Some criminal justice employees specialize in noting a certain feature. One Ohio
inspector, for example, said that he always checked ears for the overall form,
amount of protrusion, and size of lobes. “It is getting pretty common to wear wigs,”
he said, “and contacts change eye color, but ears most people leave alone.”

Maybe you will specialize, as this inspector does, in a hard-to-change feature.
The thickness of the lips or the bracket lines around the mouth may be considered,
as well as the size of the mouth. Teeth that are even and white, jagged or stained, or
unusually far apart take effort to disguise.

Despite a great number of variations in human features, too many writers rou-
tinely fill in a vague description, such as:

Unknown male, about 30, white, about 5'9”, medium build and
weight, brown hair, unknown color eyes, average features, white
shirt, dark pants and shoes, seen running east on Adams Street.

How would you like to look for a person like that, especially if he stopped running?

Naturally, you will not describe with equal care the person involved in a minor
incident and the one suspected of homicide or burglary. You should have the ability
to describe in great detail when necessary.

Composite descriptions, received from several people, are sometimes compared
and put together by a staff artist to put on a bulletin for circulation among law
enforcement personnel (see Figure 5.2). In some cases, the artist pools the informa-
tion from officers, victims, and witnesses to come up with a single composite. The
information contributed by each person is used; however, each person is interviewed
individually. The resulting sketch by the artist often looks amazingly like the suspect
when he or she is apprehended.

Writing about Property

Vehicles represent a big investment and are fairly easy to steal or are used as
part of a crime or in fleeing from a crime. A good sequence for listing items in
the description of a vehicle is in the line of recognition: license, make, model or
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Figure 5.2
Sample Crime Information Bulletin
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type, year, color, and peculiarities. With the exception of year, most of these charac-
teristics are easily discernible. Color, however, is sometimes deceptive, depending
upon the lighting. In a brightly lit parking lot at night, a yellow vehicle may appear
white, and a blue vehicle may appear gray. Peculiarities such as dents and other
damage, loud muffler, bumper stickers, and customized work are often obvious
and should be listed.

When a vehicle has occupants, describe them. No one wants to look for
“a white Volkswagen with a blurred yellow license driven by an unknown male.”
There would be a much better chance of finding “a white Volkswagen with a
muddy yellow license plate, first digits possibly 543, dented left rear fender, driven
by a short man in a baseball cap and dark overcoat.”

If you are unfamiliar with certain types of property, consult catalogs that sell
such items. Owner’s manuals often have pictures or drawings of the items. Ask vic-
tims for them. These will help you identify sizes, shapes, and proper listings for a
huge variety of things, from baguette diamonds to casting rods. The Miami-Dade
Police Department in Florida includes drawings of gem cuts in their standard
operating procedures for report writing and in their property loss report completed
by victims (see Figure 5.3). Hospital and hotel security personnel must often deal
with lost or misplaced items, such as jewelry and watches. A report of the incident
should be made even if the objects are later recovered. An up-to-date collection of
catalogs is a valuable addition to your personal library. Such a collection can be
put together at little or no expense.

Writing about Places

Few people are specific enough in describing places. Do not assume that record-
ing the street address of a place is enough. Many law enforcement personnel have
experienced cases in which the room numbers or apartment numbers were missing.
The current tendency not to post identifying numbers or names on doors or
entrances often causes valuable time to be wasted in trying to find the addresses
later. It is, therefore, sometimes just as important to include a description of how
to find a location as it is to give a legal address. Examples: “The dirt road leading
to the location is approximately 2/10 of a mile east of mile post 23 on the north side
of the road.” “While the address is 2001 Walsh Lane, the parking lot and entrance
to the building fronts Foley Street, just west of Broome Pie Shop.” By including such
details you eliminate the need for follow-up personnel, including those serving court
orders, from having to struggle to find the location.

If a fight occurred outside a place, state whether it happened on the sidewalk, in
the street, in an alley, etc. What is the intersection nearest the activity? Vague street
directions are not enough. Light conditions and accompanying sounds should also
be noted. What was the visibility? Was there a noisy party or a loud TV program
going on at the same time? If so, where was this in relation to the place stated?

In a prison fight, the Corrections Officer (CO) often has a particularly hard time
deciding what actually happened. Reliable accounts from witnesses are difficult
to obtain. The specific location, time, and general activity will at least give a basis
for further investigation.
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Figure 5.3
Sample Property Loss Report, Miami-Dade Police Department
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Figure 5.3—continued

Continued
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Figure 5.3—continued
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In security, any event that is not routine requires mention in the log, and an inci-
dent report with the exact location noted is a definite requirement. Did a parade go
by the hospital when a patient became violent in the psychiatric ward? Through
what entrance was an internationally known celebrity spirited at a world-class
hotel? In what precise location of the men’s department was the register that was
found short? In what room in Apartment B of the condominium was the body
found in a case of unattended death? Where did the body lie in relation not only
to furniture but to fixed points of reference, such as doors and walls?

Specific Parts of a Location

Some crimes, including burglary and homicide, call for extreme precision in the
description of a room and the location of the exact part of the room that was
affected. The exact location of the point of entry is important. The location of the
place in question should be noted in connection with fixed objects, such as a door
or wall. Movable objects, such as furniture or the body of the victim, also need to
be noted in relation to fixed objects. If you customarily survey a room from left
to right, describe it in the same way. Keep in mind the use of photographs and dia-
grams to help document the scene.

The beginner usually has to learn not to do things hastily. Stop. Think. Secure the
crime scene. Then record evidence with extreme care.

Describing MOs and Trademarks

Of everything you record, the modus operandi (MO) is one of the most important
because a criminal’s method of operation becomes habitual in many cases. If a burglar
found a certain technique effective the first time he or she used it, the technique will,
in all likelihood, be repeated. A perpetrator works more efficiently from habit, just as
you work more efficiently when you have fewer things to consider consciously. The
criminal’s habits are what most often assists in locating him or her. Comparing the
type of force used to make an entry in burglaries in a neighborhood can indicate that
the same person or group is responsible for all of the burglaries.

Definitions of MO and Trademark

Some agencies treat the MO and the trademark as the same thing, while others
differentiate.

1. The MO is a method of operation used to achieve an end.

2. The trademark is any action by the person committing a crime other than
the MO. It can be an act necessary to the successful accomplishment of the
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crime, including preparations for the crime and the methods used to avoid
apprehension. Usually, however, trademarks involve unnecessary acts such
as eating food or drinking items from the refrigerator, changing clothes,
leaving items, or using the bathroom. These acts often delay the perpetra-
tor or make the perpetrator more vulnerable, as in the case of a supersti-
tion or a compulsion. There have been many reports of persons
defecating at the crime scene (marking their territory, in a sense). Some-
times the trademark is an unconscious gesture, a tic, or a method of
speaking.

The important thing to remember is to document very carefully the MO and
trademarks used in the commission of a crime. Such evidence is often crucial
in identifying suspects and linking similar crimes and series of crimes.

Examples of an MO

The following were taken from actual reports.

Methods of entry: Cutting screen in an L shape. Removing louvers near
lock. Using passkey for hotels.

Actions during burglary: Taking only money, never televisions or other valu-
ables. Using delivery truck to transport.

Actions during holdup: Using same words (“Put ’em here.”) Wearing stock-
ing mask. Taking victim’s money and car. Working only certain parts of
town.

Examples of a Trademark

Method of entry: Removing bottom three louvers, no matter where the cul-
prit enters.

Actions during burglary: Stopping to eat and drink. Neatly replacing items
in drawers. Removing his own clothing, raping woman victim after robbery.
Defecating or urinating in particular place, e.g., bedspread in master bed-
room. Turning furniture upside down, burning holes in rug, smashing
dishes. Scrawling obscenities on bathroom mirror with lipstick.

Actions during holdup: Taking gum and candy as well as valuables.

Some examples of MOs and trademarks are quite common. Others can be
bizarre. The more accurate and complete your report is, the more likely it is to assist
you in apprehending the suspect.
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Avoid Being Called on Your Time Off

Be specific. That is the best way to ensure that your off-duty hours (and your
sleep) remain uninterrupted. Being vague or general makes it difficult for the person
who follows up and increases the risk that you will be called. Many persons writing
reports, tired at the end of a watch, slack off and write a perfunctory report. Some-
times it is read by an equally tired supervisor, who may just give it a glance and send
it on its way, with the notation, “Pending further investigation.” If follow-up inves-
tigators find large gaps, what you thought was time saving will turn into a loss of
time. You will do yourself and others a big favor if you submit accurate, brief,
and complete reports so that there will be no need to question you during your time

off.

Summary

1. Always refer to yourself in the same person. Some agencies require person-
nel to use third person. If you do use a third-person format, stick to it
throughout your report so you do not confuse your readers by switching
back and forth. The use of first person in reports is recommended because
it simplifies both the writing of the report and the understanding of the
report by readers. Remember the “KISS rule”: Keep it short and simple.

2. Systematize your method of description of persons, property, and places so
that your descriptions are always in the same sequence. For example,
describe persons from top to bottom and places from left to right.

3. Give special attention to studying hard-to-change features.

4. Get copies of catalogs to help you describe things you are not familiar
with. Keep an up-to-date library or file of these.

5. Exercise special care in recording the MO and trademarks because they are
often crucial in solving series of crimes.

6. Make your writing habitually specific, so you won’t be called on your time

off.
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Chapter 5 — TEST

1. Habits work for report writers as well as for criminals. List five habits that
will help you:

2. Some of the characteristics of people that are least commonly described
are:

Be careful not to leave out

3. If you are having trouble describing certain types of property, get copies of
to keep on file.

4. Define:

MO

Trademark

Give three examples of each:

MO:
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Trademark:

5. The best way to avoid being called on your time off is to be
when writing your report.



CHAPTER 6

Other Types of Writing

Most report writing in the criminal justice system is organized chronologically.
Care is taken not to give an opinion or evaluation; one gives “just the facts.” The
exceptions are the Presentence Investigation Report (PSIR) in probation depart-
ments and the monthly reports on parolees in parole departments; these may
address the why of a situation.

However, the further you climb up the ladder, the more you will be called upon
to write memoranda (commonly called memos or To/Froms), letters, meeting min-
utes, administrative reports, or research reports. These reports may or may not call
for chronological organization. How then, do you get started if your subject is
something other than a sequence of events?

First, check to see if your agency has a form or format model that covers the
situation. If it does, use the form. Do not, however, pull just any material from
the file to use as a sample. Remember what was covered in Chapter 1 about choos-
ing a good sample. If you do not choose a good sample, you may end up with a
model of how not to write.

Many criminal justice agencies have writings on file that do not read well.
Most personnel in law enforcement are interested in the action end of things and
have paid little attention to writing, other than what was learned about how to fill
in a face page in their basic recruit class or other training courses. Sometimes crimi-
nal justice professionals copy lawyers’ expressions (e.g., “The aforementioned party,
one John Jones did knowingly and willfully on said night ...”) or use official sound-
ing jargon (e.g., “The undersigned officer is cognizant of the fact that ...”).

Don’t pattern your report on the legal profession’s formalities and sentence
structure. Even lawyers are trying to cease the use of stilted terms. Official jargon
is even more meaningless. Neither of these antiquated forms will serve your
purposes well. Learn the modern way.
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In this chapter you will find a speedy method of organizing material, hints
on writing evaluations and comparisons, and ideas for clearer visual presentation.
All of these will combine to make your work forceful.

Learning from the Short Memo

Before dealing with the longer, nonchronological material, you will probably be
faced with the short To/From memorandum — the memo used for interoffice com-
munication. It is a good means by which to develop your skills. The format of the
To/From memorandum is as follows:

TO:
FROM:
DATE:
SUBJECT:

Some agencies require the date as a heading at the top of the page, while others
have you date the memo near the signature block. Also, many agencies require a
signature or initials on the FROM line rather than having a signature block.

The format of the memo emphasizes the two-pronged approach that should be
followed in almost any writing: To whom are you writing, and why?

People often write as if addressing a faceless public or a large, unidentifiable
group of people. Aim and fire your words — do not just fire shots off in all direc-
tions. A memo is read by an individual; even if several hundred people read it, each
of them reads it individually. Keep this fact in mind. Your writing will automatically
improve when you analyze the reader’s level of competence, relationship to the sub-
ject, and reason for reading what you write.

Consider the tone, and keep it from being either too formal or too folksy.
Your tone should be determined by the audience (the person addressed in the TO
portion of the memo). Is the reader your supervisor? A fellow officer? Naturally,
your tone will vary a bit with each audience that you address. Is your supervisor
a traditionalist? If so, do not use a style that is too familiar. Is your supervisor a
vigorous person-on-the-go? Then do not waste valuable time. If you are addressing
a group, try to single out a representative person in your mind’s eye and write
directly to that person, even though you are not putting any individual names after
the TO. Picturing someone will keep your writing from sounding wooden and insin-
cere. School yourself in a simple, active style. Know your reader, your reason
for writing, and the reader’s reason for reading. Above all, focus sharply on your
subject.

Stating your subject briefly, as you must in a memo, will force you to select an
important emphasis. In this way, the short memo virtually organizes itself. It should
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not include too much material. State specifics and then stop. Because the memo is
usually distributed within the department, you do not usually need to define
terms or explain in detail as you would to outsiders. You might even use a modified
outline form with numbered items. The memo is not always signed at the bottom as
with a letter. A memo may be signed or initialed beside or above your name after
the FROM. How and where to sign the memo is often dictated by the policy of your
agency.

Writing the short memo will give you practice and confidence in attacking other
nonchronological material, such as longer memos, meeting minutes, letters, admin-
istrative reports, or research reports.

Writing a Letter

Techniques for the memo are adaptable to letter writing. Because letters are
often addressed to parties outside the agency, there are additional points to consider.

1. Know the competence of the person addressed. Are you writing the sheriff
of a nearby county or the president of the garden club? When addressing
a layperson, explain criminal justice terms the first time you use them.
A word or abbreviation that is very familiar to you may have an entirely
different meaning to the uninitiated. An example of such a term is
Mal Con, which in this case means “malicious conversion of a car to
another’s use.” Three women were given this term and were told that it
was used in connection with police work. All guessed that it meant “mal-
content,” meaning a person not happy about prevailing conditions. Such
a person, they reasoned, might protest or react in a violent manner. This
illustrates how everyday language or jargon in one field or agency can be
most confusing to people outside of that field or agency.

2. Know your own place in the procedure. This means being definite about
what you have to do. Has the letter been passed on to you, are you going
to answer it, or are you passing it on to someone else? If you are answering
the letter, is it being prepared for someone else’s signature?

In many agencies, important outgoing mail is signed by the agency
head as a matter of policy. Letters may be assigned to the most knowledge-
able person in a specific field for the drafting of a letter of reply. It is impor-
tant that the letter be drafted with the appropriate style and tone of the
person who will sign it. The reply then goes through channels until it
reaches the top again. An exception to this is the minor letter and answer
of inquiry exchanged between persons on similar levels in familiar agen-
cies. Another exception is the all-purpose, usually computerized form letter
in answer to frequent requests of the same nature. This type of letter is
often sent out with a department name and phone number given in case
the recipient needs more information. Before you use your agency’s letter-
head in any way, check the routine and procedures of the agency.
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3. Do not hide behind meaningless but high-sounding words. Get your point
across to the lowest common denominator of your readership. Too often,
people try for high-sounding sentences that avoid responsibility: “We are
turning your letter over to the division for appropriate
action.” This sounds official to some people but means nothing. Who is
“we”? What is “appropriate action”? Is it a suit for libel or a recommen-
dation for a commendation? Write specifics. If you do not know, ask. If
the subject isn’t your business, say so, and do not fake it with formalities
that infuriate rather than impress your reader.

4. Use the shopping list approach. Even with short material it helps to brain-
storm for ideas. Use a topic sentence and develop your points, numbering
them if you find it helpful. Illustrate with specifics, and write a good con-
clusion. A letter is usually an attempt to get someone to do something, even
if it is only to acknowledge shared information. Be definite in the conclu-
sion. What action do you want? Never leave your reader wondering, “This
is all very well, but why send it to me?”

5. Use the accepted format for typing the letter. Your agency probably has an
accepted format for letters and a secretary to type them. Such formats are
normally found in a procedural guide or secretary’s manual. If you find
that you need to select your own format, you may want to choose a style
that lines up all material from the left margin (block style). This may seem
a bit lopsided to you, but it is a simple form that avoids a lot of space-
setting problems. Another popular format is the modified block style
shown below. Note that business letters are single-spaced with a double
space between paragraphs.

The modified block style format is found in Figure 6.1.

Faxing and Other Technological Advances

Faxing has some obvious advantages over writing a letter but also has one dis-
advantage. Anything that is supposed to be confidential really is not. If material is
very sensitive, either do not fax it or call to make sure the intended person is near
the machine to receive it immediately. In that way you will be able to convey a
lengthy message in writing and include graphics.
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Figure 6.1
Letter in Modified Block Format
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The fax cover sheet is similar to a memo and includes the following:

DATE:

TO:

FAX NUMBER:

FROM:

FAX NUMBER:

NUMBER OF PAGES INCLUDING THIS SHEET:
MESSAGE:

To be sure your fax is received as sent, you may add: “If any part of this fax is
missing or is not clear, please call or fax.”

Whether you are using computers, fax machines, databases, word processors, or
any other of the ever-growing list of technological devices, it is more important than
ever that your writing be precise. Remember the adage: “Garbage in, garbage out.”
Technological devices will help you in many ways, but can only work with what
you have given them. You must keep the ABCs of writing in mind.

Recording Minutes of a Meeting

There are some rewards to being the recorder of a meeting. You will remember
the facts better, others may be impressed by your expertise, and you will contribute
to the smooth functioning of your agency or office. The important point is to know
your responsibilities. Never remain silent and bewildered if you find yourself in a
bind. If information is unclear during the meeting, it will be much muddier when
you are alone at your typewriter, trying to make sense of your notes. Check your
approach against these suggestions:

1. Record names of all persons present, their ranks, and (in some cases) their
reasons for being at the meeting. Names of uniformed persons with rank
and name visible are easy to record, of course, but people in plain clothes
complicate the task. The easiest way around this is to circulate a sign-in
page with these headings:

Name Rank Representing Telephone #

Be sure that you do not miss latecomers; just quietly pass the sign-in
page to them. Through this device, people get credit for attendance at the
meeting, and those who should have been there but weren’t can be identi-
fied, so that information can be channeled to them. If the same group
meets regularly, only the absentees need to be noted.

2. Give the date and purpose of the meeting. If an agenda has been sent out,
keep it handy and refer to it to see that all points are covered. State if it is a
regular or special meeting.
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Give a brief summary of a previous meeting if background material is
needed to understand the present one.

Record significant points either in the order given or grouped under appro-
priate topics. The expertise of the meeting chairperson counts here. Some
chairpersons are informal or disorganized in approach, so you will have
to sort things out. A more organized meeting chairperson can be counted
upon to produce an agenda and follow that in sequence. You cannot, how-
ever, always count on getting an organized agenda, or, for that matter, any
agenda in advance.

Stop and ask for clarification, if necessary. It is always appropriate to ask
for clarification or restatement. Explain briefly that what the speaker is
saying is important and that you wish to be sure that you have it right,
and then read back what you have and ask for correction or acceptance.

Request permission to quote a person directly on any controversial state-
ment. Read the statement back to the person to ensure you have it right.
You need not interrupt the person or the proceedings; catch the person
before he or she leaves the meeting.

Do not, however, go to the other extreme of trying to pin a name to every-
thing said at an informal meeting. If an agreement was reached, it doesn’t
matter how it happened. If one was not reached, perhaps those speaking
for or against it wish to be identified. Ask them after the meeting whether
they want their positions noted. In a formal meeting, the persons making
and seconding motions should be identified. In an informal meeting, the
main facts should be briefly noted.

Request a summary if time is running out, and there seems to be no closure
to the meeting. Agreement may not have been reached, but points of agree-
ment or disagreement may have been ironed out, and suggested action
stated. In any case, you have the right to request a summary or final state-
ment from the chairperson. Do so. Often, the chairperson and everyone
else will benefit.

Be as professional about recording the meeting as possible. Headings,
numbering, and underlining may be used in your minutes to set points
apart and call attention to certain facts. See that your minutes are easy to
read and visually forceful. Corrections should be made before the final
copy is produced. When you are asked to take minutes, whether at work
or in other organizations to which you belong outside of work, take the
challenge. Preparing minutes of meetings is good practice.
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The Presentence Investigation Report

The person who completes the Presentence Investigation Report (PSIR) carries a
heavy responsibility in report writing. The purpose of informing the judge and
recommending treatment and/or a sentence is made difficult by the fact that there
are many possibilities to choose from, including about two dozen probation condi-
tions. Most often, the selection is a combination of possibilities, ranging from
imprisonment to volunteer work in the community.

Reports are usually double-spaced and sometimes numbered by line on the left
margin. This makes it easier to correct errors made in typing and for the readers to
refer to lines that need further questioning. Considering the load under which both
the probation officers and the court labor; questions may be minimal and recom-
mendations very often followed.

Standards vary, but traditionally such reports were written without the use of
first person by the officer. Quotes from the offender help to strengthen the justifica-
tion for recommendations and should be recorded in the first person. Both long and
short forms may be used. While headings may vary from one probation department
to another, the long form usually includes the following information, complete with
names of all involved:

Location of court, judge, probation officer, and lawyers.

Identification facts as used in police reports (e.g., name, date of birth,
Social Security number, gender, physical description, identifying marks).

Personal data (e.g., time spent in the county, birthplace, nationality,
education, occupation, marital status).

Family (e.g., parents’ names and birthplaces, closest living relative,
including address).

Instant offense (e.g., type, docket number, prosecutor, defense attorney,
address, decision convicted by).

The PSIR itself repeats the location of sentencing and gives the sentencing date
with a listing of offenses.

Official version, attached.
Defendant’s version, in offender’s own words.
Victim Impact Statement, including costs and receipts.

Previous jail time, including type of offense and any other prior
trouble, given in order from oldest to most recent.

Social history, including parents’ and siblings’ backgrounds and atti-
tudes, along with quotes, if possible, from the defendant and others
involved as to how they see the situation. Education, marital status,
employment histories, current economic situation, religious affiliation,



CHAPTER 6 ® OTHER TYPES OF WRITING

147

outside interests, health, and present attitude of defendant are also
included. Plea agreement, fiscal impact, and psychiatric insights may
all be included if applicable.

Statement of probation officer, providing opinions based on specifics
and explanation of the recommendation that follows.

Recommendation, usually including a selection of the possibilities of
conditions — alone or in connection with each other.

Probation plan, with reports and conditions.

Appendix A contains a model Presentence Report. Appendix B contains a Work-
sheet for Presentence Report that is used in the Federal Probation System to help
probation officers gather the appropriate information for the Presentence Report.
Appendix B also contains a State of Tennessee Monthly Reporting Form. The pro-
bationer fills in information every time he or she reports and the probation officer
checks off certain items (such as verification of restitution and/or employment)
and then adds narrative comments on the back.

Research and Other Reports

Even if you can you write a good incident report quickly using a “what hap-
pened next” approach, you may find yourself hesitating over other forms of writing.
The problem lies in organizing your thoughts and breaking that white expanse of
paper or blank computer screen. When necessary, use the shopping list method dis-
cussed in Chapter 2 to help you organize your thoughts for your report. This
method will get you started on any subject, be it a justification of a past action, a
suggestion for a future program or purchase, an evaluation or comparison, an
annual report, legislative testimony, or a term paper for school.

A good step-by-step approach to organizing a report includes the following:

1. Make your shopping list by simply listing any words that come into your
head concerning the topic.

This should be done on a piece of scratch paper with no more thought of
organization than you would give in preparing any shopping list. This might
include information such as names and places involved, actions, ideas, costs,
quotations, etc. No one but you is going to see this part, so work your mind
for every thought on the subject and put each one down in the shortest form
possible. Stop only when you can’t possibly think of another idea.

The method should work like this: Suppose that you have to write a long
memorandum regarding a proposal that your squad go on a 10-hour, four-
day work week rather than the conventional eight-hour, five-day week. This
plan, of course, involves complex planning in logistics, but all you have been
asked for is your own reaction. Jotted down, your list might look like this:

Four days Better beat coverage?
Go fishing Extra men needed?
Time with Joan Sick leave?
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Drive to L.A. Too tired first day off?
Take in the games? Extra reports?

Lots of advantages? Time overlap?

Some problems? Work partners?

What about college class? Moonlight extra days?

You might think of more ideas in addition to these. You should list
everything in any order, with no criticism allowed. When you criticize
yourself too early, you place a block in your idea gathering. Quit writing
in “shopping list” style only when your ideas cease. Then and only then
should you allow self-criticism.

2. Go through the list, then decide which are the main points, which are the
subtopics, and which ones do not belong. Put things in order of
importance.

You will almost always find that your mind takes some time to get started.
Many times your first ideas are too obvious, too personal, or even irrelevant.
If you start writing without organizing, you will risk putting down minor
points first. Look for a pattern. Everything should fall under two or three
points. In the situation of the 10/4 (10-hour, 4-day) plan, as opposed to the
8/5 (8-hour, 5-day) plan, you will be listing advantages and disadvantages
of the new proposal as compared to the status quo. Select your major points
and mark out those that are irrelevant or too personal. If you are given time,
check data on points you marked with a question.

Some reports just list each idea with a number, including up to two
dozen ideas with no attempt to categorize. Do the organizing on your time,
not the reader’s time. Follow this method.

The organization of your list might look like this:

10/4 Plan 8/5 Plan
Advantages Advantages
Disadvantages Disadvantages

CONCLUSION
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Do not swing back and forth from one point to the other in a series:

... However ... nevertheless ... on the one hand ... but on the other
... some may say ... but others ...

By the time you get to the conclusion, your reader will be dizzy. You
can use such words for one or two comparisons, but do not use them in
a series as above. Instead, list all the points on one side under a single head-
ing or subheading and all the points for the other side under a single
heading or subheading.

As you organize your material, it may fall into several major points.
Perhaps you will find that your first two notations are utterly irrelevant
and should be taken out. Maybe your fifth idea listed is really your third
point, your eighth is your first, and your tenth is your second. Other points
may fall under these as examples and illustrations while others should be
left out.

Write a topic sentence that includes, in parallel construction, the two or
three main points in the reports.

Write a good topic sentence that says what is at the heart of the paper.
Incorporate this information into your introduction so that the reader
knows what will follow. It pays to be direct in your writing. If you express
your first point in a phrase or clause, use the same style for your
subsequent points.

Develop each point in the order given in the introduction.

If it is a long report, each point may be shown as a separate topic.
Headings should be in all capital letters and underlined for emphasis. A
particularly long report may have subheadings, as on the continuation page
of a criminal justice report. Back up your topics by using specific examples
and definite illustrations, including information such as time, place, and
cost, as well as other factors. Always remember that generalizations are
extremely weak. Taking pains to be exact is always the mark of a profes-
sional.

Write a good summary, question, evaluation, justification, request for
action, or other form of conclusion to round out the writing.

The first and last sections are the most important in any nonchronolog-
ical material. The experienced reader looks for facts and conclusions in
these positions. If the reader finds generalities or pleasantries, he or she
may not read the middle points at all. However, if your work is well
organized, visually appealing, and easy to read, you should be able to con-
vince the reader to read the report. Use the conclusion to summarize the
information contained in the report. As a result, you may secure the desired
reaction, such as moral or financial backing, or any other goal. Use this
outline to check your organization:
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Topic Sentence

Include two or three main points in parallel construction.
1.

2.

3.

Develop in sequence presented, allowing equal space and including
examples.

1.

2.

3.

Conclusion

6. Start writing immediately, so you have time to revise.

It is only human to wait until the last minute, draft the report hurriedly,
and then badger some poor secretary to type it after hours. Do not fight
yourself as well as the problem. Use this method to get going immediately:
write, relax, reread, revise, and then fire it off.

7. If you are documenting material taken from someone else or even your
own previous writings, do not forget to use references such as footnotes,
endnotes, and reference pages.

Pick a standard documentation style such as Turabian, Modern Lan-
guage Association of America (MLA), or the American Psychological Asso-
ciation (APA) and then consult the appropriate reference guide (see
Selected Readings).

Summary

Learning from the Short Memo

1. Use your agency’s format, if there is one.

2. Aim your communication at the appropriate audience.

3. Analyze your reader’s level of competence, relationship to the subject, and
reason for reading your communication.

4. Limit your subject carefully; state specifics and then stop.

Writing the Letter

1. Know the competence of the person addressed.
2. Know your own place in the procedure.
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Use the shopping list approach: prepare a topic sentence, carefully develop
headings, finish with a forceful conclusion defining what results you
expect.

Use accepted format for typing the letter.

Recording the Meeting

1.

NNk w

Record the date as well as the names and ranks of those present; if the
same group meets regularly, also list the absentees.

Give the purpose of the meeting.

Give background information if needed.

Record significant points.

Ask for clarification when necessary.

Verify important quotes.

Request a summary if time is running out.

Presentence Investigation Report

1.

NNk w

The purpose of the PSIR is to give the judge information and to provide
sentencing recommendations.

Is often double-spaced with lines numbered in the left margin.

Provides information about all parties to the case.

Includes the official version and the defendant’s version of the incident.
Provides information on the impact of the incident on the victim.
Includes the criminal and social histories of the defendant.

Includes a statement of the probation officer’s evaluation, along with
recommendations for sentencing and/or a probation plan.

Research and Other Reports

1.

2.

Use a shopping list approach. Write any words that come into your head
on the subject.

Go through the list, and decide which are the main points, which are the
subpoints, and which points do not belong. Organize the points you have.
Write an introduction to the report that includes the main points in the
report in parallel construction.

Develop each point in the order given in the introduction. If comparisons
are given, state them separately; do not swing back and forth.

Write a good summary, question, evaluation, justification, request for
action, or other form of conclusion to round out the writing.

Start writing immediately, so that you have time to revise.
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Chapter 6 — TEST

1.

Chronological material is written in a sequence. Non-
chronological material should be organized in order of importance, with
a sentence, documentation, or development of points
and a

Examples of nonchronological writing are ,
, and

Tone of writing is important; it should be determined by the

The shopping list approach to writing is a method of organizing material
that is easier to follow than the old, stilted style. It involves these steps:

(a) Make a

(b) Go through the list, and decide on the points, the
, and those ideas that do not belong in the list at
all. Look for a pattern, especially in the case of comparison, so that
the writing does not become confusing.

(c) Write a sentence that includes only two or three sep-
arate points expressed in parallel constructions. Develop each point in
order, allowing roughly the same amount of space for each.

(d) Write a good conclusion in the form of a , ,
, , Or

(e) Start work immediately so you have a chance to

When recording a meeting, be sure to get the names of all persons, their
and whom they . The simplest device
to get this information is the

Be sure to include in your meeting report the ,
, and

listed under appropriate topics.

The PSIR is used by the judge in determining the defendant’s
It provides information about both the official version and the
version of the incident. The PSIR also includes

the probation officer’s




CHAPTER 7

Reading and Correcting Reports

Many people in the early stages of their careers in the criminal justice system
believe that they do not have to worry about reading and correcting reports. After
all, they won’t be eligible for promotional examinations for some time. The truth
of the matter is that by the time one has an opportunity to be promoted, one should
have a great deal of experience reading and correcting reports. You should start
reading and correcting reports now. An important rule to remember is not to submit
any report — even a simple, straightforward one — without first having proofread
it. Your first experiences in reading and correcting reports should be in reading and
correcting your own reports. It is true that after having just finished writing a report
the last thing you may feel like doing is reading your report. However, doing so will
make a tremendous difference in the quality of reports you submit.

Even if you are a new employee and not a supervisor, there will be times when
you have to read and correct other people’s reports. Almost from day one, brand
new law enforcement officers are sent to shoplifting arrest cases and find themselves
reading reports written by store clerks, managers, or security officers. They also find
themselves taking handwritten statements from witnesses and victims. Reading and
correcting the reports of others takes more expertise than many people realize. It is
one thing to write and proofread something concerning your own investigations,
but it is quite another to be responsible for accepting and approving the writings
of others. Your signature indicates that you endorse the writing as being correct
to the best of your knowledge. Are you sure that it is? If it is not, you — as well
as the original writer — may be called on to explain.

So while the responsibility of reading and correcting reports of others is usually
thought of as only belonging to supervisors, most people within the criminal justice
system are also given this responsibility. More and more agencies are developing
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forms to be filled out by the public. For example, by Nebraska law, any operator of
a motor vehicle involved in an accident resulting in injury or death to any person, or
in property damage in excess of $500 to the property of any one person, including
the operator of the vehicle, must submit a report (see Figure 7.1). Persons having
difficulty filling out the report are referred to their insurance agent or to the nearest
police authority. Many agencies have specific forms to be completed by the civilian
who makes a citizen’s arrest for minor offenses such as shoplifting or trespassing. In
addition, almost all agencies have some sort of victim or witness statement form
that is completed by those involved in a criminal case.

You will notice in Figures 7.2 and 7.3 two samples of witness statement forms
used to record, in the witnesses’ own handwriting where possible, statements that
may be used in court later. Such forms have been found to be very effective in
clearly documenting in the witnesses’ own words their observations and experi-
ences. It is also very difficult for the witnesses to change their recollections of the
events at a later date when such a document written in their own handwriting is
available. At the very least, such a document protects law enforcement officers from
false charges resulting from the events. Figure 7.4 is an example of a shoplifting
report, which is completed by civilians who make citizen’s arrests for shoplifting.

The Denver Police Department has a special Follow-Up Offense Report that
folds into a self-addressed, postage-paid envelope. It is used by citizens to provide
additional lost or stolen property listings for cases in which an initial report has
already been written (see Figure 7.5).

Be prepared to lend assistance if your agency has forms to be completed by
citizens. The forms do not always take the place of incident reports prepared by
officers; sometimes they are an additional source of information. Sometimes they
are designed to let the public report on a matter of great concern, thereby increasing
service to the public and saving time for the law enforcement or security officer.

Do not just hand a citizen a report form and expect it to be completed properly.
You help the person by interviewing him or her as you would any witness, listening
to the person’s own presentation first, then asking questions to obtain additional
needed information, and finally by having the person write a statement. If the state-
ment or information required is complex, help the person by making a list of ques-
tions that need to be answered or providing headings and subheadings for use in the
report. Failure to do so may result in a statement such as: “I saw him. He had a gun.
I gave him my money.” The statement is all true but doesn’t give the reader much
information and will be of little help in preparing the witness for court.

One of the authors of this text once handled an offense of leaving the scene of a
traffic collision in which the passenger in the automobile that was hit was a well-
known television actor. He was handed a witness statement form and was asked
to complete it. His report of the incident was: “He hit our car. He ran. I tackled
him. The rest is history.” While this was amusing it is not very helpful for either
investigative or court purposes.

Another example is with the shoplifting problem. Retail stores are grateful to
have pads of forms that aid in the gathering of facts needed for a successful prose-
cution, and the individual officer may be called upon to work with store managers
and employees to assist them in completing reports.
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Figure 7.1
Sample Driver’s Motor Vehicle Accident Report Form, Nebraska Department of Roads

Continued
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Figure 7.1 —continued



CHAPTER 7 ® READING AND CORRECTING REPORTS 159

Figure 7.1 —continued

Continued
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Figure 7.1 —continued
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Figure 7.1 —continued
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Figure 7.2
Sample Witness Statement Form, Oakland County Sheriff’s Office
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Figure 7.3
Sample Statement Form, Honolulu Police Department

Continued
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Figure 7.3—continued



CHAPTER 7 ® READING AND CORRECTING REPORTS 165

Figure 7.4
Sample Shoplifting Report Form, Honolulu Police Department
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Figure 7.5
Sample Follow-Up Offense Report Form, Denver Police Department
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Figure 7.5—continued
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It is also important to keep in mind that the average person in the United States
reads at a seventh- or eighth-grade level and may, in fact, write at a level lower than
that. In such cases you may have to help the person by writing or typing out the per-
son’s statement and then having the person sign it after agreeing that it is an accu-
rate account.

If you are working with someone involved in a motor vehicle collision, it will
probably be a one-time experience for the person. The owner or manager of any
store that is a frequent site of shoplifting, however, may appreciate help in writing
reports more effectively, so that you can better assist him or her with the recurring
problem.

The same general principles for writing reports can be used in reading and cor-
recting reports, so they can be considered for anyone who is under your direction. Is
all the information needed in the report — the who, what, when, where, and how?
Is the report accurate, brief, and complete?

Of course, you will deal slightly differently with the public than with an officer
under your direction, but some of the same points would be considered in both
situations. Whether you are dealing with a new recruit to whom everything is
new and difficult or an employee transferred from another section, your help may
be needed for completing reports.

Common Problem Areas

Many problems with reports involve misinterpretations or omissions, usually on
the face page. Other problems involve grammatical errors, usually on the continua-
tion or follow-up report. These are often difficult for the supervising officer to iden-
tify and help correct.

Misinterpretation often results from difficulty in reading the form. This is
almost always true of the outsider, such as a chain store manager, who may know
a lot about the habits of shoplifters but not much about security or law enforcement
terminology. Officers need to take time to help. Most people are reluctant to read
directions; as one store manager put it, “Now go over it all with me. I listen better
than I read.” Even though he had been given an instruction manual for each form,
he still got mixed up on the term Comp, thinking it referred to composite, when it
was asking for information about complexion. More than one officer has had the
occasion when a civilian wrote “yes” in the block labeled “Sex.” Be sure that people
under your direction not only have read the instructions, but also understand what
is required of them in order to complete the report.

Omission is the easiest mistake to check. It isn’t difficult to say, “You forgot to
put in the color of the stolen bicycle,” but it may require that the next investigator
make another trip or phone call to find out this information. Sometimes material
omitted during the first interview is lost when a witness cannot be found, a wrong
address is given, or a person forgets or has second thoughts about cooperating.
Train people under your supervision to be thorough. Some agencies require that
UNKNOWN, DOES NOT APPLY, NONE, or a straight line be inserted rather
than leaving an entry blank. An example is the witness’s phone number, which is
a very important piece of information. Some witnesses do not write anything in
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the blank for phone number if they do not have a phone, rather than writing in
none. As mentioned in Chapter 3, DNA (Does Not Apply) was formerly used to
indicate that there was no information to put in that blank. However, because
DNA in modern usage is an abbreviation for deoxyribonucleic acid, it should not
be used for Does Not Apply. Some agencies require that the blank be left blank if
there is no information available, allowing the information to be inserted at some
future time if it becomes available. It is important that you find out the policy of
the agency you are working for and follow it.

A fast way to make sure sufficient information is included in a report is to use
the charts in Chapter 1 (Figures 1.1, 1.2, and 1.3) that are labeled for Law Enforce-
ment, PSIR, and Security. (Permission is given by the authors to photocopy these
charts only.) When dealing with the same people over and over you can suggest they
keep such a checklist. The point is to be able to use the checklist again and again.

Is it possible that you are overcorrecting and insisting on a duplicate of your
own style even though another is correct? For example, one probation officer may
use an inductive method for giving the recommendation required, while another
prefers a deductive method. A supervisor should always make the format clear.
However, corrections should not be made merely for the purpose of wielding
authority.

Grammatical errors may be the most difficult for you to correct. You did not
join your agency to become an English teacher; however, you need to understand
some of the basic concepts and their applications in order to help yourself and
others. Chapters 8 through 13 are devoted in detail to these concepts.

What are the most common grammatical errors? How do they affect the value
of reports? First, consider the fact that word meanings and styles of grammar do
change. Second, there are exceptions to rules and styles. As pointed out previously,
FBI and military writing varies from other writing in the use of capitalization and
punctuation. However, there are certain basic points that should be discussed. In
order of importance, the following are some key areas of concern:

1. Lack of organization is shown in margin-to-margin writing with no head-
ings (or too few headings) and no paragraphing. This kind of report may
contain good information from a careful investigation, but it is presented
in a way that forces the reader to search for the facts. One police major
remarked, “When I get a report like that, I won’t even look at it. Back it
goes. What a waste of time!” It is the writer’s responsibility to organize
the report and the facts contained within it, not the reader’s.

2. Run-on sentences are often part of a poorly organized report, but they can
occur in any report, even those that are arranged well under good headings
and subheadings. The run-on sentence is the “grandfather” of all mistakes.
You cannot correctly punctuate a sentence that isn’t correct at the start.
Usually, a run-on sentence includes a variety of misplaced modifiers, dan-
gling participles, changes in person, and incorrect pronoun usage. It is hard
to correct the writing of others containing such errors because it is often
difficult to determine exactly what the writer was trying to say and any
correction may change the meaning, focus, or intent of the report.
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3. Misspellings often cause ludicrous mistakes, even if the intended meaning
is clear. At best, such errors cause embarrassment; at worst, they may lose
a case.

4. Punctuation can entirely change the meaning of a sentence. Note place-
ment of commas: (1) “Put the heat on Joe” (meaning to pressure or coerce
someone named Joe), and (2) “Put the heat on, Joe” (telling Joe to turn up
the thermostat).

5. Capitalization errors occur most often in reports written by people who
handprint rather than type or use cursive writing in their reports. Some
people emphasize certain words in speech, so they put these in upper case
in a report, but at the same time, they may write a proper noun in lower
case. For example, “His english was Poor and he spoke with a slight
Stutter.”

6. Word choices rarely are made with enough care. Choosing the precise
word and the right place for it requires vocabulary study and correction.
Everyone errs occasionally, but there is little excuse for confusion in words
that are commonly used, such as apprised and appraised. Many officers, in
referring to the Miranda warning, say, “He was appraised of his rights,”
rather than “He was apprised of his rights.” In fact, a sergeant in a large
municipal station, when informed that appraised meant “to ascertain the
value of” rather than “to inform,” insisted, “In my office, the word is
appraised!” You must be sure of your facts; repeating mistakes learned
from previously uninformed people does not make it correct.

As you can see, grammatical and spelling errors can reduce the professional
appearance of your work, your subordinate’s work, and even the work of citizens
who fill out forms and reports, and may even give a defense attorney a much-
desired loophole. In most professions, an occasional error is overlooked. It is
assumed that the person intended the logical meaning. In law, however, such errors
may be used to throw out a case — even if the actual meaning is obvious. Few wri-
ters face the scrutiny that criminal justice professionals face. Every report submitted
has the potential to be a key element in a high-profile case. Make sure that every
report you prepare or are responsible for is accurate, brief, and complete.

Many forensic reports may contain errors in addition to those mentioned above.
Some common errors in forensic reports include:

1. Poor differentiation among methods, results, and opinions
2. Errors in critical judgment/logic
3. Presenting conflicting opinions

4. Use of unsubstantiated or unsupported tests
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5. Performing irrelevant or unnecessary tests
6. Misleading results and/or failure to state limitations of testing
7. Erroneous conclusions based on incorrect interpretation of results

8. Recommending unnecessary testing

Use of Word Processors

The use of word processors has allowed people who are poor typists to com-
plete professional-looking reports. Word processors have also allowed professional
typists to speed up their work and be able to complete many “original” documents,
rather than photocopied documents, when sending out mass mailings. The use of
word processors has speeded up the completion of booking reports, as well as com-
mon arrest or incident reports. Word processors also allow the typists to cut and
paste sentences, paragraphs, and sections of one report into another. In addition,
word processors have grammar and spelling checkers. While all of these things
are good and help the writer produce professional-looking documents, they also
lend themselves to the production of common errors. As was mentioned earlier in
this text, spelling checkers will only reject words that do not exist and cannot differ-
entiate words when there is improper usage. (Some state-of-the-art spelling-checker
programs flag commonly made errors, then ask the user to double-check the usage.
Each new generation of programs is likely to make further advances.) Grammar-
check programs often flag common grammatical problems, but leave it up to the
user to determine the final edit. The writer must then know the grammar rules in
order to determine whether to make the change. Added to these concerns are the
problems that occur when the typist cuts and pastes. This process lends itself to
subject-verb, noun-pronoun, and gender disagreements. The bottom line is that
the use of word processing does not eliminate the need for proofreading, but in
many cases requires more careful proofreading to avoid these problems.

Improving the Agency by Helping the Individual

Just as your reading public is made up of one person reading at one time, your
department is made up of the effectiveness of one person’s action at one time. In a
computerized world, the importance of the individual is easily lost. It is worth it to
make the effort to help each person.

In many agencies, the “tough guy” attitude prevails: “If he can’t cut it, kick him
out!” If the individual is already a member of the agency, the reaction might be:
“Rewrite this! Get a dictionary and carry it at all times. That’s an order.” This really
doesn’t do anything to help the individual or the agency who has already invested
much time and money in hiring and training the individual. Wouldn’t a little help
in the area of report writing be a better response?



172

REPORT WRITING FOR CRIMINAL JUSTICE PROFESSIONALS

Keep in mind that a correction should never be considered a one-time thing. If
you correct an error in an employee, you have corrected it once. If you make the
person understand the error, you will keep that person from repeating it. Some
people may need a course in writing, not just your casual assistance. You should
familiarize yourself with sources of help and means of meeting any costs of such
help. Investigate the educational opportunities available in your area. Classes may
be offered in four-year colleges, universities, or community colleges. Also look for
Adult Education Centers or Continuing Education listings, as well as night-school
classes offered in local high schools. Check your local educational television listing
for programs that may be helpful, or explore the use of computer programs or the
Internet for methods that are available for self-instruction. Looking up these sources
of help will take time, but not as much time as it would take to fire one person and
hire and train another.

Poor spelling is so frequent in today’s society that people merely make excuses
for their inability: “Oh, you know me, I never could spell!” Poor spelling skills
should not be dismissed as some sort of genetic problem that cannot be changed.
Unfortunately, many schools and employers do not insist upon good spelling and
writing skills. It is important to stress the need for accurate spelling. People who
are poor spellers need to learn the rules that apply to spelling (see Chapter 11)
and should learn to use references to find correct spellings.

You can do a lot for your agency by making sure your own training and that of
the people you supervise is adequate for the requirement of the job. If formal train-
ing is not available, use self-education, roll call training, and make it a habit to use
references, including this text. Each time you correct your own or someone else’s
reports, you are helping yourself, the report writer, and your agency. The second
section of this text is designed to help the reader improve his or her grammar and
can be used as either a workbook or a classroom text.

Summary

1. When you read and pass on the reports of others, your signature should
never be a perfunctory “rubber stamp,” because signing a report means
that you accept it as being correct to the best of your knowledge.

2. You may be called upon to help three kinds of writers: new recruits, indi-
viduals transferred from other departments, and members of the general

public.

3. Assisting the public, such as store managers working with shoplifting
forms, may make law enforcement more effective.

4. Misinterpretation and omission are common errors in recording information.

5. Common grammatical errors involve the following: lack of organization,
run-on sentences, and problems in spelling, punctuation, capitalization,
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and word choice. Run-on sentences often include misplaced modifiers,
dangling participles, changes in person, and incorrect pronoun usage.

As a supervisor, you should know how to correct other people’s errors. You
should inform the person needing help that there are available resources
such as adult education, community colleges, and other programs in your
vicinity.

By taking time to help a person under your supervision, you may salvage a
valuable individual, keep yourself from having to train a new employee,
and save your agency time and money.
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Chapter 7 — TEST

1. When you are a supervisor reading the reports of subordinates, your signa-
ture should not be a . Signing the report means
that you accept it as to the best of your knowledge.

2. You may be called on to help these kinds of writers: (a)

(b) , and (c)
3. Common problem areas in report writing include: ,
, and

4. The most common grammatical errors include:

5. Give two examples of incidents when the public fills out forms:

and

6. Taking time to help someone under your direction can help in the follow-
ing ways:

(a) It could salvage a

(b) You might save yourself time that would be necessary to

(c) You may save your agency and




CHAPTER 8

Simplified Study of Grammar

Many people hate grammatical terms, but the fact remains that you need to
know the terms in order to deal with them. Even if you do not have trouble with
grammar, you may be supervising someone who does. As stated in the previous
chapter, strong-arm tactics are not very effective, but assistance is.

There is no need to go to the other extreme, however, and study too many fine
points in grammar. You need only to learn enough points to allow you to put
together a well-written sentence.

To determine what makes up a correct sentence, you need to investigate the
parts of speech and their varying uses, the subject-verb-direct object pattern, and
the different types of clauses and phrases.

Correct sentence structure is basic. Most grammar books tell you much more
than you want to know. Some books use new terms for things that already had a
name, and some try new methods of analysis. There may be merit in new ideas,
but to save time it is easier to learn the most common terms and methods well,
and then review them briefly.

Identifying Parts of Speech

You probably remember the basic parts of speech: noun, pronoun, verb, adjec-
tive, adverb, preposition, and conjunction. The interjection is sometimes listed as
the eighth part of speech, but it is rarely used by criminal justice personnel.

A noun is the name of a person, place, thing, idea, or quality.
Examples: officer, England, book, loyalty

A pronoun stands in place of a noun.
Examples: he, she, it, they, them, their, you, your
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A verb expresses action or state of being.
Examples: ride, run, hide, be, seem

An adjective modifies or limits a noun or pronoun.
Examples: red, curly, dark, smart, quick

An adverb modifies or limits a verb, adjective, or another adverb. It is some-
times an intensifier.
Examples: carefully, quickly, very, too

A preposition shows the relationship, often of space or time, between a noun or
pronoun and some other word in the sentence.
Examples: to, in, on, between, among, with, of, after, under

A conjunction joins or connects words, phrases, or clauses; it is either coordinat-
ing or subordinating.
Examples: and, but, for, or, nor, so, yet, after, because, until

Interjections are independent words used to express strong feeling or emotion
and should be used only in a direct quotation.
Example: “Hell! That’s the price of a kilo. Take it or leave it!”

Using One Word in Several Ways

Few people seem to realize that a word may become a different part of speech,
depending on its use in a sentence. It is entirely possible for the same word to be
used as three or more different parts of speech.

Example:
This fax (noun) just came in. Fax (verb) him an answer right away. The fax
(adjective) business is growing rapidly along with other technology.

How does it help you to know these points? It can help you analyze your own
mistakes and the mistakes of others.

Using Verbs in the Past Tense

In most reports, the verb is usually in the past tense, recording what has already
happened. In your own reports and those of others, check for violations to this rule.
Many reports incorrectly use the present tense for the past tense verb, often because
the present tense sounds very similar to the past tense. No one pronounces walked
as walk-ed. Because the ed is not pronounced as a separate syllable, it is often left
out, leading to a misused or misspelled word in the written report.

Example:
I walk down the hall and saw the pharmacy door was open.
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It should read:
I walked down the hall and saw the pharmacy door was open.

When you are writing a report, remember that the events you are writing about
took place in the past. Some past forms of verbs pronounce the -ed, such as, “I
handed him the ticket.” You rarely leave out that -ed. Watch for the -ed that does
not require another syllable. (See Chapter 11)

There are, of course, a few times when you will correctly use past and present
verb forms together. The present is often used in direct quotations: He said (past),
“This is (present) a holdup!” The future is used in some cases: “This report will
be (future) ready tomorrow.”

The Sentence

Words (parts of speech) are used to form sentences. A sentence is a complete
thought that consists of a subject and a predicate. Although it is possible to express
a complete thought in one word (for example, “Help!” expresses the same thing
as “Come here and help me!”), most sentences require more than one word to
express a complete thought. The complete subject is the word or group of words
that tells us about what or whom the writer is talking. The complete predicate is
the part of the sentence that makes a statement about the subject, telling what the
subject is doing or what is happening to the subject.

Examples:

Complete Subject Complete Predicate

The suspect waved a gun and fled.
He lives at 123 Main Street.
The officer on duty was John Doe.

A 2010 white Toyota with Ohio license plates hit the pedestrian.

Snow and ice covered the street.

The simple subject is the particular word (or words, in the case of a compound
subject) in the complete subject about which something is said. The simple predicate
consists of the key word (or words, if it is a compound predicate) in the complete
predicate. The simple subject is a noun and the simple predicate is a verb. The sim-
ple subjects and simple predicates are italicized in the examples above.

Direct Objects versus Indirect Objects: Learning the Patterns

You can investigate grammar the same way that you investigate a case. The
basic pattern is WHO DID WHAT and TO WHOM, WHEN, WHERE, and
HOW. Be careful about WHY because this becomes a value judgment. The why is
used mainly by probation and parole officers, who are required to give opinions
and recommendations to the court or corrections administrators. Law enforcement
and security professionals rarely use the why unless it is carefully documented with
statements and evidence.
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Consider first the subject, verb, and direct object (S, V, and DO):

WHO DID WHAT
S A% DO
He gave an order.

Adding an indirect object (10) to the above, you might have this:

WHO DID TO WHOM WHAT
S A% 10 DO
He gave the sergeant an order.

The indirect object can be changed into a prepositional phrase that would fol-
low rather than precede the direct object:

WHO DID WHAT TO WHOM
S \Y% DO prepositional phrase
He gave an order to the sergeant.

Some verbs do not need objects: for example, Birds fly. However, even that same
verb may take an object in another situation: for example, He flies a kite.

Sometimes a verb takes a predicate noun or predicate adjective, which is related
to the subject rather than acting as an object of the verb.

Examples:
She is a detective.
(linking verb) (predicate noun)
He appeared sober.
(linking verb) (predicate adjective)

Such verbs are called linking verbs. The most common linking verb is be in its
many forms, such as is, are, was, were, will be, and has been. Some other linking
verbs are seem, appear, smell, taste, sound, act, and look.

Identifying Active and Passive Verbs

An active verb shows the action that the subject took. The subject does the
action: He wrote the report. (4 words)

In the passive form, the subject is acted upon. The passive form also requires a
form of the verb “to be.” The passive verb requires more words: The report was
written by him. (6 words)

Whenever you can, use active verbs rather than passive verbs. Your reports will
be briefer and often clearer.

Many mistakes in report writing result from the overuse of the passive verb.
Often this use is an attempt to avoid two problems:

1. You may be uncertain of how to refer to yourself: “Sergeant Jones,” “this
writer,” “the undersigned,” “I,” etc., are all possibilities. As pointed out in
Chapters 1 and 5, you should decide and stay with your choice of the first
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person or third person. The first person (I, me, my, mine, we, us, our, ours)
is allowed in many departments; if not allowed on the face page, it is often
allowed on the continuation or follow-up pages. If first person is allowed,
use it.

2. You may wish to avoid being the subject of the sentence too often, no mat-
ter how you refer to yourself. You can avoid this pitfall by using headings
and starting out with a past tense verb in each sentence for which the sub-
ject is understood to be you. This form is allowed by some agencies or
departments but is forbidden by others.

Example:

INVESTIGATION

Dusted for latents. Lifted prints from dresser top and mirror. Asked the
complainant if anyone else had used the room since morning, and he
said that no one had. Checked adjoining bathroom.

If you make full use of headings and subheadings, your reports can be briefer
because you can use this past tense, active form, in which the subject is understood.
It may be somewhat terse, but it is easily understood. Remember that the use of pas-
sive verbs often results in ridiculous sentences.

Examples:
The car was stolen while in the restroom.

While patrolling on a motorcycle, the burglar was apprehended by this
officer.

In both of these examples, the problem of the passive form was intensified by modi-
fiers that appear to modify the wrong word. Was the car in the restroom? Was the
burglar patrolling, or were you? Any defense attorney would have a field day bringing
such an inaccuracy to the attention of the judge or jury. If one sentence cannot be
trusted, why should the jury trust your other statements? You may become an uninten-
tional witness for the defense. To avoid misunderstandings, use active verbs whenever
possible. Your reports will take fewer words, be clearer, and be more forceful.

Identifying Independent and Dependent Clauses

An independent clause contains a subject and predicate and is able to stand
alone. Even two words are enough.

Example:

He fled.
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A dependent clause contains a subject and predicate but is not able to stand
alone. It is introduced by a subordinating conjunction that makes it depend on —
literally hang from — another grammatical form. If you proofread aloud, your
voice will go up at the end of a dependent and down at the end of an independent
clause.

A small child may often speak in short independent clauses (e.g., “I like candy.”
“I want the dog.”) In adult conversation and writing, one thing often depends
upon another. Something happens when, if, because, since, or although some-
thing else occurs. To analyze a sentence, you must understand these two kinds of
clauses. The dependent clause may also be introduced by who, that, or which.
It is usually used as an adjective describing a noun or pronoun in the independent
clause.

Depending on its use in the sentence, the dependent clause is used as an adverb,
an adjective, or a noun.

Example:
S A% S V
(adverbial clause)
He fled when the officer came.

In this example, the subordinating conjunction when introduces a dependent
clause that modifies the verb fled. This dependent clause is used as an adverb.

S \Y% O \Y%
(predicate noun)
The man who is wearing the red coat is the suspect.

In this example, the subordinating word who is a relative pronoun as well and
acts as subject of the dependent clause. Obviously, the dependent clause describes
the subject of the independent clause (man) and is used as an adjective.

S A% N
(predicate adjective)
That he is guilty is evident.

In this example, the entire dependent clause is the subject of the independent
clause and is thus used as a noun.

For the purpose of visualizing independent clauses, try marking in the margin
a larger square for an independent clause and a smaller square for a dependent
clause.

Example:

= independent clause

| = dependent clause
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You will use this method to determine sentence structure, which is dealt with in
more detail in Chapter 9.

Recognizing Prepositional, Participial, and Infinitive Phrases

The prepositional phrase consists of a preposition plus its object and may
include modifiers of this object. The preposition itself is never modified. There are
many common prepositions: about, after, among, around, at, between, before,
down, for, from, in, on, of, to, through, upon, up, with, by, and others (as shown
by the list of prepositions later in this chapter).

Sometimes, the same word will be used as a preposition in one sentence and as a
subordinating conjunction in another.

Examples:
After the game, they had a snack.
(This is a prepositional phrase, as game is the object of after.)

After they left, it began to snow.
(Here after is a subordinating conjunction because it introduces a depen-
dent clause containing a subject and predicate.)

The participial phrase consists of a participle plus its object and/or modifiers. A
participle is a verb form that is used as an adjective — it is the -ing or -ed form of a
verb that is not used as the main verb in the sentence. Both the participle and its
object may be modified.

Examples:
The reports were discouraging.
(Here, discouraging is a participle; it is an adjective modifying reports.)

Quickly using wire cutters, he cut the screen.
(In this participial phrase, both the participle and object are modified by
the word quickly.)

Dressed conservatively, he went unnoticed.
Wearing black, she appeared to be in mourning.

An irregular verb is one for which the past form does not end in -ed (e.g.,
caught).

Example:

Caught (past participle) while trying to escape, the prisoner was placed
In maximum security.

(In this participial phrase, the irregular past participle caught is modified
by the adverb and is used as an adjective to modify prisoner.)
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The infinitive phrase consists of an infinitive (the verb form that begins with zo,
e.g., to be, to go) plus its object and/or modifier. Both infinitive and object can be

modified.

Example:
To start the engine motor quickly is difficult.
(Infinitive phrase used as a noun.)

Using Phrases as Adverbs, Adjectives, and Nouns

Like dependent clauses, phrases cannot stand alone and are used instead as
adverbs, adjectives, and nouns.

Prepositional phrases:

Examples:
Adv. He left home at 0800 hours.
(Adverb tells when.)

Adj. One of the men shot him.
(Adjective tells who.)

Noun  Of Human Bondage is the book.
(Noun is used as subject.)

Participial phrases:

Examples:
Adv. Working swiftly, he finished the job.
(Adverb tells how he finished.)

Adj. The girl wearing the red coat is the suspect.
(Adjective describes the person.)

Noun  Working overtime causes fatigue.
(Participial phrase is the subject.)

Infinitive phrases:

Examples:
Adv. The man obviously came to make trouble.
(Adverb, showing why, modifies the verb came.)
Adj. He had plenty of reasons to be afraid.

(Adjective describes the kind of reasons.)

Noun  The witness refused to discuss the shooting.
(Noun is used as object of the verb.)
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The participial phrase sometimes becomes dangling, by apparently modifying
something that it should not.

Example:
Driving down the street on a motorcycle, a dog was hit by this officer.

Overuse of passive form often causes this type of error. Was the dog driving?
Dog is the closest noun for the phrase to modify.

I hit a dog is clearer and uses fewer words.

Using Prepositions in Your Report

Currently, there are growing numbers of people in law enforcement circles for
whom English is a second language. Many who teach English as a second language
find that students have difficulty using prepositions and their objects with the terms
that are usually found in report writing. The following list provides some common
examples of preposition use in report writing.

Prepositions commonly used with certain verbs:

account for his time

apologize to the victim

appear at the hearing

approve of the sentence
argued with his neighbor
arrested for reckless endangering
attend to details

borrow from the loan shark
check for latents

confer with his lawyer

consent to the change of venue
convince the judge of his innocence
decide on the sentence

depend on the evidence

get in the car

get off the plane

get on the bus

look at the facts

mark up the furniture

match with previous evidence
meet at the office

meet at 10 o’clock

meet on time

meet with the plaintiff

object to the accusation
petition for another hearing

provide him with incentives
provide me with information
query for the records

radio to the station for help
read rights to the suspect
record in the file

recover for evidence

restrain by leg irons

save for evidence

serve for years

serve in the army

serve to the customer

slip in the mud

slip on the wet floor

sort out the conflicting reports
state for the record

state in response

switch on the light

talk about the plans

talk to the child

talk with the opposition

tell her from her sister

tell on her neighbor

tell to the security guard
track down the marijuana growers
trade in the car
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place her on the docket
turn on the light

turn out for the best

turn to a friend

use for his own purpose
vault over the fence

veer to the left

volunteer for the assignment
vouch for his alibi

wait for the next one
wait on the customers
watch for signs of trouble
wire for funds

turn in his neighbor
work at the station
work in the office
work on the report
work out at the gym
work up the crowd to hysteria
wrap around the body
wrap up the kilo

X out the names

X-ray for broken bones
yield to his demand
yield under pressure
zero in on the problem

Prepositions commonly used after certain expressions:

according to the witness
angry at the accusation

angry with his neighbor
appear at the trial

assist at the scene of the accident
aware of the problem

based on the information
capable of the duties involved
check for latents

composed of prior reports
contact by noon today
dependent on

description of the suspect
details on how it happened
disappointed in the results
discharged on Tuesday

Summary

due to conflicting information
followed by other complaints

in accordance with the proceedings
in regard to the memo
independent of the others
involved in the drug ring

limited by his handicap

limited to those requirements
married to the defendant
pursuant to reviewing the facts
recovery of evidence

related to the survivor

resulting from the collision
sample of his handwriting

with respect to the judge’s ruling

1. The basic parts of speech include the noun, pronoun, verb, adjective,
adverb, preposition, conjunction, and interjection. Words may become dif-
ferent parts of speech based on usage.

2. In most reports the verb is used in the past tense documenting what has

already happened.

3. Words (parts of speech) form sentences. A sentence is a complete thought
that consists of a subject and a predicate.
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10.

There are patterns in sentence structure and grammar. The basic pattern is
WHO DID WHAT and TO WHOM, WHEN, WHERE, and HOW.
Be careful about the use of WHY because it may involve a value judgment.

In reporting, active verbs are preferred over passive verbs. The active form
of writing is clearer and uses fewer words. With the use of headings and
subheadings, the subject may be left out in some cases (because it is under-
stood). Check with your own agency to determine if this is an acceptable
format.

Independent clauses contain a subject and predicate and are able to stand
alone. Dependent clauses contain a subject and predicate but are not able
to stand alone.

Prepositional phrases consist of a preposition and object and may include
modifiers of the object. Participial phrases consist of a participle and its
object and/or modifiers. Infinitive phrases consist of an infinitive (the verb
form that begins with to, e.g., to be, to go) plus its object and/or modifier.

Like dependent clauses, phrases cannot stand alone and are used instead as
adverbs, adjectives, and nouns.

Many people, especially those for whom English is a second language, have
difficulty using prepositions and their objects with terms that are found in

report writing. Proper usage comes with practice and review of such usage.

Remember to investigate grammar just as you would a case (see Figure 8.1).
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Figure 8.1
The “Whodunit” Approach to Grammar
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Chapter 8 — TEST
1. In the space provided, write definitions:

(a) Noun

(b) Pronoun

(c) Verb

(d) Adjective

(e) Adverb

(f) Preposition

(g) Conjunction

(h) Interjection

2. (a) In what tense are most verbs in reports?

(b) What is the most frequent use of the present tense?

(c) What often causes misspelling of verbs in the past tense?

3. A sentence is a complete thought that consists of a and a

4. A(n) shows the action that the subject took.
Many mistakes in report writing result from overuse of the
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5. Define independent clause:

Define the dependent clause, and explain how it is used.

6. Define the three types of phrases, and explain how each type is used:

(a)




CHAPTER 9

Avoiding Errors in Sentence
Structure

Have you ever had a report or paper returned to you with instructions to rewrite it?
Worse still, have you ever had to instruct someone else to rewrite a report or paper
without a clear idea of how it should be done?

There is one outstanding suspect in most cases of mixed-up writing: the run-on
sentence. What is it? What makes it different from a long but correctly written sen-
tence? How can the supervisor locate and explain the errors? How can the writer
correct them?

The Run-On Sentence — Source of Many Errors

The run-on sentence, the “grandfather of all mistakes,” usually goes on too long
without having any clear connection between its many clauses and phrases. Because
it is so involved, it begets many errors:

1.

2.

How can you punctuate a sentence that is incorrect in the first place?

How can you be sure that the subject-verb relationship is clear when so
many words come between the subject and verb?

How can a pronoun refer to a definite noun when there are too many pos-
sible references?

How can you tell which word is being modified by a participial phrase
when more than one word appears possible?
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With all these possibilities for mistakes in a very long sentence, can long
sentences ever really be correct? They surely can. Legal papers abound in which sen-
tences go on, not only for a paragraph but sometimes for pages. (This may even
contribute to the time that it takes for cases to get through court.) Military writing
used to rival legal writing in confusing structure, though this is no longer true.
Military manuals are now succinct and explicit. A reform in legal writing is occur-
ring in New York and California, states that often prove to be models in the area of
law. Some banks and insurance companies are now writing documents — or at least
providing an explanation — in “plain English.” At any rate, the law enforcement
officer who uses “legalese” as a model will confuse rather than clarify. Corrections,
probation, and parole personnel should not use complicated structure, even in
writing directed to a judge.

If you are not trying to imitate long legal forms, why are you likely to write run-
on sentences? Often you are working under pressure, trying to get a report out in a
hurry. You are tired and want to go home. Instead of putting a period at the end of a
complete thought, you put a comma, a dash, an and, or an ellipsis, and then you
keep on going. The more tired you are, the longer you may go on before you
remember to complete a thought, put in a period, and start a new sentence.

Another reason for the overlong sentence is wordiness. In Chapter 12 you will
find out how to replace old-fashioned rambling with modern brevity.

It will belp you as a writer, or supervisor of other writers, to know the types of
sentences and how to use them. In Chapter 8, you had a review of the two kinds of
clauses and the three kinds of phrases, as well as the ways in which they may be
used. The independent clause was visualized as a larger block, and the dependent
clause as a smaller block. This may sound like game-playing, but it will help you
overcome the difficulty you may have in visualizing what is discussed regarding
grammar. You can then follow through by visualizing sentences in block form.

How will it help you to mark blocks in the margin to identify clauses? It will
enable you to find your own pattern of writing. Perhaps you use too many overly
long compound-complex sentences. Just as a criminal has a particular modus oper-
andi, every writer develops individual patterns and habits. Blocking out sentences
will quickly show you what mistakes you may be making, which usually are either
run-on or incomplete sentences. It is also a tool to sort out problems in sentence
structure for those whose reports you are expected to sign.

An independent clause contains a subject and predicate and is able to
stand alone as a complete thought.

A dependent clause also contains a subject and predicate but is unable to
stand alone. It is usually introduced by such words as after, although, as,
because, before, how, if, since, so, that, though, unless, until, what, when,
where, whether, which, while, who, whom, why, and combinations of
these, such as so that, in order that, whoever, and whichever. The preced-
ing words do not always introduce a dependent clause. Sometimes words
such as before and after can introduce a prepositional phrase, e.g., before
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the game. A clause, even a dependent clause, must have a subject and
predicate. Sometimes words such as who, what, and that can act as rela-
tive pronouns and be part of an independent clause.

Example:

Who came?

(Independent clause. Simple sentence.)

Joe is the man who came early.

(Who in this case introduces a dependent clause used as an adjective to
modify man. Complex sentence.)

Block Method of Visualizing Sentence Structure

A simple sentence contains one independent clause.

. ("11). A complex sentence contains one and only one inde-
pendent clause plus one or more dependent clauses.

[ . The dependent clause may come first, in which case a
comma usually sets it off from the independent clause.

( ‘ ) . A compound sentence contains two or more indepen-

dent clauses joined by a coordinating conjunction
and a comma, by a semicolon alone, or by an adver-
bial conjunction and a semicolon. Parentheses indi-
cate that more of the same type of clause may be
included with the sentence still coming under the
same category.

; . . A compound-complex sentence contains two indepen-
dent clauses and one dependent clause as a basic struc-
ture. More dependent and independent clauses can be

added.

Note these special points:

1.

Phrases — prepositional, participial, and infinitive — do not affect the sen-
tence structure defined above. Often, however, too many phrases may
make even a simple sentence much too long. The prepositional phrase is
a frequent offender, but other types of phrases cause problems as well.

Example:

To convince the judge (infinitive phrase) of his innocence (prepositional
phrase) at the time (prepositional phrase) of the crime (prepositional
phrase), he claimed (subject and predicate) to have been (infinitive
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phrase) at church (prepositional phrase) having found God (participial
phrase) changing his whole life (participial phrase) into one (preposi-
tional phrase) of conventional morality (prepositional phrase) with a
sincere desire (prepositional phrase) to help, not harm, others and to
pay his debt (infinitive phrases) to society (prepositional phrase) in a
way (prepositional phrase) to convince anyone (infinitive phrase) of his
innocence (prepositional phrase) of this particular crime (prepositional
phrase) at this specific time (prepositional phrase).

Actually, this particular sentence is grammatically correct if you can stay with it
long enough to sort it out. The average reader understands sentences much bet-
ter if the word count stays around 20 words instead of 65 words as in the exam-
ple above.

“Subject-less” sentences are those in which the subject is understood. These
are allowed by some agencies but frowned on by others. Check your
agency’s preferred style. Usually such sentences occur under headings,
and the subject of the action is evident.

Example:

VICTIM’S STATEMENT

Returned home early. Found door standing open and could see furniture
scattered around the front room. Ran next door and called police.
Victim is the assumed subject in each of the above sentences. Two of the
sentences contain compound predicates: found and could see in the sec-
ond and ran and called in the third. The above sentences would be
blocked off as three simple sentences because a simple sentence can have
a compound or double subject or predicate:

How would the same information be given in sentences?

Example:

VICTIM’S STATEMENT

I returned home early. I found the door standing open, and I could see
furniture scattered around the front room. I ran next door and called
the police.

, and
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The same information can also be given in a complex sentence followed by a
simple sentence:

Example:

When I returned home early (dependent clause introduced by when),
I could see furniture overturned and things spilled on the floor. I ran
next door to call the police.

L],

[ ] Note that a comma follows the introductory depen-
’ dent clause.

How would the same sort of information be expressed in a compound sentence?

Example :

I returned home early; I found the door unlocked, and I could see furni-
ture overturned and things spilled on the floor. I ran next door to call the
police.

Not much improved, is it? Here you have three independent clauses forming a
compound sentence, followed by a simple sentence:

; , and
(In this case, and is a coordinating conjunction.)
The information can also be given in a compound-complex sentence:

Example :

When I returned home early, I found the door unlocked, and I could see
furniture overturned and things spilled on the floor. I ran next door to
call the police.

By using the subordinating word when, the first clause becomes dependent, as it
cannot stand alone. Because the dependent clause is followed by two independent
clauses, the sentence is compound-complex, followed by a simple sentence:

D, , and
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Example of wall-to-wall writing with run-on sentences:

VICTIM’S STATEMENT

He indicated that he came home early that day because he felt sick and business
wasn’t too good anyhow so the boss let him have time off and he stated that
when he went to unlock the door he saw that the door was open and someone
else must have done it. He further related that when he looked into his front
room some of the furniture was upside down and things were spilled all over
the floor so he figured that a burglar must have done it and ran next door
and called the police.

Do you think that this example sounds exaggerated? Most supervisors can tell
you of their experiences with writing similar to this. There are plenty of errors in
the above paragraph. Block it off and see what you get (although even expert gram-
marians might not come out with the same number of clauses because of different
interpretations of meaning).

Note that the use of the words indicated, stated, and related entice one to use
longer and longer sentences. Once you start using these words, which many think
sound professional, it is almost impossible for you to quit repeating them in the
same sentence or paragraph. A simple paraphrase of what the person said is easier
to read and will stand up better in court.

Next time you are faced with a run-on sentence — your own or someone
else’s — block off the clauses. It should become clear that there are too many
clauses. If you are a supervisor, show a subordinate who is guilty of run-on sen-
tences how the sentences look in blocked-off form. Then cut the sentences down
to the bare bones. This will take you a little time at first, but it should save both
of you time in the long run.

Punctuation Problems

In an actual report, you would probably find commas strewn throughout. Some
people tend to use punctuation like pepper on soup — without careful placement.
Commas are not the only punctuation abused. Often the writer will incorrectly use
the dash (—) or the ellipsis (...) as well. Actually, the ellipsis indicates that words
have been deleted, because they are unimportant. The dash and the ellipsis habits
are contagious. The solution is simple: write short sentences, and you won’t need
much punctuation. Punctuation will be dealt with in more detail in Chapter 10.

Subject-Verb Agreement

In a run-on sentence, confusion often exists as to which subject goes with which
verb.

Example:
... he figured that a burglar must have done it and ran next door and
called the police.
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It was helpful of the burglar to call the police, wasn’t it? Or was it the victim
who called, not the burglar? Court is no place for explanations that begin: “What
I meant was ...”

People in the criminal justice system are not given the benefit of the doubt.
Writing stands as it was written, not as it was intended. The defense attorney will
be happy to pounce on any such mistake and point it out in court. He or she will
then suggest that if a writer wasn’t reliable in one such instance, perhaps the writer
should not be believed on other points. The result is a lot of ammunition for the
defense and humiliation for the report writer.

Noun-Pronoun Agreement
Look at the same incorrect example:

... he figured that a burglar must have done it and ran next door and
called the police.

As this statement had the heading VICTIM’S STATEMENT, he refers to the
noun, victim, and is the subject of the verb. It is better to repeat names rather than
to overuse personal pronouns. In this way you will avoid the awkward use of names
in parentheses, as in the following example.

Example:
Then he (JONES) went to the neighbor’s house to report that the suspect
(WILSON) had burglarized his (JONES’S) house.

Dangling Participles

No dangling participles are shown in the example given for the run-on sentence.
However, participles alone and participial phrases often appear to attach themselves
to the wrong noun or pronoun.

Example :
Running down the street he saw the man he suspected of the burglary.

If you try to analyze the previous example, it immediately becomes a problem to
determine whether it was the victim or the burglar running down the street. Watch
out for similar dangling participles and for participial phrases that can modify more
than one word.

Sentence Fragments

Most people think of the sentence fragment as the sentence that is too short.
However, a very long group of words introduced by a subordinating word like
when, although, since, or because may still be a sentence fragment. It is possible
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for report writers to create such a fragment by inserting periods merely because they
have been typing a long time and not because they are at a place that indicates the
conclusion of a complete thought.

Note that even though it is long, the following is a fragment.

Example:

When the bell started ringing, the one recently installed by Emergency
Warning System, in the Workman’s Hardware Store at the intersection
of Fifth and Marshall Streets and the people were shoving and pushing
to see what was happening and getting in the way of Unit 410 which
answered the call.

The subordinating word when introduces a dependent clause that contains 50
words and includes within it two other dependent clauses. The word and connects
the people with the original when. Without that and, the people would be the sub-
ject of an independent clause. Reread the paragraph carefully for analysis.

One way to test for the sentence fragment is to read it aloud. Does your voice go
up at the end, even though the words do not constitute a question? If so, you are
probably dealing with a dependent clause:

After I left.

If he is on probation.

When Sergeant Jones heard the All Points Bulletin.
Because the cash register was locked.

If initiating an idea, these four clauses are dependent (literally meaning “hang-
ing from”). While reading these, your voice goes up. However, each of the above
examples could be a complete thought if given in response to a related question:

When did he come? After 1 left.
When did he begin pursuit? When Sergeant Jones heard the All Points Bulletin.

Most people correctly use many shortcuts and fragments when speaking. In cer-
tain situations, even a dependent clause or a group of related words without a full
subject-predicate structure can be an acceptable sentence. However, to be on the
safe side, it is best to abide by the rules with which you are familiar.

Summary

1. The run-on sentence is the “grandfather of all mistakes,” as it may include
errors in (a) punctuation, (b) subject-verb agreement, (c) noun-pronoun
agreement, and (d) dangling participle or other modifiers.

2. Long legal sentences that go on for several pages may be correct in form if
written by experts. Because it is risky and may be confusing to write that
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10.

way, it is best for personnel in the criminal justice system not to imitate the
so-called legalese style of writing.

Visualize sentence structure by marking off a large square for each inde-
pendent clause and a small square for each dependent clause.

A simple sentence contains one independent clause. A complex sentence
contains one independent clause and one or more dependent clauses.
A compound sentence contains two or more independent clauses joined
by a coordinating conjunction and a comma, by a semicolon alone, or by
an adverbial conjunction and a semicolon. A compound-complex sentence
has a basic structure of two independent clauses and one dependent clause,
although more of each type may be added.

Phrases are not considered in determining whether a sentence is simple,
complex, compound, or compound-complex. However, too many phrases
added to even a simple sentence can make it confusing.

In cases in which the subject is identified with a heading such as VICTIM’S
STATEMENT, the subject may be omitted if it is understood. (Check with
your agency on this.)

Use short sentences followed by periods. Do not use a comma, dash, or
ellipsis when you should use a period.

Learn to analyze sentences — your own, and, if you are a supervisor, those
of your subordinates — to see if any are run-on sentences or sentence
fragments.

Testing sentences by reading them aloud will help locate errors. Overly
long and confusing sentences will be more obvious. Sentence fragments

may be revealed by the way that the voice goes up rather than down.

To be on the safe side, be brief and abide by your agency’s rules.
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Chapter 9 — TEST

1.

2.

The source of most errors in sentence structure is the

Name the sentence structure shown in the block forms.

 OCO

, and

IR A )

The convoluted language used in long, legal-type sentences is commonly
called . It is unwise for the report writer to imitate legal
models.

Use a period at the end of a sentence. Avoid using these three other forms
of punctuation in place of a period:

When a heading is used, the subject may be if it is
clearly understood who is doing the action.

In the space provided, put a large or small block for each type of clause.
Then identify the type of sentence.

(a) She had already been missing for two days before her absence was
reported.

(Blocks) (Type)

(b) Wearing a bright red rayon dress with matching patent-leather pumps
and carrying a red-and-white patent leather clutch handbag, she left
the house at about 0550 hours on March 10, 1998.

(Blocks) (Type)

(c) No one has seen her since that date.

(Blocks) (Type)
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(d) Numerous tips have been followed up, but no reliable information has
been received.

(Blocks) (Type)

(e) Although questions have been asked about her recent contacts, her
friendship with a known gambler is now being investigated, and his

whereabouts are being sought.

(Blocks) (Type)




CHAPTER 10

Making Punctuation Work

Punctuation is one of the more logical and helpful aspects of grammar. Learn
enough about it so that it will work for you.

Few people realize that there are two kinds of punctuation: open and closed.
Open refers to using the fewest possible punctuation marks, e.g., omitting the
comma before the final and in a series or leaving off the period at the end of a line
when listing points on separate lines. Open was the more popular form in the 1970s
and 1980s, but more and more references are mandating the use of a comma before
the final conjunction in a series. Periods are omitted at the ends of items in a vertical
list or enumeration, unless the items are complete sentences.

Overpunctuation is the bane of many reports. The solution is simple: when in
doubt, leave it out. This is particularly true in the case of the comma. Many people
use far too many commas. One old rule says, for example, to use a period when
there is a long pause and a comma when there is a short pause. This may work
sometimes, but what about the times when you are interrupted by the phone, a fel-
low officer, or the need for a cup of coffee while typing? Many people hit the
comma key compulsively if they so much as exhale. Overpunctuation in the case
of colons and ellipses is also rampant in many agencies. Learn how to use punctua-
tion and use it sparingly.

As introduced in Chapter 8 of this text, the block method of identifying inde-
pendent and dependent clauses will help you to understand punctuation.

= independent clause

| = dependent clause
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The Comma

Commas are used between independent clauses when they are joined by and, or,
so, nor, for, but, or yet. If no coordinating conjunction is used to join independent
clauses, then the comma is incorrect. In the absence of the coordinating conjunc-
tion, the semicolon is properly used.

, and, or, so, nor, for, but, or yet . This is correct.

This is correct.

This is a comma splice and is incorrect if no coordinating conjunc-
tion is used.

Correct examples:
The neighbor knocked on the door, but she received no reply.
The neighbor knocked on the door; no one answered.

In both of these cases there are two independent clauses. They could
have made separate sentences, but they were so closely related that a
compound sentence seemed best. It would be incorrect to use a comma
in the second sentence, because there is no coordinating conjunction.

When a long dependent clause precedes an independent clause, a comma fol-
lows the dependent clause. However, when the independent clause comes first, usu-
ally no comma is used.

(] When he realized the seriousness of the charge, he requested an
’ attorney.

| | He requested an attorney when he realized the seriousness of the
" charge.

Note how the words flow without pause in the second sentence. In the first sen-
tence, there is a pause between the words charge and be. This pause does not natu-
rally exist between attorney and when in the second sentence. On occasion, it is
possible to omit the comma after a short dependent clause that precedes the inde-
pendent one. However, because it is never incorrect to do so, it is best to always
include the comma in this instance.

Example:
Before he left, he signed out at the desk.
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There are other common uses for the comma in report writing:

1.

In addresses, commas are used to set off towns, counties, and states, but
are not used before the zip code.

Example:
He lived at 1210 Adams Street, Williamstown, NE 69042.

In correspondence, commas are used after the close of a letter (e.g., “Yours
truly,” “Sincerely yours,”) When a letter is formal, a colon is used after the
salutation (e.g., “Dear Ms. Jones:”).

In dates, commas are needed to separate the day of the week, day, month,
and year.

Example:
The accident occurred on Wednesday, January 16, 2010.

On many forms, dates are used in numerical form and are set off by
dashes or slashes. Use the form that is accepted at your agency. Alternate
forms may be these: 1-16-10 or 1/16/10. Military and European usage
may reverse the order and omit the commas: 16 January 2010 or
16 Jan 10.

Commas may separate the words in a series before the final conjunction
and, or, or nor. As previously mentioned, the more modern form of punc-
tuation includes the comma immediately before the final conjunction.

Examples:
The refugee begged for food, clothing, and a place to stay.
The officer submitted a burglary, theft, and assault report.

Where a series of adjectives are parallel (modifying the subject in equal
proportion, as opposed to modifying an idea expressed by the combination
of an adjective and a noun), commas are needed.

Example:
It was a cold, stormy, dark night.
However, when adjectives are not parallel, omit the comma.

Example:

He wore heavy logging boots.

A test for parallelism is to try to reverse the adjectives. Logging heavy
boots would not make sense.
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5. Commas set off direct quotations. Where the word referring to the speaker

and said (or a similar word) interrupt the quotation, commas appear both
before and after those words.

Examples:

The suspect said, “Let me out of here.”

“No one,” he said, “could pin me to the crime.” (This interrupted form
of quotation is rarely used in reports.)

Very short quotations that are structurally a part of the sentence are not set
off with commas.

Example:
The prisoner in the adjoining cell, G-345, described the fight in G-347 as
a “bad scene.”

When titles or degrees are used, commas set off information.

Examples: John JONES, ]Jr.
Walter ADAMS, M.A., Ph.D.

A comma is used to separate the last name when a name is inverted.
Example: JAMES, Edward

Commas may be used in cases where confusion would result if they were
omitted.

Example:

He could not interpret the handwriting, expert though he was.
(Omitting the comma would make it appear that handwriting modifies
expert.)

In showing the person addressed, the comma sets off the name by coming
either before or after it, depending on the position of the name in the
sentence.

Examples:
Officer Brown, please take the stand.
The client said, “Come here, Mary.”

If the name is in the middle of the sentence, the comma precedes and fol-
lows it as well.

Example:
Isn’t it true, Lieutenant Malcolm, that you did not see the oncoming car?
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10. With nonrestrictive modifiers (those that are not required for a sentence to
make sense), the voice naturally pauses in the reading. This indicates that
the comma is needed.

Examples:
While in the office, he often complained of an overload.
The prisoner, Jack JONES, then threw the plate at the guard.

Sometimes the meaning is completely changed with the addition or omis-
sion of commas with modifiers.

Examples:

Prisoners who do not respond to treatment should be transferred to this
facility.

Prisoners, who do not respond to treatment, should be transferred to
this facility.

In the second case, all prisoners would be grouped together as people who
do not respond to treatment — indicating that prisoners, in general, should
be transferred. In the first case, a distinction is made, indicating that only
those prisoners who do not respond to treatment should be transferred.
Use a comma to clarify. If you think your reader(s) will still have a difficult
time understanding your point, rewrite the sentence.

11. Dashes and parentheses may take the place of commas and are sometimes
used interchangeably. Frequently, a nonrestrictive clause or phrase is added
as an additional bit of information or an aside. Dashes and parentheses
interrupt the flow of thought more than commas and call attention to
the words. Dashes are used to emphasize, while parentheses tend to de-
emphasize. A common use of parentheses is to confirm a specific amount
such as ($500) in a burglary.

The Semicolon

The semicolon is rarely needed in crisp writing in criminal justice. One excep-
tion might be the writings of probation officers. Because these officers are attached
to the courts, they are sometimes required or expected to follow legal style. They
also tend to qualify statements more often than others in the criminal justice field.

Example:
The client has committed a felony; however, he has made restitution, has
a job, and appears to be a candidate for probation.

On the other hand, corrections officers working in a prison should follow the
law enforcement format in stating facts, not opinions. Incidents such as thefts or
fights should be noted in logs with references made to incident reports for more
complete descriptions.
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1.

Both

As indicated in the section on commas, the semicolon separates indepen-
dent clauses when they are not joined by a comma and a coordinating con-
junction, such as and, or, nor, for, but, so, or, yet. This style is useful when
the independent clauses are very closely related.

Suspect 1 refused to talk; Suspect 2 complied.

bl

punctuation styles may be used in one sentence.

Nothing further could be done; the officer had to
" maintain surveillance, or the careful planning would
have no results.

5 , Or

Transitional words such as however, hence, consequently, therefore, moreover,
and in fact, called adverbial conjunctions, require a semicolon preceding and a
comma after the word when they are used to join two independent clauses.
These are not coordinating conjunctions.

Example:
Sergeant Jane Ross had already worked eight hours; however, in the
emergency, she offered to continue at the receiving desk.

The semicolon also may be used to separate long or possibly confusing
items in a series, especially when these items already include commas.

Example:

The following were elected: Captain Walter White, president; Captain
Mary Stanton, vice-president; Lieutenant Wilfred Walker, secretary;
Captain John Marshall, treasurer.

Semicolons may be used to group items in a series when the individual
items are set off by commas.

Example:

For the Wilderness Survival workshop, the officers took the following:
dehydrated food, coffee, eggs; ponchos, tarps, Coleman stoves; rifles,
ammunition, knives.

Note that similar items are put together and set off by commas; the semicolon

acts as a
Rath

commas,

“super comma” to set off each series.
er than using a semicolon to separate a series of clauses in which there are
create a heading and put the series in list or outline form under that head-

ing. It will be easier to read because the reader won’t have to sort out what belongs

to what.
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Example:
For the Wilderness Survival workshop, the officers took the following:

FOOD
dehydrated food

coffee
eggs

GEAR

ponchos

tarps

Coleman stoves

WEAPONS
rifles
ammunition
knives

The Colon

The colon usually means that something will follow. It is a form of punctuation
often overused in police communications. For example, the heading need not have a
colon following it, because it usually stands alone on the line and is distinguished by
all capital letters and underlining.

Example:

VICTIM’S STATEMENT
XXXXXXXXXXXXXXXXXXXXXX XX XX XX XX XX XX XX XX XX XX XXX XX XX XXXXXX
XXXXXXXXXXXXXXX XXX XX XXX XXX XX KX XXX XX XXX XX XXX XX XXX XX XXXKX

A colon is not needed after the heading unless space is at such a premium that
the statement continues on the same line.

VICTIM’S STATEMENT: XxxxXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
10.0/0.0.0.0.0.010.6.0.0.0.010.6.0.0.0.00.0.0.0.0006.0.0.0.006.0.0.00060.000066.000060.04

Interoffice communications use the colon following the words TO, FROM,
DATE, and SUBJECT. The placement is also important. Most offices have forms,
but sometimes you need to make out your own. The colon should not go farther
across the page than the end of the longest word, which is SUBJECT.

Example:
TO: TO:
FROM: or FROM:
DATE: DATE:

SUBJECT: SUBJECT:
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The colon is used after words introducing a series.

Example:

You are required to bring the following items: pick, shovel, bucket, and
marking stick.

The salutation of a formal letter is followed by a colon. An informal letter can
use a comma.

Example:
Dear Ms. Brown:

You may use a colon to introduce material that explains, supplements, restates,
or amplifies the preceding clause.

Example:

The report to the mayor must be very carefully written: it will explain
the “high incidence of crime” times and places, and it will document
the need for personnel.

The colon is also sometimes used to introduce a quotation.

The Apostrophe

The most frequent use of the apostrophe is to show possession. It can also show
that something has been omitted.

1. As a general rule, use an apostrophe followed by an s to show possession.
To form the possessive of a plural noun ending in s, add only an apostro-
phe. To form the possessive of a plural noun or a plural proper noun,
add an apostrophe to the accepted plural form.

Examples:

one officer’s work witness’s statement
the officers’ assignments witnesses’ statements
man’s time The Vanderbilts’ estate

Do not use an apostrophe before the final s to form a plural instead of a
possessive. In the case of an irregular plural, add an apostrophe to the
accepted plural form followed by an s.

Example:
children’s clothes

2. The apostrophe follows the final word in a compound noun.

Example:
the mother-in-law’s house
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3. To show joint possession, add the apostrophe and s to the last noun. How-
ever, when the compound nouns are considered separately, add the apos-
trophe and s to each.

Examples:
The incident occurred at Tom and Jerry’s Bar.
No one asked Tom’s or Jerry’s opinions.

4. Pronouns such as my, mine, our, ours, your, yours, his, bers, its, their,
theirs, and whose have possession already built in without an additional
apostrophe or s. Note that its is a possessive pronoun that is gender-neu-
tral. (It’s is a contraction meaning ‘it is.’)

Examples:
This is his beat. Whose gun is this?
The dog chased its tail. The responsibility is yours.

Some indefinite pronouns need an apostrophe and s to form the possessive.

Examples:
anybody’s opinion another’s complaint
someone’s job no one’s work

someone else’s testimony
The apostrophe may also show omission of one or more letters.

Examples:
I’ve (I have) can’t (cannot)

The Ellipsis

Like the apostrophe, the ellipsis indicates missing material, but the ellipsis
shows that one or more words rather than letters are missing. In its correct usage,
the ellipsis is formed by three periods with spaces between them (. ..) indicating that
a word, words, or sentences have been left out, usually because they are irrelevant.
By its nature, the criminal justice professional’s report very rarely requires an ellip-
sis. It is expected that only relevant material is included. The problem is that many
report writers use the ellipsis in one of its forms as a substitute for some other punc-
tuation, such as a period:

Example:

Left Joe’s Bar at 2400 hrs ... Interviewed Suspect 1 ... He could not
explain actions prior to incident ... Radioed his description to Dispatch
... Pending further investigation by CID ...

Note that this is a common but incorrect usage. Avoid the usage of the ellipsis
and explain this reasoning to those whose work you must correct.
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Parentheses

Parentheses are sometimes used to set off nonrestrictive material, that is, words
that interrupt sentences and may add accuracy but do not alter the main meaning,
although they tend to de-emphasize whatever they enclose. A common use in law
enforcement is to restate the cost of an item in numeric form.

Examples:

The patient claimed that the watch missing from the nightstand had cost
forty dollars ($40.00).

The suspect (who had previously eluded his captors) was located in Kansas
City.

Note that short parenthetical material within a sentence needs no internal punc-
tuation. However, a complete sentence set off by parentheses should have punctua-
tion that is within the parentheses.

Example:
The prisoner in C 242 is a repeater. (Note: He was charged with theft
three times in 2010.)

When lists are in numerical or alphabetical order, the assumption might be made
that the event or material listed under (1) came before that listed under (2) in order of
time or importance. This is not the case when items in a list are set off with a bullet,
which seems now to be gaining in usage and is represented by the bold circle or square.

Example:
Agenda for the June meeting:
* Vote on committee chairperson
e Discuss budget considerations for the next fiscal year
e Distribute pension plan proposal for discussion and review

Brackets [ ] are similar to parentheses, but are used mainly in academic writing.
Brackets enclose material added by someone other than the writer. They also are
used around the Latin term sic in order to call attention to the retyping of an error
made on an original report or when there is a grammatical error in a direct quote.

Examples:
The victim [Ann Doe| was found next to the car.
The too [sic] victims then called for help.

Quotation Marks

There are four basic uses for quotation marks: to set off a direct quotation, to
draw attention to a different use of a word, to set off some types of writing, and
to indicate titles of news and journal articles, essays, and short stories contained
in a larger volume with other similar works. You are probably most familiar with
the direct quotation.
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Example of a direct quotation:
He said, “I have just arrived.”

Example of an indirect quotation:
He said that he had just arrived.

Note the placement of the quotation marks before the first word in the quota-
tion and after the final punctuation. This is correct in about 99 percent of quota-
tions. An exception may be the following:

Do you think that the suspect told the truth when he yelled, “I swear I
didn’t shoot him!”?

Here you are guided by the obvious actual meaning. However, when in doubt,
put the quotation mark on the outside of the other punctuation.
Each part of an interrupted quote begins and ends with a quotation mark.

Example:
“If I have to stay,” he said, “I will draw overtime.”
(Note: This interrupted form of quotation is rarely used on reports.)

A quotation within a quotation is indicated by single quotation marks.

Example:
Officer Owens testified, “The suspect kept referring to his ‘connection’

during the buy.”

When you have a long transcript of testimony, such as that taped and recorded
in a serious case, you may have several paragraphs of quoted material. One style of
punctuation for lengthy quotes is to indent the left margin and single space without
using quotation marks.

If the report is written in the form of question and answer, quotation marks
need not be used.

Example:
Question: When did you leave the house?

Answer: At about 12:30. I went to get lunch.
Q: Is this your regular time to leave?
A: No, I generally go an hour earlier.

Sometimes only one, two, or three words are quoted. This can be used to show
that specific words in a paraphrased statement are quoted directly. Another purpose
of this type of quoting is to show irony.

Examples:
The victim said that the suspect in this case is his neighbor David Smith,

who is an “idiot.”
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He said that the budget would be given “careful consideration,” at least,
“to some extent.”

(This implies that the writer does not believe that the consideration is
careful. The second quotation shows the absurdity of the situation.)

Guard against overuse of the quotation mark; it can imply opposite meaning.

Example:

The captain issued “special” orders.

(A number of writers use the quotation mark to imply importance and
call attention. Here, the mark calls attention, but in the wrong way.
The implication might be that the orders are called special but that the
writer doesn’t agree.)

The quotation mark is correctly used to set off short literary works, such as
poems, essays, and short stories contained within a larger volume of work. Under-
line or italicize the name of a book, magazine, journal, or newspaper from which
the shorter material is taken. Old-fashioned usage was to quote all literary works,
short or long. The newer method makes a distinction.

Example:
“Three Arrested on Murder Charge” is an article on p. A-9 of The
Washington Post, May 12, 2010.

The Dash

On a typewriter, a dash is two hyphens typed together, with no space placed
before, between, or after the hyphens. On a computer or word processor, there is
usually a key for an em dash (named such because it is the width of an 2 in typeset
print). Dashes can be substituted for commas, colons, semicolons, and parentheses
to interrupt a thought or add further information.

Dashes can also be used to set off nonrestrictive material.

Example:
The prisoner — incarcerated January 7, 2006 — is up for parole in
2010.

Avoid overusing dashes.

Dashes are sometimes used to make obscenities publishable, such as with s— or
f—. In such cases, a single dash is used for each letter omitted with no space
between. In a criminal justice system report obscenities should be spelled out
exactly.
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A direct quotation from a witness showing a change of mind is an acceptable
use of dashes:

Example:
“Tuesday was the last time I saw him alive — or maybe it was Wednesday
— last week, anyhow.”

Underlines

Underlining is often used for emphasis. It is also used to show titles of books,
magazines, newspapers, films, or other such works. Words underlined in a manu-
script are changed to italics when the material appears in print. Most word proces-
sing programs have the capability of italicizing, eliminating the need for such
underlining.

Summary
1. Overpunctuation is a common problem. When in doubt, leave it out.

2. The block system of visualizing points out basic sentence punctuation.
A semicolon is used between independent clauses not joined by a conjunc-
tion. When clauses are joined by and, or, nor, for, but, so, or yet, a comma
is used before the coordinating conjunction. When a dependent clause
precedes the independent clause, it is set off with a comma. When the dep-
endent clause follows the independent one, usually no comma is needed.

3. The comma has many uses:
to set off parts of an address (except the zip code)
to set off the day of the week, the day, month, and year
to set off words in a series
to set off quoted material from the rest of the sentence
to set off titles or degrees
to avoid confusion in interpretation
to indicate the person being addressed
to set off parenthetical or nonrestrictive material
to separate the last name when a name is reversed

4. The semicolon separates long or possibly confusing items in a series, espe-
cially when such items also include commas. The semicolon separates inde-
pendent clauses when no coordinating conjunction is used. Adverbial
conjunctions like however, hence, consequently, and in fact are not coordi-
nating conjunctions. They are followed by commas when used to introduce
a new clause. Where such a word connects two or more independent
clauses in a sentence, a semicolon is used to set off the independent clause
preceding this transitional word.
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The colon usually means that something will follow. It may be used to
introduce words in a series, a long formal statement, or even a quotation.
It is used following the salutation in a formal letter and after words such as
TO, FROM, DATE, and SUBJECT in interoffice communications.

The apostrophe most frequently is used to show possession. The apostro-
phe also may show omission of a letter or letters, as in can’t for cannot.

The ellipsis, shown as three dots, means that something has been omitted,
usually because it is irrelevant. It sometimes looks like four dots if it is at
the end of a sentence ending with a period. It is overused by many report
writers, who substitute it for correct punctuation between sentences.

Parentheses may be used to set off words that add accuracy to, but do not
alter, the main meaning of a sentence. They can also be used to enclose
numbers or letters in an outline.

Quotation marks set off direct quotations and set off short literary works
such as poems, essays, short stories, or other selections from a larger
volume of work. (The publication title is underlined or italicized.) When
quotation marks set off a word or just a few words in a sentence, they call
attention to these words, sometimes implying irony. One format for
lengthy quotes is to indent the left margin and single space, omitting quo-
tation marks. Like other forms of punctuation, quotation marks often are
overused.
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Chapter 10 — TEST

1. The most common problem in punctuation is

2. Using the block method of visualizing, supply the missing punctuation in
the following sentences:

[]

and

but

3. The comma has many uses:

(a) to set off parts of a(n) , except for the :
(b) to set off time elements, such as , ,
and ;
(c) to set off material from the rest of the sentence;
(d) to set off words in a ;
(e) to avoid confusion in ;
(f) to show the person ; and
(g) to set off parenthetical or material.
4. The semicolon separates clauses when they are

not joined with a conjunction.

5. The colon means that something will . It may be used fol-
lowing a in a letter. In interoffice communication
it is used following such words as , ,

, and
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6. The apostrophe is most frequently used to show

The apostrophe may also indicate

7. The ellipsis usually means

8. Quotation marks are used most often to set off




CHAPTER 11

Breaking the Spelling Jinx

How many people enter the criminal justice professions because they enjoy writing?
It is doubtful that many would say, “I love to write! I was always the English teacher’s
favorite, and I was the state champion in spelling when I was in junior high.”

Spelling is only one area of consideration in writing a report, but it is an area in
which mistakes are easily made that can be highlighted by the defense to make you
look like a fool in court. The term for this is “impeaching your credibility,” which is
a way of asking the judge or jury, “How can you trust this person?” Errors such as
the following crop up frequently:

1. Spelling the defendant’s name incorrectly or in more ways than one in the
same report is a common occurrence. (This often can require reappearance
to establish that the right person is on trial — a costly delaying tactic.)

2. Misspelling words so commonly used in the criminal justice field that they
should have become automatic.

3. Making gross errors in everyday words.
4. Using a word that sounds similar but means something totally different.

Even if everyone in court knows what was meant, the words as actually written
must stand. If your report is reprinted to become part of a large document, the erro-
neous words will be reproduced exactly as you wrote them, followed by the Latin
term sic. Sic is defined in the Merriam Webster’s Collegiate Dictionary, 10th ed., as:
“Latin; so, thus: intentionally so written — used after a printed word or passage to
indicate that it is intended exactly as printed or to indicate that it exactly reproduces
an original.” Picture a page of one of your reports reproduced with sic appearing
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several times. You have declared open season on yourself. Your court opponent is
thinking, “Yes! We can sink this officer’s credibility right there.”

Is this fair? Perhaps not. Your favorite sportscaster can make some terrible
bloopers and be considered colorful. The New Yorker and Reader’s Digest feature
stories that make fun of erroneous material printed in newspapers or magazines.
However, you and your reports will not be given the benefit of the doubt and you
and your bosses will not find the results humorous. Others may be able to get by
with mistakes, but the criminal justice report writer cannot.

This chapter contains some common spelling problems and ways to avoid them
in your professional writing.

Take Special Care with Names

Get the name right on the very first encounter. Ask for the person’s middle name
and for any nicknames. If you do not get the name from a license or other form of
identification, even if the name is Mary Jane Smith, ask, “And how do you spell
that?” It could be Mari Jayne Smythe. Do not make assumptions when it comes
to spelling names. If there is no middle name or initial, write NMI, which means
“no middle initial.” If the subject has aliases, nicknames, or pseudonyms, write
AKA (also known as), followed by the name or names. LNU can be used to indicate
“last name unknown.”

Ask to ensure correct spelling, even though you might think that asking makes
you sound stupid. It is better to ask at the time of the interview rather than risk
embarrassment in court. Leslie or Lesley can be masculine or feminine, as can Mar-
ion or Marian (although the former is more often the masculine form). Jean and
Jeanne can both be feminine, but the former is often the male spelling for one of
French descent. Francis is generally masculine and Frances feminine, but it would
be a mistake to count on anything. Kim, Pat, Tony, Kelly, and Chris are just a
few examples of names that are commonly spelled the same way by both men
and women. Check the full name when a shortened version is used. Jerry, Jerri, Jeri,
Gerri, Geri, or Gerry (masculine or feminine) can be short for Jerrold, Jerald, Ger-
ald, Gerard, Jerilyn, or Geraldine. Never assume the spelling of a name.

Be particularly careful when a last name is the same as a commonly known first
name. This is where the system of placing the last name in all capital letters is prac-
tical as well as visually easy to locate on the page. There are many first names that
also appear often as last names, such as John, Martin, Franklin, Allen, Frederick,
James, Lawrence, Norman, and Lloyd. If you capitalize the last name in full, you
will eliminate confusion: John Martin FRANKLIN, Allen Frederick JAMES, and
Lawrence Norman LLOYD will make it clear.

This system of capitalization is particularly useful with foreign names. Many
cities have many people that have Latin or Asian names; these cities in particular
tend also to recruit male and female officers of varied ethnic backgrounds. From
Florida to New York and from San Diego to Seattle, you can pass through blocks
of non-English-speaking people. Likewise, some universities have found that their
student body is becoming largely comprised of people who speak English as a second
language. Names such as KIM, WONG, TANAKA, or VALDEZ are encountered
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more frequently than they were in the past, and many report forms in large cities are
now written in more than one language. To avoid confusion, use all capital letters to
help distinguish last names from first names, if your agency allows it.

Check every name carefully. Witnesses’ names deserve the same care as the prin-
cipal people in the case, that is, victims, suspects, and officers.

Learn Words Commonly Used in Report Writing

Why do most people quit criminal justice professions? Fear of shootings?
Strange hours? Guess again. The director of a criminal justice program to which
many agencies send their recruits said:

A number one reason — or at least right close — is worry about
reports, the time they take, the chance of being made a fool of in
court. You’d think it was danger, right? Wrong! Many reports are
thrown out by the prosecutor as impossible to handle — that doesn’t
enhance an officer’s record, either.

From the other side of the fence, a public defender said this:

A poorly written investigation is the best defense I have to defend the
virtually nondefensible. You have a mass murderer who has said
right off, “She deserved it, the bitch, and all her family, too.” And
how do I get the guy off? A glitch in the report. Even poor spelling
— and how often do I see a report that has none? — can help me
impeach the credibility of the writer. One officer had to keep coming
back to court to prove he was talking about the right person since he
had the name spelled two different ways. Do not blame me when
someone you worked long at getting presumably to justice walks
out free. You did my job for me when your report had more holes
than a sieve and even the spelling and word use favored dismissing
the case. Wise up. Quit doing my work for me!

It may be that you or someone you supervise is a problem speller. Poor spelling has
never been proven to indicate poor intelligence, but misuse of words — sometimes
connected with poor spelling — is an indication of poor vocabulary skills.

Anyone can improve spelling and vocabulary skills in a specific work area.
Although spelling and word use are separate areas of concern when writing, the
two come together when words sound alike but are spelled differently. Criminal jus-
tice professionals are notorious for confusing words and for using words that sound
the same but mean something different. When people mutter and do not pronounce
words carefully, the problem increases.

You will cut down on writing time by learning how to spell key words in your field.
If you fail to do so, whenever you come to a problem word you will slow down,
guess that something is wrong, stop and look it up, then forget it again before the
next usage. Another time-wasting device is to try to think of an alternate word or a
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synonym for the one that you can’t spell. The second gambit may result not only in
wasted effort but also in distorted meaning.

Remember — you do not make thousands of mistakes; you make a few basic
mistakes a thousand times. If you learn how to correct one mistake beyond a
shadow of a doubt, you can correct an endless number. If you are not sure, look
it up and take the time to learn it so it won’t be a problem in the future. Be abso-
lutely sure of the words that you use daily in your work.

Consider this simple way to improve your spelling and word use: the 3 x §”
card trick used with both spelling and word use. Every time you come across a word
that you keep forgetting how to spell, put it on the card. Write no more than five
words on each card, and keep them on hand to memorize, one card at a time. Tack
the card on which you are working on your bathroom mirror, put it in your pocket,
or consult it when you are going up in the elevator. The point is to make the card an
automatic form of study, and remember to study no more than 10 words at a time.

Try associating the words with something that triggers the memory —
something that involves the senses or even something silly. Any means of fixing
key words in your mind is referred to as a mnemonic device (and if you can spell
mnemonic, you can spell almost anything). Use mnemonic devices to get over your
spelling problems. For example, take tattoo, an often misspelled word used in iden-
tification. Visualize the strangest tattoo that you have ever seen. Think of the
repeated taps with the needle that puncture the skin, repeat the word in syllables
(tat ® too), hear the double t as you say it, and write it on the card. Consult the card
at any time that you can throughout the day or night. Learn each word on your list
by visualizing it, saying it, and writing it.

By involving your senses and by keeping the card with you to consult in your
free time, you will be surprised at how many difficult words you can fix in your
memory. Keep your cards and review them; they work for vocabulary as well as
for spelling. The following is a list of words commonly spelled incorrectly in law
enforcement, corrections, probation, parole, and security reports:

Commonly Misspelled Words

a lot abscond accomplish acquitted
abandon abstinent accosted across
abate abutment account adamant
abdomen accelerant accumulate adapt
abduction accelerator accurate addict
aberration accept accused additional
abetting access lane accustomed address
abhor accessible achievement adjacent
abortion accessories acknowledged adjoining
abrasion accompanied acquaintance adjust
abrogate accomplice acquired admission
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admit
admonition
adultery
advantageous
adversary
advertisement
affidavit
affiliated
affirmative
affront
again
aggravated
aggressive
airplane
alcohol
alias

alibi

all right
allegations
alleged
alleviate
allotment
allusion
alongside
already
altered
alternate
although
always
amateur
ambulance
ammunition
amnesia
among
amount
amputation
amusement
analysis
analyze
animosity
announce
annoyance
annual
anonymous
answer
antenna
antipathy
anxiety
apartment
apathy

apoplexy
apparently
appearance
application
appoint
appraise
apprehended
apprise
approached
approximate
argument
arraignment
arrangement
arrest

arson

artery
article
artificial
ascertain
asked
assault
assignment
assistance
assistants
associate
assortment
assumed
asthma
athletics
attached
attacked
attendance
attorney
attribute
audacity
auditory
authoritative
automartic
autopsy
available
avert

backpack
backward
bail

bail bond
bale
ballistics
bandage
barricade

basically
battery
bayonet
bazaar
beginning
behavior
beige
believe
belligerent
berserk
biceps
bicycle
bigamy
billiard
binoculars
bizarre
blackmail
bolster
bona fide
bookkeeper
boundary
boutique
brake
break
brevity
bribery
brief
brother-in-law
bruises
build

built
bulletin
bunco
bureau
burglary
business
bystander

cache
cafeteria
cajole
calendar
caliber
campaign
candid
candidate
canister
capricious
captain
carburetor

cardiac
careful
carnally
carrying
cartridge
cashier
cassette
casualty
catastrophe
Caucasian
ceiling
cemetery
certificate
character
chauffeur
cheat

chief

choose
chose
chronological
circle

circuit
circumference
circumstantial
citing

citizen
clarify

client

coarse
cocaine
coerce
cognizant
cohabitation
coherent
collaborate
collar
collateral
collision
collusion
colonel
coma
comatose
combination
combustible
comfortable
commercial
commission
committed
committee
communicate
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compel
compensate
competition
complacent
complainant
complement
compliance
compliant
complying
compulsory
concealed
conciliatory
concur
concurrent
condone
conductive
confession
confined
connive
conscience
conscious
consent
conspiracy
construction
construe
consult
contempt
contents
contusion
convenience
converge
conviction
cooperate
copulation
corner
coroner
corporal
corporation
corps
corpse
correction
correlate
correspondence
corroborate
corrugated
cough
council
counselor
counterfeit
county

coupon
court
courteous
credibility
creditor
criminal
critical
criticism
crotch
cruelty
cruising
culminated
curfew
curly
currency
current
cursory
custody
customary
cylinder

damage
damaging
dangerous
debris

debt
deceased
decedent
deceptive
decision
decomposed
defamation
default
defecated
defective
defendant
defensive
definite
defraud
deleterious
delinquent
demeanor
demented
demonstration
denied
denomination
dependent
deployed
deposition
derogatory

derringer
descending
description
desecrate
desperate
despondent
destination
detainer
detective
developed
diabetes
diagnosis
diagonal
diaphragm
diarrhea
didn’t
diesel
different
dilapidated
dining
disappearance
disastrous
discipline
discotheque
discreet
discrepancy
discrete
discrimination
disease
disguise
disinfectant
disinterested
dislocation
dispatched
dispensary
dispersed
disposition
disqualify
disseminate
dissipated
distinction
divergent
diversion
divide
divorcee
divulge
docket
documentary
doesn’t
domestic

dormitory
drawer
driveway
drowsy
drunkard
drunkenness
dual
dubious
duffle bag
duplex
duplicate
duress
during
dynamite

earring
eccentric
eclectic
eighth
electricity
elevator
elicit

eligible
eliminate
embarrassed
embedded
embezzlement
embracing
emergency
emphysema
employee
employment
encounter
endemic
enemy
enforcement
ensuing
entice
entrance
entrust
environment
epileptic
equipment
equivalent
erection
erotic

err

erratic
especially
establishment
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estimate
eviction
evidence
except
exception
excite
excused
executed
exercise
exhaust
exigent
existence
exonerate
expedite
experience
expire
explanation
explicit
explosion
expression
extinguish
extortion
extradition
extremely
extremities
exuberant
ex-wife

facetious
facility
facsimile
familiar
fascinating
father-in-law
fatigue

fax
February
feces
federal
fellatio
felony
feminine
fictitious
Filipino
filthy
finally
financial
fisticuffs
flammable

flashlight

flippant
fondling
forcibly
forearm
foreign
forfeit
formally
formerly
fornication
forth
fortitude
forty
fourteen
fourth
fracture
fraudulent
friend
frightened
fugitive
fulfill
furlough
furniture
futile

gagged
gambling
garage
garbage
gassed
gauge
generally
genuine
ghetto
government
gradually
graffiti
graffito
gratification
graveled
grease
grenade
grievance
guarantee
guard
guidance
guilty
guitar

habitually
half

Halloween
hallucinogen
handkerchief
harassment
Hare Krishna
hazard
hazardous
headache
heard

height
hemorrhage
heroin
herself
hiccup
hijacked
hindered
Hispanic
hitchhiked
homicide
hone

hoping
horizontal
humane
humiliate
hunted
hurrying
hydrant
hypodermic
hysterical

ideal
identified
idiosyncrasy
ignorance
illicit
illiterate
imaginary
imitation
impatient
impeccable
imperfect
impervious
implicit
impossible
impression
impromptu
impugn
inadequate
incapacitation
incest

inchoate
incidentally
incineration
incoherent
incompetent
inconsistent
incorrigible
incredible
indecent
indefinite
independent
indicating
indict
indifference
indigent
indignant
indiscriminate
individual
induce

inept
inevitable
inflammable
informant
infringe
ingenious
ingredient
inhibition
initial
injured
in-laws
inmate
innocent
inquiry
inquisitive
inscribed
insinuate
insolence
instead
instigate
instinct
insufficient
insurance
intelligent
intercept
intercourse
interest
interfering
interior
interpret
interrogate
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interrupted
intersect
interstate
interview
intimidate
intoxicated
intractable
intruder
invasion
investigation
irrelevant
irresistible
isolate
issuance
it’s

its

jalousies
janitor
jealousies
jealousy
jeopardize
jurisdiction
justifiable
juvenile

kerosene
khaki
kidnapping
kleptomaniac
knowledge
knuckles

label
laboratory
laceration
larceny
lascivious
latent
later

latter
lattice
Laundromat
lawyer
legal
legible
legitimate
leisure
length
lessee

lessor
lewd
liable
liaison
libel
license
lien
lieutenant
lightning
likely
liquor
litigate
lividity
loiter
longer
loose
lose
losing
louvers
Luger
luggage

machete
magazine
maintain
maintenance
majority
malicious
malign
management
mandatory
maneuver
manual
margin
marijuana
marital
marriage
martial
matinee
maturity
mayhem
meant
medal
medevac
medical
memorandum
memorize
menace
menstrual
merely

metal
microphone
midriff
mileage
minimum
minor
minute
miscellaneous
mischievous
misdemeanor
misspelled
mitigate
moccasin
moisture
molest
monogrammed
moped
moral
morale
morgue
morphine
motorcycle
mountainous
multiple
municipal
murdered
murmur
muscle
museum
mustache
mutilated

naive
narcotics
narrow
natural
necessary
necklace
nefarious
negative
neglect
neighborhood
nephew
nervous
neutral
niece

ninety

noisy
nonpayment
noticeable

notify
nuisance
numerous
nunchaku

obedience
obligation
obnoxious
obscene
obscure
obsolete
obstacle
obstinate
occasion
occurred
occurrence
odor
offender
offense
official
often
operator
opinion
opium
opponent
opportunity
opposite
ordinance
ordnance
oscillate
overt

painful
pandering
panicked
parallel
paramedic
paraphernalia
parole
partial
participate
particular
passed
passenger
pastime
pathology
patience
patients
peace
pedestrian
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penalty
penchant
pendants
penis
perform
perhaps
perishable
perjury
permanent
permeate
permissible
permittee
perpetrator
persecute
perseverance
personal
personnel
perspiration
persuade
petulant
Philippines
physical
picketing
picnicking
placate
placid
planning
plausible
plea
pleasant
pneumatic
poisonous
polygamy
Portuguese
possession
posture
practically
practice
preceding
precipitate
precise
predicament
predication
pregnancy
prejudice
preliminary
premeditation
premises
prerogative
prescription

presence
presentence
pretrial
previous
prime
principal
principle
prior
prisoner
pristine
privilege
probably
probation
procedure
proceeds
procuring
profane
progress
prohibit
projectile
promiscuous
pronounce
pronunciation
proposition
prosecute
prostitution
protective
provocation
psychologist
publicity
Puerto Rican
pulse
punctured
pungent
pursuit

qualification
quality
quantity
quarrel
quiet

quite

quota

racial
raid
railing
rally
readily
reality

realize
really
receding
receive
recidivism
reciprocal
reckless
recognizance
recognize
recollect
recommend
recreation
rectify
reddish
redness
redo
reference
referred
refuse
release
relevant
religious
remanded
remedial
remember
renewal
repeat
repetition
representation
reprieve
reprisal
repugnant
reputation
residence
resident
resistance
resolution
respiration
responsible
restaurant
restitution
resuscitated
revived
revoke
revolver
ridiculous
rigor mortis
robbery
roommate
rummaging

ruptured
ruse

sacrifice
salary
salient
satisfactory
Saturday
sawed-off
scarcely
scatter
scene
schedule
scheme
scissors
scraped
scrutinize
scuffle
secluded
secretary
sedative
seen
semiautomatic
semiconscious
sense
sentence
separation
sergeant
sexual
sheriff
shining
shone
shotgun
shoulder
shrubbery
sidewalk
signature
silhouette
similar
simultaneous
since
sincerely
site
skeleton
skeptical
slapped
sleight
slight
snub-nosed
sodomy
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solicitation
son-in-law
specimen
spherical
spontaneous
sprain
squalid
statement
statistics
statue
statute
stomach
strangulation
strictly
striped
stripped
subduing
subject
subjugate
submitting
subpoena
substantial
substantive
subterfuge
subtle
subversive
succeed
successful
suede
suffocation
sullen
summons
sundry
superintendent
supersede
supervisor
supplement
supplies
surely
surprise
surrender
surreptitious
surveillance
suspect
suspended
suspicion
swerve

sympathy
symptom

tacit
tamper
tattoo

taut
technical
telephone
temperament
temperamental
temperature
tendency
testimony
tetanus
theater
their

there
they’re
thieves
thorough
thought
throat
through

to

together
tongue

too

topless
towel

toxic
tractor
traffic
trafficking
tranquil
transferred
traverse
treacherous
trespassing
tries
trouble
truancy
T-shirt
Tuesday
turbulent
turpitude
turquoise

two
typewriter
typical

umbrella
unconscious
undoubtedly
uniform
union
unnatural
unnecessary
unregistered
unsanitary
until
unusually
unwilling
urgent

using

utility

vacancy
vaccination
vacuum
vagina
vagrant
valid
validity
valuable
variety
vehement
vehicle
velocity
vendor
venereal
venue
veracity
verify
versatile
version
vertical
vicinity
vicious
victim
Vietnamese
village
vindictive
violation

viscous
visible
vitamin
vivid
volume
volunteer

wagon
waist
waitress
wanton
warehouse
warrant
waste
wealth
weapon
wear
weather
Wednesday
weight
weighty
weird
welfare
where
whether
whole
whore
wily

wiry
witnessed
women
wounded
wreck
writing
written

yield
you’re
young
your
youthful

zealous
zero
zigzag
zone
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Study Common Problem Areas
Clearing Up the “-ing” Confusion

The rule for adding -ing is when the final letter is a consonant, double it if:
(1) its last two letters are a vowel followed by a consonant, and (2) it has one
syllable or is accented on the last syllable. If the word ends with e, drop the final
e unless doing so would cause confusion. If you have trouble following this rule,
you might try the following exercise:

When you end a word with -ing, do you know when to double the letter that
precedes it? Try these:

slope 1. He fell on the (slopping, sloping) roof.

win 2.  She has been (winning, wining) the games.

rape 3. The suspect was accused of (raping, rapping) the victim.
write 4. He was (writing, writting) his report.

bid 5. I was (bidding, biding) on the auction item.

Correct answers: sloping, winning, raping, writing, bidding

What shortcut rule can you develop from considering these words? When a
word has a long vowel (a vowel that is pronounced like the letter itself), drop the
e and add -ing; do not double the consonant. When a word has a short vowel, dou-
ble the consonant before adding -ing. The long o in sloping comes from slope,
which ends in e, and the long a in raping comes from rape, which ends in e. Sound
a word out. You can tell if it is a long vowel or a short one.

Vowels are a, e, i, 0, u, and sometimes y (as in system). Consonants are the other
letters. Remember that long vowels are vowels that are pronounced the same as the
letter itself is pronounced — short vowels are pronounced differently. Rape is a
good word to remember for the above rule. If you write rapping (which has a short
a, as in apple), the meaning is not the same at all. Remember, rape has a long sound,
so you drop the e and add -ing to get raping.

The phrase The sloping roof would look silly if you wrote slopping. Similarly,
a security report that referred to a janitor moping in the hall sounds like the janitor
was depressed. His mood might have changed when a patient slipped on water left
from someone mopping the halls. A person that has been wining and dining the
night before may not be winning the marathon the next day. One can be gripping
a hammer and griping about low pay. How many examples of this can you think of?
List them and be sure that the spelling is right. Are any of them exceptions?

The following are five exceptions to the sound rule, but not exceptions to the
rule about dropping the e before adding -ing:

Giving, having, living, coming, and loving all are pronounced with the short
vowel sound. Giving does not have a long vowel sound like jiving. If you have a ten-
dency to misspell these words by doubling the consonants, it means that you are
more logical than the English language. It also means that your work is going to
look bad if you spell them wrong. They are very common words. Write them on
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a card and learn each one. All except loving are very common on reports, and even
that word shows up sometimes.

A few words can be written either with single or double consonants, for exam-
ple kidnapping (or kidnaping) and traveling (or travelling). Newspapers tend to use
the single consonant. In any case, do not vary the spelling of such words in the same
report.

What do you do when the word ends in two consonants, as with dust and
knock? Even though the sounds are short, you just add -ing without doubling the
consonant: dusting for latents and knocking at the door.

Learning Words with Tricky Letter Combinations

It is difficult to make many general spelling rules because of the many excep-
tions in the English language. However, learn the rules, apply them when you
can, and memorize the words that are tricky.

Remember your rules from grammar school:

Use i before e except after ¢ or when pronounced ay as in weigh or
neighbor.

That rule holds true most of the time:

Examples:

believe, relieve, grieve, chief, piece, wield, yield, niece, field
receive, receipt, deceive, conceive, perceive

eight, reign, sleigh, deign, vein, feign

Unfortunately, English is full of exceptions:

height, foreign, stein, heir, either, neither, leisure, seize, counterfeit, forfeit,
sleight, weird, conscience, financier, science

Some words are spelled differently in England, Canada, or other countries
that have been under British influence. Pronunciation may be the same, but a letter
may be added or reversed. Honor in the United States becomes honour in the
United Kingdom; favor becomes favour and behavior becomes behaviour. Theater is
spelled theatre and center is spelled centre. Use locally accepted forms in your own
writing, but leave the spelling as it is on reports that come from other countries.

Another source of confusion is words ending in -er or -or. These endings are
often used to develop verbs into nouns that indicate people or things that perform
some act. Many such words are common on law enforcement reports. However,
there is no rule that covers these examples, so one must go back to the 3 x 5” memory
cards to learn problem words.
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Many add -er to the verb form.

Examples ending in -er:
advertiser, consumer, killer, manufacturer, peddler, promoter, propeller

Some of the words ending in -or are developed from verbs, but some are not.

Examples ending in -or:

accelerator, administrator, advisor, carburetor, competitor, conductor,
distributor, governor, inspector, legislator, motor, objector, proprietor,
spectator, sponsor, supervisor, ventilator

To make things thoroughly confusing, there are a few words ending in -ar:
e.g., beggar, burglar, liar.

Forming Plurals

The plurals for nouns are formed in a number of ways. There are exceptions to
almost every rule for pluralizing words; however, the following lists should prove
helpful in most instances.

Most plural forms are made by merely adding an s.

Singular Plural
drug drugs
table tables
vehicle vehicles
street streets

Nouns ending in s, sh, ch, x, or z form the plural by adding -es.

Singular Plural
bus buses
stash stashes
church churches
ax axes
waltz waltzes

For nouns ending in o preceded by a vowel, add s.
(For musical terms ending in o preceded by a consonant, add s.)

Singular Plural
patio patios
rodeo rodeos
piano pianos
cello cellos
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For some nouns ending in o preceded by consonant, add s; for others, add -es.

(Some can be formed either way.)

Singular
dynamo
kimono
hero
potato
veto
tornado
cargo
volcano
Zero

Plural

dynamos

kimonos

heroes

potatoes

vetoes

tornadoes or tornados
cargoes or cargos
volcanoes or volcanos
ZEeros Or Zeroes

For nouns ending in y preceded by a consonant, change the y to 7 and add -es.

Singular
city

sky
duty
body

Plural
cities
skies
duties

bodies

Nouns ending in y preceded by a vowel usually add s. (In many cases, the vowel

before the final y is e.)

Singular
alley
key

day

Plural
alleys
keys
days

Some nouns ending in f or fe change the f or fe to v and add -es. Some simply
end in s. (Some can be made plural either way.)

Singular
wife
thief
half

life
wharf
chief
staff

Plural

wives

thieves

halves

lives

wharves or wharfs
chiefs

staffs

Some nouns form the plural by changing the vowel.

Singular
man
woman
foot

Plural
men
women
feet
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Some nouns form the plural by changing form completely.

Singular Plural
child children

Some nouns have the same form for both singular and plural.

Singular Plural
fish fish
gross gross
series series
rice rice

The plural form of compound nouns is generally formed by adding s to the main
word of the compound noun.

Singular Plural

mother-in-law mothers-in-law

attorney general attorneys general or attorney generals
court-martial courts-martial

However, compound nouns ending in -fu/ are made plural by adding s to the end
of the compound noun.

Singular Plural
handful handfuls
spoonful spoonfuls

Occasionally, both parts of the compound noun are made plural.

Singular Plural
manservant menservants
woman doctor women doctors

Some foreign words incorporated into the English language form plurals accord-
ing to their original language. In a few cases there are English versions of the plural
form.

Foreign Singular Plural

analysis analyses

appendix appendices or appendixes
axis axes

bacterium bacteria

basis bases

cactus cacti or cactuses

candelabrum candelabra or candelabrums
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crisis crises

criterion criteria or criterions
curriculum curricula or curriculums
datum data

focus foci or focuses

formula formulae or formulas
gymnasium gymnasia or gymnasiums
hypothesis hypotheses

index indices or indexes

medium media or mediums
memorandum memoranda or memorandums
phenomenon phenomena or phenomenons
synopsis synopses

thesis theses

The following are some examples of nouns that are used only in the plural.

billiards pants shears
clothes pliers suds
forceps remains

gallows scissors

Dealing with Other Complexities of the English Language
Spelling difficulties may arise due to other complexities in the English language:
1. Incorrect pronunciation of verbs in the past tense.
2. Confusion over past tense and past participles of irregular verbs.

3. Confusion in homonyms, which sound alike but mean something different
and are spelled differently (see Chapter 12).

4. Slang and dialect.

The worst offender is the -ed on a verb in the past tense. Reports refer to inci-
dents that happened in the past, so this problem comes up all the time. On a security
log at the hospital, one is likely to find:

I past the door at 0830 and it was locked, but at 0930 it was open
and there was no one in where the drugs are kept.

Passed is the correct form, but it is often spelled incorrectly because of its pronuncia-
tion. The same thing happens to words like walked and talked, which are correctly
pronounced as if they end in a ¢. Rarely would anyone make such a mistake with
the common example “I handed him a ticket,” as handed has a clear sound of the
-ed. To make matters worse, there are a few irregular verbs.
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A regular verb is a verb that forms the past tense and the past participle by add-
ing -ed or -d to the form of the present tense. (Sometimes the -ed or -d changes to -t.)

Present Tense Past Tense Past Participle
(present time) (past time) (with have, has, had)
call called called

join joined joined

build built built

An irregular verb is a verb that does not form the past tense and the past parti-
ciple in the regular way. The past tense and past participle for irregular verbs may
be formed in various ways. The most common way is by changing a vowel
(e.g., sing, sang, sung); however, for a few verbs the same form is used for all three
verb tenses (e.g., burt, burt, bhurt).

Present Tense Past Tense Past Participle
(present time) (past time) (with bave, bas, had)
drive drove driven

go went gone

The regular verbs cause little trouble in writing. It is the irregular verbs that are
responsible for most verb errors. Refer to the following list of troublesome verbs
when in doubt about verb forms.

Present Tense Past Tense Past Participle
(present time) (past time) (with have, has, had)
be was, were been

beat beat beaten
become became become
begin began begun

bid (offer to buy) bid bid

bid (command) bade bidden, bid
blow blew blown
break broke broken
bring brought brought
broadcast broadcast broadcast
burst burst burst

catch caught caught
choose chose chosen
climb climbed climbed
come came come

cut cut cut

dive dived, dove dived

do did done

drag dragged dragged
draw drew drawn
drink drank drunk
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drive

drown

eat

fall

flow

fly

forget

freeze

get

give

go

hang (a picture)
hang (a criminal)
hurt

know

lay (to place, to put)

lead

leave

lend

let

lie (to recline)

lie (tell a falsehood)

lose
prove
ride
ring
rise
run
say
see
send
set
shake
shine (give light)
shine (polish)
show
shrink
sing
sink
sit
spring
steal
swear
swim
swing
take

drove
drowned
ate

fell
flowed
flew
forgot
froze
got
gave
went
hung
hanged
hurt
knew
laid
led

left
lent

let

lay (not laid)
lied
lost
proved
rode
rang
rose
ran
said
saw
sent
set
shook
shone
shined

showed

shrank, shrunk

sang, sung
sank, sunk
sat

sprang, sprung

stole
swore
swam
swung
took

driven
drowned
eaten
fallen
flowed
flown
forgotten
frozen
got, gotten
given

gone

hung
hanged
hurt
known
laid

led

left

lent

let

lain (not laid)
lied

lost
proven, proved
ridden
rung

risen

run

said

seen

sent

set

shaken
shone
shined
shown, showed
shrunk, shrunken
sung

sunk

sat

sprung
stolen
sworn
swum
swung
taken
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teach taught taught
tear tore torn

tell told told
think thought thought
throw threw thrown
try tried tried
understand understood understood
wake woke woken
wear wore worn
weave wove woven
weep wept wept
wind wound wound
wring wrung wrung
write wrote written

Another area of possible confusion is in writing slang words. The rule of thumb
for the writing of slang words is: Use slang only in the case of direct quotes and do
not attempt it unless it is simple and easily understood (e.g., “Stick ’em up!”). Note
the use of the apostrophe for missing letters. Even prominent literary authors find it
difficult to write using slang or dialect. Unless it is a significant statement, do not try
to write in this manner. When it is necessary to do so, be sure to write an explana-
tion for the slang word so that your reader(s) will understand the usage. Write out
obscenities in full when they are part of a significant statement.

Strengthen Your Overall Writing Ability

The more you read — not just in your own field — the better you will write.
Good writing is good writing in any field. Investigative reports of any kind, how-
ever, have the potential to affect a great number of people and should never be done
carelessly. Poor spelling can make a mishmash of even a good factual report. Your
goal should be to meet the standard required by your field of work.

Developing Proofreading Techniques

Most of us see only what we expect to see. If you are reading your own work, you
must be especially alert. Proofread twice — once for the meaning and then for grammar
and spelling. Reading your writing out loud will help you discover some errors more
easily. If you do not have a place to read your writing out loud, pick a quiet place to read
it to yourself so that you can hear the words in your head as you read it. Sensitive reports
should be read by more than one person — possibly with one reading aloud and one or
more people checking copies. This is an example of how important it is to have several
proofreaders: A city group was submitting a report to the legislature, complete with
pictures and captions. Six people read the report before anyone noticed that in a cap-
tion, the state capitol was referred to as the state sapitol. These types of errors are easily
overlooked because the reader expects the word to be capitol.
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Summary

1.

Double check the spelling of every name in the report. Never take names
for granted: SMITH can also be SMYTH or SMYTHE. An incorrect letter
can delay a case or even cause a case to be dismissed.

Spelling is the most common problem on reports. You may not leap from
being a problem speller to being a perfect speller, but you can learn how
to spell the most commonly misspelled words. Check the list in this chap-
ter, and work on it until you become sure of every word. Keep your own
list of commonly misspelled words and misused vocabulary, and be sure
to write them in the proper form. Use 3 x 5" cards as study aids.

Do not keep looking up the same word or keep avoiding it by searching for
synonyms — substitute words may not be exactly accurate. If you correct
words firmly in your mind, you will save time and confusion. Use mne-
monic devices to help you remember words. Involve as many of your senses
as you can in remembering, and use a play on words if that helps. Note
hard and soft sounds and silent letters.

The sound rule for words ending in -ing is that after a long vowel sound (as
in rapelraping) you drop the e, use a single consonant, and add -ing. Dou-
ble the consonant before adding -ing when the vowel in the preceding
syllable is short: rap/rapping. The common exceptions to this rule are:
giving, having, living, coming, and loving. If you pronounce words
correctly, you will be more likely to spell them correctly.

Learn some common spelling rules and their exceptions. Use i before
e except after ¢ or when pronounced ay as in neighbor. Memorize key
nouns ending in er, or, and ar so that you do not misspell them.

Plural nouns are formed in a number of ways. Most plural forms are made
by adding s. Review the rules for other plural forms, and memorize the
most common exceptions.

Spelling problems may arise due to complexities in the English language,
such as incorrect pronunciation of verbs in the past tense, confusion over
past tense and past participles of irregular verbs, misuse of homonyms or
synonyms, and writing using slang or dialect.

Develop proofreading techniques, including reading your work twice, once
for meaning and the second time for grammar and spelling. If at all possi-
ble, read your writing out loud.
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Chapter 11 — TEST

1. The general rule for ending a word in -ing is to use a single consonant after

a vowel sound in the preceding syllable and a double
consonant after a vowel sound. List three examples of
each type:

(a) ) )

(b) >] >]

List five common exceptions to the rule:

(C) o >} >} >

2. Pronunciation — or mispronunciation — can affect your spelling. Give two
examples of past tense verbs that are frequently misspelled because the
final -ed is not pronounced as a separate syllable:

and

3. Complete the old rule: Use i before e

Give three examples of when 7 appears before e:
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4. List three ways of improving your spelling:




CHAPTER 12

Using or Abusing Words

Words define you as much as you define them. Your spoken language can place
you within a certain group. Your written language can help determine how clearly
you think, how logically you act, and how far you will go professionally.

You may think of yourself primarily as a person of action. Action obviously
counts in a crisis situation, but it is a short-term measure. You also need knowledge
and sensitivity about words, so that your report conveys exactly what you mean,
nothing more or less. Administration of justice depends on people acting on behalf
of the public good. However, it also depends on the documentation of all action,
whether by client, criminal, victim, witness, or officer, as accurately as possible.
To do this, you need to become a word detective. Learn as much as you can about
words — how they change, what they can and cannot do, and what they reveal
about yourself and others.

How well do you think? Your mental processes are dependent upon words.
True, you can have a feeling, a premonition, or even a “gut-level” reaction. But
how do these turn into thought processes? A vague stirring in the subconscious does
not have much substance until it surfaces in the form of words. Thinking, reading,
writing, talking with another to test your idea — all of these are part of your
thought processes. If your vocabulary is limited, so will be your ideas and your abil-
ity to report.

Vocabulary plays a big part on civil service and intelligence tests because a good
vocabulary is considered an indicator of intelligence. This does not mean that the per-
son who uses a lot of big words is necessarily the smartest. Using words to impress
rather than to express is childish; however, having a large vocabulary and being sen-
sitive to shades of meaning and different uses in different situations are important.

How logically do you act? You act in response to an outside stimulus, e.g.,
hearing a bulletin, checking on a parolee, noticing a dangerous situation, or witnes-
sing a crime. Much of the time, however, you react to words and their meanings.

243

DOI: 10.1016/B978-1-4377-5584-8.00019-0
© 2011 Elsevier Inc. All rights reserved.



244

REPORT WRITING FOR CRIMINAL JUSTICE PROFESSIONALS

If you misinterpret the words, you misinterpret the person’s thoughts. Your actions
then become illogical and inappropriate. In hearing the words of another person,
you think that you understand what the person intended, but this may not necessar-
ily be true.

Do not skip this chapter because you feel secure for either of these two reasons:

1. You understand and can use plain language, which is the best style for
reports.

2. Whatever mistakes you make in spelling, vocabulary, and grammar can be
corrected by computer software.

Courtrooms are littered with the remains of careers of people who thought they
knew English. David Mellinkoff, author of the classic reference, The Language of
the Law, said, “Plain language is a very ambiguous term. What is plain to you
and what is plain to me are often not the same thing.” Mellinkoff pioneered in sim-
plifying legal language; his landmark book came out in 1963 and stayed in print for
decades. Even now, the points he made are news to some people.

What you consider simple may not be simple to others. Both you and the reader
may have biases you are not aware of. Include antonyms, synonyms, homonyms,
homophones, jargon, dialects, and street talk, and you may not be speaking the
same language. Add nonverbal communication and you can see how confusion
can set in.

Biases

Your word choice may depend on your feelings about the person with whom
you are dealing. Use specific, everyday language as often as you can, taking care
to avoid prejudice, euphemisms, and stereotypes. “Nerd” and “computer specialist”
may refer to the same person. Perhaps neither is accurate. One is prejudiced, the
other euphemistic. Both are stereotypes.

1. Prejudice refers to prejudgment of a person or idea before collecting accu-
rate data. “Never expect a fair deal from a .” (You can fill
in this blank with almost any racial, ethnic, religious, gender, sexual orien-
tation, or slang name.)

2. Euphemism is the substitution of a vague or polite term, often mild or indi-
rect, for what might be a harsh or offensive term. “The senator is ethically
challenged.”

3. Stereotype is a standardized concept of members of a group. It involves
tacking on a label rather than considering an individual as an individual.
Stereotyping often concerns the age, race, religion, and/or gender of an
individual. “Of course the sarge lost her cool. It’s probably that time of
the month.”
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Everyone is guilty of such biases at one time or another. The trick is to be able to
reduce prejudice, euphemism, and stereotyping as much as you can. The worst situ-
ation is when a person knowingly and maliciously uses such terms to sway another’s
opinion. In high-level statesmanship, the exact word at the exact time can be excru-
ciatingly important. The same thing is true about report writing.

Slang and Dialects

Be a word detective: look up a word’s meaning and find out how the word has
changed. Slang, dialects, and street language change faster than formal English and
are worthy of close scrutiny. Think about the change in the meaning of words in
your lifetime. If you are middle-aged, you can probably remember when the mean-
ing of the word “gay” was “happy.” Now it is used mostly as a synonym for
“homosexual.” California psychologist Dr. Eugene E. Landy found that he could
understand the language of addicts that he was treating, but they could not always
understand or express themselves in standard English. He wrote The Underground
Dictionary as a result of dealing with a woman addict who could not define the
language that she used. Published in 1971, the book has already become dated, in
addition to being limited because some of the language is typical in California but
not elsewhere.

In recent years a number of slang languages have been developed, including
those of street gangs or other groups. The personal computer, the Internet, and cell
phone texting started a whole new language of their own.

Do Not Use Legalese

Some people protest that simple language doesn’t sound professional. These
people may favor “legalese.”

Examples:

The above-mentioned client did willfully and knowingly ...

(The client’s name would be simpler here, and the adverbs here are a
value judgment.)

One John JONES.
(The word one is not necessary. How many John Joneses are there in this
incident?)

Person of the first part, hereby, whereas, and perpetrator are all exam-
ples of unnecessary legalese.

There is a move among some in the legal profession toward the use of everyday
language. In September 1989, the State Bar of California, Office of Communication
and Public Affairs, reported that the Board of Governors
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unanimously adopted a resolution that not only calls for lawyers and
legal organizations to simplify forms, documents and language used
in the practice of law, but also commits the bar to developing guide-
lines for attorneys and bar staff members to follow as the battle is
waged against “legalese.”

Have you noticed that when you apply for an automobile loan, a homeowner’s
loan, or a mortgage, in addition to receiving a copy of the loan or mortgage docu-
ment, you also receive a sheet of paper or a pamphlet explaining what the larger
document means? This is because both federal and state laws and because juries
have sometimes been hesitant to enforce long contracts written in legalese.

How far will you go professionally? You won’t go very far on glib word use
alone. Neither will you go very far if you have to search for the right word when
speaking or slow down for the exact word to document action. When two people
of similar ability and seniority are competing for advancement, word power counts.
In today’s sophisticated criminal justice system, professionalism and the ability to
handle a variety of tasks are important.

Again, good language skills include accuracy, brevity, and clarity in speaking
and writing. It is not modern to fall back to the jargon that was sometimes accepted
in the past. Avoid long sentences, words of many syllables, passive rather than
active verbs, overworked terminology, high-flown but vague language, and referring
to a place rather than a person so that no one is responsible (e.g., This office is cog-
nizant of the fact that ...).

Tax manuals and appliance instructions may seem unbelievably complicated,
but the trend is toward simplification. Military and legal papers used to almost defy
reading, but they are changing. Overworked comparisons, “doublespeak,” euphe-
misms, and meaningless language occur nightly on television; however, such lan-
guage is used for a time and then is gone. The writings of criminal justice officials
must stand and be judged.

Following is an example of a recommendation written by a police officer:

Example:

It has been my honored
privilege to have been
intimately associated with
Lt. Mary Jones since this
program was first initiated
at its inception.

Although on the

distaff side, she has
conducted herself in

the proud tradition that
has always characterized
the Blanksville Police
Department. I can with
impunity recommend her
for any position for
which her particular
talents qualify her.

Comment:

How can a privilege be honored?
Why not “worked with”?
“Intimate” means what?

Why not “began” instead of
six words meaning the same thing?

Do you even know what the
word distaff means?

But what has she done?

What does all this verbiage
mean?

“Impunity” is the wrong word.

You still haven’t said what
her qualifications are.
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If you haven’t read — or written — this sort of recommendation letter, you are
more fortunate than most people. It might have been acceptable in the past, but in
today’s fast-moving criminal justice system, this type of writing will not help you to
advance. Always use simple, direct language.

Old style: Modern:
in view of the fact that as

until such time as until

the question as to whether whether

he is a man who he

this is a subject that this subject
in the event of when
initiate start
finalize finish, end
at your earliest convenience soon
facilitate arrange for
at the present time now

for the reason that because

in spite of the fact that although

for sanitary purposes for cleanliness

make inquiry regarding ask

a great deal of the time often

with reference to about

it is believed I (or a definite name) believe(s)
for the purpose of for

in connection with with

utilize, utilization use

soon (or definite date)
because

in the near future
due to the fact that

There are many more such examples. Length is not strength. Some officers
believe that if they can parlay five words into 25, the result will be more impressive.
It will not. Cut out the fat.

Avoid Using Words or Phrases that Draw Conclusions

Many people use words or phrases in their reports that are really drawing con-
clusions or making assumptions. They often confuse this with documentation of
factual information. Many of these conclusions that are inappropriately drawn by
criminal justice personnel are legal conclusions that are properly determined by a
judge, based on testimony. Criminal justice personnel are notorious for writing,
“The defendant gave a spontaneous statement to me stating ... .” There will prob-
ably be a major battle in court over whether the statement is admissible and was in
fact a spontaneous statement. A much better report would include the facts that led
the officer to conclude that it was a spontaneous statement.
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Examples:

“As I approached the group of 10 people on the sidewalk fronting 123
Main Street, the defendant in the case later identified as Ian Trouble
stepped forward from the crowd and stated, ‘I punched him because
he scratched my car.”” (The reader of the report will then be able to
come to his or her own conclusion that this was in fact a spontaneous
statement.)

“The suspect drove in a heedless and reckless manner.” It would be
much better to write, “The red Ford that Mr. Trouble was driving was
clocked in excess of 55 mph in the 25-mph-posted zone, crossed the cen-
ter line as he approached Main Street, swerved back to the right hand
lane after crossing Main Street, and then swerved back to the second
lane to avoid hitting a parked automobile before hitting a mailbox front-
ing 1234 Smith Street.”

“The driver of the automobile made an excited utterance to me.” This
statement really doesn’t tell us much. A better statement would be
“When I pulled over Mr. Trouble’s automobile at the corner of First
and Main, I approached the automobile from the driver’s side door.
Before I could say anything, Trouble stated in a loud voice, ‘I didn’t
see the little girl before I hit her. I didn’t do it on purpose, it was an acci-
dent. I was scared so I kept going.” Trouble was wringing his hands,
moving his head from side to side, and his voice was trembling as he said
this, appearing to be distraught.”

The last part of the sentence may be considered a conclusion but is really an
inference based on the factual information that was presented. There are a number
of other common areas in which criminal justice personnel confuse conclusions with
facts. They include but are certainly not limited to:

Plain view

Suspicious behavior

Probable cause

Hindering prosecution
Resisted arrest

Suspect was nervous

Suspect made a furtive gesture

Sometimes persons providing statements will draw conclusions in their state-
ments. Example: “The automobile was traveling at a high rate of speed.” The inves-
tigator needs to report the statement as given and then ask follow-up questions such
as, “What led you to that conclusion?” The person may answer with facts such as
the noise the vehicle was making, the fact that it was moving much faster than other
vehicles, or other information that allows a reasonable person to infer that the vehi-
cle was traveling at a high rate of speed. Of course, information that the person
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timed, clocked, or used a radar or laser gun to substantiate the speed is even more
useful. The bottom line is to ask witnesses to provide you with the facts that led
them to their inferences or conclusions.

Improve Your Vocabulary

Why improve your vocabulary if you are going to use only the simplest terms?
Your knowledge of words is like an iceberg: very little of it shows on the surface,
but others will assume that there is much more to it below. Every writer should con-
sciously work on increasing his or her vocabulary.

There are three forums for vocabulary: speaking, writing, and reading. You
need to master all three.

In speaking, you need to know the language of the streets, that is, local dialect
and current slang. On most occasions, you will speak in simple, standard English,
but the ability to blend in with others is invaluable at times.

In writing, you need to use the precise word. If a three- or four-syllable word is
the only one that would be appropriate for a certain spot, use it — but explain it if
any of your potential readers may not understand. In any case, always select the
simplest word possible if a choice exists.

In reading, you need to be familiar with vast resources of vocabulary to draw
upon. The act of reading itself will furnish much of this depth. Some words have
many meanings, depending upon the situation. Seeing a word in context is the best
way to understand its meaning or meanings.

Even if you are taking a classroom course and the text has a glossary of mean-
ings, make your own list of words, and add to it each time a new word surfaces.

The dictionary habit is a good one, but it can also be abused:

1. A small dictionary is good only for a spelling and pronunciation guide.
Because it is oversimplified, it will sometimes lead you astray on words.

2. Try to figure out the word first from associations in the sentence and from
the breakdown of the word itself. Learn certain word roots, prefixes, and
suffixes. Latin and Greek words and parts of words are commonly repre-
sented. Use the dictionary section on word roots, prefixes, and suffixes
and you can then mix and match them to arrive at meanings. Examples
of prefixes include a- (meaning less, not, or without), ab- (meaning from,
away, or off), ad- (meaning motion or direction), bi- (meaning two),
bio- (meaning life), ex- (meaning out of or off), gyn- (referring to woman),
poly- (meaning many), or uni- (meaning one). Examples of suffixes include
-al (denotes belonging to or pertaining to), -ee (denotes object of an
action), -ese (to denote of or pertaining to a place or country), and -ous
(meaning full of, abounding in, or having).

3. After you have done your preliminary detective work, check the dictionary
to confirm your finds and to learn other possible uses. Use the dictionary as
a tool. Try to memorize what you find out.
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Why go to all this trouble if you already know most of the words used in crimi-
nal justice? It can help in terms of promotion as well as satisfaction. One analysis of
civil service exams found that about one-fourth of the questions were based on
vocabulary — and not just work-related terminology. A keen eye and ear for words
add to professionalism.

The meaning is the most important thing about a word, but develop an ear for
the sound of words as well. It can be important in your work if you can identify
a certain intonation as coming from a certain part of the country. You may find
people prominent in academic and political circles saying “kin” for “can” or using
other regionalisms. In fact, politicians sometimes deliberately speak colloquially in
order to seem as if they are “just one of the folks.” Others do it because they were
raised in a particular region. Training yourself to pick up on and identify slang and
dialects can prove very useful.

Synonyms, Antonyms, and Homonyms
Understanding synonyms, antonyms, and homonyms will aid your writing and
may even help you to pass civil service tests. Be sure that you know the meaning

of each.

1. Synonyms are words with similar meanings. Note that exact synonyms are
rare because there are gradations in meaning.

Examples: fearful, afraid, frightened, scared, terrified

2. Antonyms are words having opposite meanings. Again, note that not many
words are exactly opposites.

Examples: confident — insecure; good — bad; hot — cold

3. True homonyms are words that are spelled and sound alike but have differ-
ent meanings.

Examples: pole, roll, and head

Closely related to homonyms are homophones, which are words pro-
nounced alike but are different in meaning.

Examples: to, two, too; lean, lien; fair, fare; there, their

Common usage combines both homonyms and homophones into the term
homonyms. As you can imagine, homonyms cause trouble in spelling and word
choice. Law enforcement officers are notorious for using homonyms in reports that
cause considerable laughter in court. These incorrect terms are sometimes called
“policese.” The following examples show how a misused word in a report could
cause the writer much embarrassment in court.
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Examples:

At the time of the raid, the nightclub was filled with miners.
(Miners refers to those who dig for ore; minors refers to those under the
age of majority.)

The building was raised by the explosion.
(Raised means lifted, but razed means demolished.)

The kernel returned to the barracks at 0800.
(Corn has kernels; the army has colonels.)

We confiscated the heroine.
(Heroine refers to a female hero; heroin is a narcotic.)

The accident victim was pail and shivering.
(A pail is a container; pale means pallid.)

The splintered door jam was evidence of the forced entry.
(Jam is a form of jelly; jamb refers to the upright surface surrounding a
door.)

If you have written or approved a report without correcting its errors, then the
report may be submitted with the Latin term sic in brackets after such obvious
errors. The following list of homonyms and other words that are often confused
with one another may help you avoid the pitfalls of poor report writing. The defini-
tions given below are far from complete; they provide only a sense of how far apart
the meanings are. Because a computer recognizes any word that is correctly spelled,
this can lead to ridiculous results. Keep in mind that some regional differences in
pronunciation may mean that some words that are homonyms to one person may
not be pronounced exactly the same by someone else, or a speaker may (mis)pro-
nounce them in the same way. All of these words were gleaned from actual reports
with incorrect usage:

a bet (wager) all together (everyone or everything in one
abet (encourage or support, usually in place)
wrongdoing) altogether (thoroughly)
accept (receive willingly; believe) allusion (implied or indirect reference)
except (excluding, only) illusion (action of deceiving; misleading
image)

adapt (adjust to the situation)

adopt (choose; take as one’s own) all ways (every way possible)
always (invariably; forever)

all ready (prepared)

already (previously)
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altar (an elevated place where religious
rites are performed)
alter (change; make different)

appraise (set a value on; evaluate)
apprise (tell; inform)

are (plural form of verb to be)
hour (sixty minutes)
our (plural form of my)

ascent (act of rising or climbing)
assent (consent)

assistance (help)
assistants (helpers)

bail (security given for release from
imprisonment pending due appearance;
to clear water by dipping and
throwing)

bale (large, closely pressed package or
bundle)

bare (nude; unadorned)
bear (to carry; a large mammal)

bazaar (a fair for the sale of goods)
bizarre (odd, strange; fantastic)

beat (to win; to hit)
beet (vegetable)

bite (grip or hold with the teeth)
byte (8 bits form a byte in computer
language)

boar (male swine)
bore (pierce with turning movement;
tiresome person; uninteresting)

board (piece of wood)
bored (uninterested)

boarder (person who pays for daily meals
and lodging)
border (edge of an area; separating line)

brake (stop; something used to slow down)
break (separate into parts with force;
exceed)

bread (baked and leavened food)
bred (produced by hatching or gestation)

bridal (relating to a wedding)
bridle (gear for a horse)

but (yet; on the other hand)
butt (slang for buttocks; person that is an
object of derision; to strike)

buy (purchase)

by (next to; through the agency of)

bye (side; incidental; used to express
farewell)

cache (a hiding place)
cash (money)

capital (punishable by death; assets; upper-
case letter)
capitol (building in which legislature meets)

ceiling (the surface overhead in a room)
sealing (closing)

cent (monetary unit)
sent (caused to go; caused to happen)
scent (smell)

cereal (relating to grain)
serial (a work appearing in parts at
intervals)

chord (three or more musical tones sounded
simultaneously)
cord (unit of wood cut for fuel)

cite (name in a citation; summons to appear
in court; call to someone’s attention)

sight (vision)

site (place; location; scene)

coarse (rough)
course (path of movement; class)

colonel (military rank)
kernel (seed or part of a seed)

core (center)
corps (organized military subdivision; group
of persons under common direction)
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corner (angle; where converging lines, edges,
or sides meet)

coroner (public officer who handles deaths
that may not be due to natural causes)

council (assembly; administrative body)
counsel (advise)

currant (fruit)
current (recent; flow)

dear (someone close)
deer (an animal)

disburse (to pay out from a fund)
disperse (scatter; disseminate)

decent (modestly clothed; marked by
moral integrity)

descent (derivation from an ancestor;
process of lowering)

dual (two; double)
duel (combat between two persons)

elicit (draw out, derive)
illicit (unlawful)

fair (just, unbiased; fine; blond;
exhibition)
fare (payment; get along; diet)

formally (in a formal manner)
formerly (previously)

forward (toward; ahead)
foreword (preface; introductory statement)

gamble (stake; risk money)
gambol (skip; frisk about)

gorilla (animal)
guerrilla (irregular warfare)

great (unusually or comparatively large,
notable)

grate (a guard or framework; to irritate;
to grind by rubbing on something
rough)

groan (a low mournful sound uttered in pain
or grief)

grown (the past tense of grow or an
adjective indicating such action)

heard (perceived by ear)
herd (a group of animals together)

heroin (narcotic)
heroine (female hero)

hoarse (husky, raucous)
horse (large, hoofed animal)

hole (perforation; gap opening)
whole (complete, total, entire)

idle (inactive)
idol (object of worship)

insure (buy or give insurance)
ensure (guarantee; protect)

its (possessive pronoun)
it’s (contraction of it is)

jam (obstruct; force into; fruit substance)
jamb (upright surface forming the side of an
opening, such as a door or window)

key (used to lock or unlock; fundamental)
quay (landing place for ships)

knew (was aware of the truth of)
new (recent; modern)

knot (problem; bond of union; one nautical
mile per hour)

not (word used to make a word or group of
words negative)

know (to have understanding of)
no (denial; hardly any)

lead (metallic element)
led (directed; past tense of lead)

leak (escape through an opening)

leek (bulbous garden herb)
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lean (incline; lack of fat)
lien (charge upon property for debt)

lessen (to reduce in size, extent, or degree)
lesson (a piece of instruction)

liable (responsible; subject to)
libel (a defamatory statement that conveys
an unjustly unfavorable impression)

loan (money lent at interest; grant of
temporary use)
lone (solitary; only; isolated)

loose (not tight)
lose (suffer loss; not win—supposed to be
pronounced “looz”)

made (cause to happen)
maid (unmarried girl or woman; female
servant)

main (important; chief; pipe or duct for
water)
mane (long hair growing on the back)

marital (of or relating to marriage)

marshal/marshall (officer of a judicial
district)

martial (war-like; martial law: law
administered by government in
emergency)

meat (flesh of an animal)
meet (to come upon; athletic competition)

medal (commemorative award)

meddle (interfere without right or
propriety)

metal (natural ore material)

miner (digger of ore or metal)
minor (comparatively unimportant; under
the age of majority)

muscle (body tissue; brawn)
mussel (marine animal)

naval (having to do with ships)
navel (umbilicus)

oar (paddle)
or (conjunction)
ore (dug from ground)

offal (parts of butchered animal not
considered edible by humans; carrion)
awful (inspiring fear; dreadful; terrible)

ordinance (order; a municipal regulation)
ordnance (military supplies including
weapons and ammunition)

pail (bucket)
pale (dim; pallid)

pain (punishment; grief; hurt)
pane (piece, section, or side of something)

pair (two similar or associated things)
pare (to trim off)
pear (fruit)

pause (temporary stop)
paws (feet of an animal)

peace (tranquility)
piece (part; slang for firearm)

peal (loud ringing of church bells)
peel (skin of a fruit; to remove by

stripping)

pedal (lever pressed by the foot)
peddle (sell or offer for sale)

peer (equal; gaze)
pier (landing place in a harbor)

personal (relating to the person or body;
private)
personnel (persons)

plain (to be simple; ordinary)
plane (airplane; level surface; wood working
instrument)

pore (a minute opening as in the skin; read
or study carefully)
pour (to flow from a container)
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pray (address God or a god)
prey (attack)

presence (being present)
presents (gifts)

pride (inordinate self-esteem; group of
lions)

pried (nosily inquired; raised or moved
with a lever)

principal (school official; main)
principle (theory)

quiet (not noisy; calm)
quite (completely; positively)

rain (water drops)
reign (to rule)
rein (to guide a horse)

raise (lift; an increase in paycheck)
rays (light given off by the sun)
raze (tear down; demolish)

read (past tense of read)
red (color)

real (genuine)
reel (turn round and round; lively dance)

right (correct; opposite of left)
rite (ritual)
write (to put words to paper)

ring (circular band as in wedding ring;
to cause a sound as a doorbell; an athletic
enclosure)

wring (twist forcibly)

road (path)
rode (past tense of to ride)
rowed (propelled a boat)

role (part played by an actor or singer;
function)

roll (list of names; to put a wrapping
around)

sail (to travel on water in a boat)
sale (transfer of ownership for a price; sell-
ing at a reduced price)

scene (locale, place)
seen (past participle of see)

seam (junction)
seem (appear)

shone (illuminated-past tense of shine)
shown (past participle of show)

shoot (to propel; to effect by blasting)
chute (a quick descent; a passage through
which things must pass)

shutter (solid or louvered cover for a
window; a means of opening and closing
a camera lens)

shudder (to tremble convulsively)

stake (keep under observation as in a
stakeout; cash to use for a wager;
provide money for; pointed object
driven into the ground or a vampire’s
heart)

steak (a piece of meat)

stale (tasteless from age; tedious from
familiarity)

steal (wrongfully taking property of
another)

steel (a form of iron)

stationary (not moving)
stationery (paper supplies)

straight (unbending)
strait (a water passageway)

tail (to follow; rear end)
tale (account; story; falsehood)

taught (instruction in)
taut (pulled tightly)

team (persons together in work or
activity)
teem (abound)

their (possessive pronoun)
there (that place)
they’re (contraction of they are)
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through (finished; into and out of) wait (stay in place in expectation of)
threw (past tense of to throw) weight (something heavy; burden)
to (preposition, indicator of infinitive) waive (relinquish; release)

too (also; excessively) wave (move to and fro)

two (the number 2)
ware (goods, merchandise)
track (trail; detectable evidence of passage)  wear (have on one’s person)
tract (an indefinite stretch or defined area of where (in which place)
land; religious pamphlet)
weakly (feebly)

udder (mammary gland, particularly of weekly (happening every seven days)
COws)

utter (speak; absolute, as in utter weather (climatic conditions)
desperation) whether (if)

vain (excessively proud) whose (possessive form of who)

vein (tube conveying blood; mass of igneous who’s (contraction of who is)
rock; mood, as in a serious vein)
vane (device for showing the direction of the wood (hard substance making up stems and
wind) branches of trees)
would (past tense of will)
vary (change; diversify)

very (exceedingly) wrap (cover or enclose in material)
rap (sharp knock; slang for talk; type of
vial (container for liquids) music)

vile (despicable)

your (possessive form of you)
waist (middle of the body above the hips) you’re (contraction of you are)
waste (squander; trash)

This, though far from complete, may be the most important list in this book.
All too often similar words are used in place of the word you really want, resulting
in misspelling of the intended word. Because dialects vary from region to region,
words can also be spelled incorrectly because of regional pronunciations. The result
is often amusing, but not to the person whose credibility is impeached.

The misuse of the word must stand as given with sic (meaning thus), calling
attention to the error. This information is never erased from the record or the minds
of the jury.

It is obvious that misusing a homonym or similar word would completely
change the intended meaning. Be very careful to use the correct word. If you have
any doubts about a word, look it up in the dictionary. Dependence on a computer
to check your spelling or grammar is playing reporting roulette. The computer will
alert you to transposed letters and spellings of words that do not exist. But if the
word is an actual word, however ridiculous it is in the context, your computer will
accept it. New generations of spell-checking programs are making progress in alert-
ing the user to the misuse of homonyms but they are still far from perfect. It pays to
develop a sensitivity to words and their meanings. People outside of the criminal
justice field often confuse words such as interview and interrogate, even robbery
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and burglary. It can be a fascinating hobby as well as a means of advancement in
your field to strengthen your ability to use words.
Jargon

Jargon refers to

a hybrid language or dialect simplified in vocabulary and grammar
used for communication between peoples of different speech; the
technical terminology or characteristic idiom of a special activity
or group; obscure and often pretentious language marked by circum-
locutions and long words.

It is to your advantage to know the jargon in your own field, whether it is correc-
tions, probation, parole, law enforcement, security, or one of the many government
agencies.

1. Latin terms are common in medical and legal fields. Foreign terms are
usually underlined or italicized, but some are so common that this is not
always done. A few Latin terms used in criminal justice follow:

Examples:
ad hoc: “for this”; an ad hoc committee addresses one specific issue.

bona fide: “in good faith”; no deception.

habeas corpus: “you may have the body.” Protects an accused by requir-
ing that a person arrested be formally charged before a court.

mandamus: “we command”; higher court orders lower court to enforce
legal duty.

per annum: “by the year.”
per diem: “by the day.”
per capita: “by the head”; individually.

prima facie: “at first sight.” Evidence appears valid but has not been
proved; it is considered unless disproved.

quasi: “seeming”; but not actual.
sic: “thus.” Appears in brackets or parentheses after words improperly

used on reports, which are always transcribed as they appear in the
original.
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status quo ante: “as things were”; prior existing state.
subpoena: “under penalty.” Writ often used to summon a witness.

subpoena duces tecum: a type of subpoena to request evidence or docu-
ments used in court.

Two abbreviations from the Latin are often used and abused:
i.e. “id est”; that is
e.g. “exempli gratia”; for example

Note that these two abbreviations do not mean the same thing. Do not
substitute one for the other.

2. Police jargon simplifies communications in memo writing, but it should be
avoided when reports might reach people that are not in the field (e.g., a

jury):
Examples:
watch: time period
CADS: computer-aided dispatch system
latents: fingerprints scarcely discernible but developed for study
RMS: records management system
stakeout: surveillance of an area or person suspected of criminal activity
perpetrator or perp: person committing a crime
wagon: tow wagon or police van

3. Corrections, probation, and parole jargon differs from law enforcement
jargon.

Examples:
active listening: Necessary while interviewing, not only to ask questions
and record replies, but to be sure that answers are completely under-

stood and to ask more, if needed.

aging out: Point reached when offenders begin to realize that they do not
want to repeat criminal activity.

caseload: Number of cases handled by an officer.
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client: Term used to refer to probationers or parolees.

confidentiality: Where PSIR is available to the public, this indicates the
existence of sensitive issues that may involve safety of individuals.

electronic monitoring: Use of various devices that monitor an offender
without incarceration (thus reducing prison overload and cost).

equity: Fairness; not discriminating against certain groups or against
public interest.

MIS: Management Information Systems for databases.

OBCM: Objectives-Based Case Management, by which supervising offi-
cer sets behavioral objectives. After a set time, a review takes place.

PSIR: Presentence investigation report by the probation officer to pro-
vide information for the court.

4. Security jargon varies with the type of employer — airport, business, hotel,
hospital, etc. Here are a few examples:

Examples:
ASIS: American Society for Industrial Security (includes many fields).

foreseeable problem: Basis for many suits due to lack of correction of
situation that a person “should have seen coming.”

IAHS: International Association for Hospital Security.

incident report: Includes any event out of the ordinary (the event
reported does not necessarily have to be illegal); sometimes called case
reports, and, in illegal situations, offense reports.

internal shrinkage: Most often used in department stores and other busi-
nesses; refers to losses caused by an employee’s taking of money and/or

merchandise. Defalcation is the term used by some businesses.

key control: Exchange of keys from one officer to another (should always
be referred to in logs).

parking reminder: Usually a first-offense note.

party line: Bound or loose-leaf notebooks used to record incidents and
keep officers up-to-date. (Should be required reading on entering duty.)

security discrepancy notice: Notice of dangers left by guard (e.g., failure
to lock up).
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shoplifting: Removing goods from a business without paying for them.

shorts and overs: Shortage or overage of monies from the amount shown
on cash register total.

slip-and-falls: Customer or employee accidents. (May result in large suits
against the company or organization.)

unit: One-person guard, sometimes referred to as Unit # .

unattended death: Death that occurs without a doctor being in atten-
dance — a serious concern in hotels, hospitals, etc.

5. Subculture slang is perhaps the most difficult type of jargon to record

because it not only changes rapidly over time but also varies from coast
to coast. It can also be exported from one geographic area to another.
It includes slang used by gangs, street people, police, drug users, and other
groups who use expressions not common to society in general. Actually,
terms once used by gangs may show up and be understood by people not
in the subculture. An example would be the use of “dis,” first used by
gangs, later used by television commentators.

Example:

“He dissed me.” This was an excuse for a gang shooting because the vic-
tim showed disrespect for the person who considered himself superior.

Recording of slang is a risky business because it changes not only from one

class of people to another, but also from place to place and time to time.

The following were used in various parts of the country fairly recently:
Examples:

bazuko: cocaine paste

beeper boy: young drug dealer who uses a beeper to make contact with
his customers

bloom: marijuana; also skunk, and blunt which refers to a joint

creep defense: if a person is already known as the type to take advan-
tage, a date should have expected sex as part of the evening

Dirty Harriet: a woman officer who overreacts

glading: sniffing household products such as glue or Freon to get high;
also known as huffing and bagging

HIV roulette: unprotected sexual contact



CHAPTER 12 ® USING OR ABUSING WORDS 261

roid rage: unusual irritability, a reaction to use of steroids, also known
as gorilla juice

TLB: tough little broad

3 7 77: code formerly used by vigilantes in the nineteenth century, which
some claim is now used by militia to threaten death, referring to dimen-
sions of a grave, 3’ by 7' by 77"

Gang slang is often used for two reasons: to identify members of the same
group by language that excludes others, and to express contempt or even
suggest bodily harm for those who do not belong. On the other hand, lan-
guage that is sexist, racist, or ageist (language that is prejudice against an
age group, particularly the elderly) may be unintended by the writer, but
resented by those described.

Older Examples:

187: usually in graffiti, means to kill, relating to the California Penal

Code section for homicide (a slash across a rival gang name can mean

the same thing)

20 cents: $20.00 worth of cocaine

bo: marijuana

crack: rock cocaine

cuz or cuzz: what gang members call each other

doin’a rambo: armed attack on a person

dusted: under the influence of PCP (also called angel dust)

head hunter: a female who performs sexual acts for cocaine (in the busi-

ness world, this is a term for a person who finds people for legitimate

executive jobs)

Jim Jones: marijuana that is laced with cocaine or PCP

kibbles and bits: crumbs of cocaine

rock house: place where rock cocaine is sold
You can connect current events with many of the above terms in use in the

late 1980s and early 1990s. What’s next? Gang members usually are in the

14-24 age range. Young people of the same age often understand gang graffiti
that older people take to be meaningless gibberish. In any criminal justice
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position, it is beneficial to know local slang, as slang terms vary from coast to
coast and are influenced by the dominant ethnic groups of the region.

Avoiding Sexism

Only a few decades ago, he was accepted as a generic term referring to a man or
a woman. At that time very few women were law enforcement, security, correc-
tions, probation, or parole officers. The general public had not had its conscious-
ness raised to see the need to protest, much less to write carefully.

Now, you can’t afford to be careless and risk a suit, or at least a condemnation
of your attitude. It’s not very difficult to supply alternate and more acceptable
terms.

In place of this: Use this:

fireman firefighter

mail man mail carrier

man hours worker hours
manpower workforce
steward/stewardess flight attendant
workmen’s compensation workers’ compensation

Sometimes changing material into the plural gets around the problem:

A probation officer should Probation officers should
justify his or her justify their
recommendations. recommendations.
Everyone has his or her Staff members should have
job description. their job description.

Avoiding Racism

Sensitivity has grown in this area so much that even well-meaning people may
find themselves in trouble. What was acceptable last year may not be acceptable this
year, and something previously frowned upon can return to favor.

The writer should be sensitive to how racial or ethnic groups wish to be named.
Clearly, in this, the second decade of the twenty-first century, there is no place for
names that individuals believe are demeaning. For example, Native Americans
now prefer that specific descriptive name to terms that were used 25 or 50 years
ago.

Considering Ageism

Many older people object to the euphemism, senior citizen, despite its frequent
use. “As opposed to what?” a white-haired woman said. “I do not know any junior
citizens! I do not mind being called old. When you are 85, you know you aren’t in
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your salad days. And when I die, I expect to die, not ‘pass away’!” She objected
strongly to the patronizing attitude some people take. She said, “One officer said
to me when I hesitated which direction to take, ‘May I help you, young lady?’
That’s just too silly, but you would be amazed how many people call you that.”

Often older people are proud of their precise age, but most of them object to old
man or old woman. Very few resent being called elderly, which suggests a tendency
toward being old and connotes a deserving of respect.

Semantics

This is the study of how people change words and how words change people.
Politicians and advertisers often search for emotionally laden words that will per-
suade the public to buy their program or product. Scrutinize words for changes in
meaning. Read or listen carefully for terms that are used to sway your opinion,
and try not to slant your own words.

Nonverbal Communication

Law enforcement, security, probation, parole, and corrections officers also need
to study the body language people cannot avoid in interpersonal communication.
Words may lie, but signals sent out involuntarily by the body are likely to tell the
truth.

Dr. Richard L. Weaver II, author of several books and articles on interpersonal
communication, states that in a normal conversation, words carry less than 35 per-
cent of social meaning. In an interview or interrogation, it is especially important to
look for behaviors that do not agree with words.

A probation officer interviewing a client may find a man using words that will
put him in a good light. He may profess eagerness to get a job, but his slouching
position and untidy clothes show a lack of effort. Both spoken and unspoken com-
munication should be noted. Actions often do speak louder than words.

Developing Your Vocabulary

It is important to study vocabulary words in order to interpret more clearly
what you read and hear. The following list of study suggestions should help you
master vocabulary skills:

1. Find a book that helps build relationships between words (several are listed
in Appendix C).

2. Keep lists of words, roots of words, prefixes, and suffixes. Write them in
sentences. Use the 3 x 5” card method discussed earlier in this text.

3. Look for key words in newspaper and magazine articles. Police Chief,
Time, Reader’s Digest, and Wall Street Journal will provide you with a
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variety of words used in different fields. Read frequently. Do not just let it
wash over you — think about what you read.

Say the words aloud. Get someone involved with you; study with your
spouse or partner, using bits of time such as while driving to work.

Use a good dictionary, and do not be satisfied with learning just the first
meaning listed for a word.

Hunt down the source of words to help you remember. (This can be so
interesting that it may become a fascinating hobby. For example, the word
assassin comes from the Arabic hashshashin, or eaters of hashish).

Develop a feeling for nouns and verbs. Adjectives and adverbs give value
judgments. Do not write: “He seemed very nervous.” Giving more concrete
details, the observation might look like this: “He kept looking over his
shoulder as he talked. His left eye twitched, and his lips trembled.”

Listen carefully to people from all walks of life and from various
countries and regions. Try to distinguish words and ways that set these
people apart.

Do not get word-happy. Keep your word bank to draw on, but do not
show off your wealth. Being able to put the exact word in the precise place
is your goal.

It is important to remember that in face-to-face conversation you receive infor-
mation from nonverbal sources as well as from verbal communications. If the
person you are talking with does not understand something, he or she can ask
you for clarification. If the person “makes a face” or uses some other gesture or
expression, you can clarify your point on your own. You can also determine
whether the person is understanding your point by the direction of the conversation.
With written communications you are not privy to such helpful cues. What you
write will be interpreted from the reader’s own point of view. It is therefore crucial
that you write in a manner that is as clear as possible.

Summary
1. Your written language can help determine how clearly you think, how log-
ically you act, and how far you will go professionally.
2. Administration of justice depends on every person not only acting on
behalf of the public good, but also documenting all action.
3. Because mental processes are dependent upon words, a vocabulary test is

often used as a quick method of determining a person’s level of intelligence.
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10.

11.

12.

If your word choice reflects prejudice or involves euphemisms or stereo-
types, your thinking and writing will not be clear or accurate.

Communication depends on who says what to whom and with what effect,
depending on tone, semantics, body language, active listening, biases, and
the situation.

Unclear writing is composed of many things: very long sentences, words of
many syllables, passive rather than active words, jargon and overworked
terminology, and sometimes even unrelated and illogical writing. While
sometimes correct grammatically, unclear writing has no place in reports.

Get a good dictionary. From it you can learn word roots, various word
meanings, and pronunciation.

Try to understand a word from its context, then confirm your ideas and
look for additional meanings in the dictionary. Study synonyms, antonyms,
and homonyms (including homophones).

Words change over a period of time, depending on where the word is used
(for example, discipline means one thing in military circles and another in
academic circles).

Train your ear to distinguish regional pronunciation. Learn the language of
the streets, current slang, and terms used by various cultures and subcultures.

Involve all the senses in learning. Study vocabulary, preferably with another
person. Learn by reading frequently and studying relationships between

words.

Use words only to express, never to impress.
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Chapter 12 — TEST

1.

Criminal justice depends not only on every person acting on behalf of the

public good, but also on the of such action,
whether that action is by a , , ,
, or

If you misinterpret the words of another, your own action may become
and

The term “damn hippie” is an example of and “youn
transient” is an example of a(n)

Stereotyping is holding a

Communication involves who says what to whom and with what effect,
depending on:

(a) , (b) , (€) , (d) ,
(e) , and (f)

Give a more direct form for the following:

(a) in view of the fact that

(b) until such time as

(c) at your earliest convenience

(d) in the event that

(e) at the present time

(f) on the occasion of

(g) initiate

Semantics is the study of




CHAPTER 13

Abbreviating and Capitalizing

Abbreviating and capitalizing are treated together here because sometimes
words are both abbreviated and capitalized. In fact, this is the case with most
nationally accepted abbreviations. Both abbreviation and capitalization are also
treated briefly in Chapter 3.

There is no substitute for checking all information available in your own field
and agency. Abbreviation and capitalization vary widely from agency to agency,
state to state, and service to service. The main point is to use the locally accepted
form. If none is available, the cardinal rule is to be consistent in usage and explain
the meaning of abbreviations whenever possible.

While many agencies have a prohibition in their report-writing manuals against
using abbreviations, most people do use abbreviations. The important thing is not
to use homemade abbreviations that are understood only by yourself or only in a
limited region. Your private shorthand has no place in a report that must be read
by others and may appear in court. It is also useful to point out the difference
between abbreviations and acronyms. An abbreviation is a shortened form of a
written word or phrase used in place of the whole (e.g., Mon. for Monday, Lt.
for Lieutenant, FBI for Federal Bureau of Investigation). Acronyms are abbrevia-
tions that are pronounced as words and consist of initials or syllable components
of other words (e.g., AIDS for acquired immunodeficiency syndrome, snafu for
situation normal, all “fouled” up).

Abbreviating to Save Time and Space

Ironically, while many agencies and departments have a prohibition against
using abbreviations, they produce forms that do not have room for anything more
than abbreviations. There are many standard abbreviations. You should make sure
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that you use only standard abbreviations that will be understood by your readers.
Avoid using your own made-up abbreviations or ones that are limited to your
agency. The following are some commonly used abbreviations; variations are noted.
Keep in mind that your agency may have different requirements and uses:

A&B assault and battery E/B eastbound

AIDS acquired immunodeficiency EOW end of watch
syndrome F female

AKA also known as FAX facsimile

A/O arresting officer FBI Federal Bureau of Investigation

APB All Points Bulletin FI field interview

ASIS American Society of Industrial FIL Filipino
Security FU follow-up

ATT attempt or attempted GOA gone on arrival

B/A breathalyzer GRN green

BAC blood alcohol content GSW gunshot wound

B/C broadcast HAW Hawaiian

BFV burglary from vehicle HZL hazel

BLK black (also BK) HBD had been drinking

BLU blue (also BL) HISP Hispanic

BMV bureau of motor vehicles H&R hit and run

BRN brown (also BR) IBR incident-based report

CADS computer-aided dispatch system ID identification

CAPT captain IND Indian

CAUC  Caucasian INJ injury

CFBD cared for by driver IQ intelligence quotient

CHI Chicano (sometimes used for I/S intersection
Chinese) JPN Japanese (also JPSE)

CHIN Chinese Juv juvenile

CHPA  Certified Healthcare KOR Korean
Protection Administrator L/F left front

CPO Certified Protection Officer LIC license

CPP Certified Protection LNU last name unknown
Professional L/R left rear

CTS credit for time served L/T left turn

DEFT defendant LT lieutenant

DEL delivery M male

DET detective MA] major

DMV Department of Motor Vehicles MAN manufacturer

DNA deoxyribonucleic acid MC motorcycle
(formerly referred to as M/ missing juvenile
“does not apply”) MO modus operandi, method of

DOA dead on arrival working

DOB date of birth MPH miles per hour

DP data processing MS motor scooter

DUI driving while under the N/A not applicable
influence (of alcohol or NARC  narcotics
drugs) N/B northbound

DWI driving while intoxicated NCIC National Crime Information

E east Center
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NMI no middle initial RPO report by probation or parole
OBTS offender-based tracking system officer
OIC officer-in-charge R/R right rear
OPV official police vehicle R/T right turn
PC penal code S south
PC probable cause SAC Strategic Air Command or
PED pedestrian Special Agent-in-Charge
PI point of impact S/B southbound
PO parole, police, or probation SGT sergeant
officer SOR supervised on own
POLYN Polynesian recognizance
PSI Presentence Investigation SuUS suspect (also SUSP)
Report (also PSIR) T/A traffic accident
PTGSE  Portuguese TNT trinitrotoluene
Q&R questioned and released TRO temporary restraining order
R/C radio call T/T teletype
R&D research and development UNK unknown
REC record \Y% victim
R/F right front A% vehicle (also VEH)
RMS record management system VIET Vietnamese
RO records only, repeat offender, VIS victim’s impact statement
reporting officer, or W/B westbound
registered owner W/O without

Numbers and Codes Used for Abbreviation

Numbers and codes may be used with the supposition that they are understood
only by a restricted number of individuals. However, 10-4 is a fairly common
response that means a communication has been received and acknowledged. Other
codes may vary widely. In one jurisdiction Code Zero may mean officer in trouble
while in another jurisdiction, 10-15 may mean the same thing.

Hospitals, hotels, museums, airports, and other places sometimes use color
codes or codes that sound like a person’s name to call for help to avoid alarming
the public. Code blue could mean a serious emergency, but another code or number
could have the same meaning. “Mr. Stanley Pippen, you have a telephone call in the
main lobby” may be a code instructing security to report to the main lobby.

Clarify Abbreviations

If you receive a communication from another agency, department, county, or another
state, you will realize how often confusion can exist due to abbreviation. Does V 1 mean
victim 1 or vehicle 1? That is usually easily sorted out from the context, but how about
RO, which can mean reporting officer, records only, registered owner, or repeat offender?

The codes used in radio communications and over public announcement
systems by various agencies are a form of abbreviation that sometimes appears in
criminal justice reports. The writer needs to explain the meaning of the abbrevia-
tion. For example, “This officer responded to a 10-49 (driving under the influence)
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on Wilson Street. The 10-49 was observed traveling in a northerly direction in a
blue 2001 Mercury Sable ... .” In this way, those who are unfamiliar with your
agency’s codes will know that to which you are referring. Remember, reports may
be read by many others besides people within your own agency.

Many government agencies are known only by their abbreviations, capitalized
in writing and used in normal conversation. You surely know the FBI, and you
probably have a vague idea what many others mean, but how many of the following
can you identify with exact words?

AFIS Automated Fingerprint Identification System
ATF Bureau of Alcohol, Tobacco and Firearms
DEA Drug Enforcement Administration

FBI Federal Bureau of Investigation

FCC Federal Communications Commission

INS Immigration and Naturalization Service

NASA National Aeronautic and Space Administration
NCIC National Crime Information Center

NIBRS National Incident-Based Reporting System
NRC Nuclear Regulatory Commission

OSHA Occupational Safety and Health Administration
UCR Uniform Crime Reports

VCAP (VICAP)  Violent Crime Apprehension Program

Abbreviations of Latin Terms

Examples:

MO, modus operandi — the way in which something is done
etc., et cetera — and others and so forth

i.e., id est — that is

e.g., exempli gratia — for example

E.g. and i.e. are often incorrectly used for each other. If you are not sure of the
usage, either look them up or use the English translation. Latin or any other foreign
term is usually underlined or italicized, but abbreviations such as MO, e.g., and etc.
are used so often that they should not be underlined or italicized. Ezc. should be
avoided in most criminal justice reports.

Changing Rules

How can anyone lay down a hard-and-fast rule for abbreviating, capitalizing, or
punctuating? The trouble is that the times and rules are always changing. What is
accepted in one district or even in one office may not be accepted in the next.
Current practice is to simplify, especially in forms, which abound in criminal justice
work. Words of more than four letters are often abbreviated. Capital letters empha-
size the abbreviation, and periods after capitalization are fast disappearing, but
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there are exceptions. The key is to consult an up-to-date source, abide by local
usage, and be consistent. If you have any doubt of your reader’s ability to under-
stand the abbreviation, spell it out.

Here are some points to consider:

1.

Spell it out first.

If there is any chance of confusion, you should spell out the word the first
time it is used, followed by the abbreviation or acronym in parentheses.
Example: The Special Agent-in-Charge (SAC) introduced himself. He
reported that the duties of the SAC include preparing the budget.

Personal and military titles.

With personal and military titles, follow current use. There seems to be a
growing acceptance of names without titles to indicate gender or marital
state. If titles are used, Ms. is accepted for females when marital status is
not important, is not known, or when the woman has indicated a wish
to have that usage. The United States military abbreviates rank titles by
fully capitalizing the abbreviation with no period following. Example:
LT Smith. Other usage of rank titles may capitalize the first letter followed
by the lower case and period: Example: Lt. Smith.

Last name only.

Because on the face page you have identified people involved in the inci-
dent and listed them as male or female, personal titles are not needed.
Some agencies may require the use of the complete name at the beginning
of statement and then allow the use of only the last name subsequently. As
mentioned in Chapter 3, in some agencies the entire last name is capitalized
throughout reports to clarify and make reading easier.

Titles and titles that follow a name.

Examples: Dr., Jr., Sr., M.D., Ph.D., and M.A.

When addressing an envelope, most offices still use Mr., Ms., Miss, or Mrs.
(Using the title Ms. eliminates the need to investigate marital status for
women, and is thus the most expedient way of handling addresses.) Titles
such as Ph.D., Psy.D., M.D., or M.A. follow the name, as do J~. and Sr. In
the case of a doctor, Mary R. Brown, M.D., is the most common style with
the salutation being Dear Dr. Brown. In the body of a report she may be
referred to as Dr. Brown, Doctor Brown, or just Brown. It is never correct
to write Dr. John H. Brown, M.D.

Terms that describe a business when they are part of the firm’s legal name.
Examples: Baxter Co.; John David, Ltd.; Charles & Sons; Badges, Inc.
The abbreviation of and to an ampersand (&) is sometimes acceptable in
the small blocks on the face page; however, if and is part of the legal name,
it should not be abbreviated using an ampersand. Ltd. is a common abbre-
viation and is preceded by a comma.
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Be Consistent

If you use the symbol # for number in one case and pounds in another, confu-
sion is sure to result. Example: Suspect #1 weighed about 185#.

A few abbreviations are so well known and so unique that it would seem ridic-
ulous to write them out. Not many people would write out #rinitrotoluene for TNT.

Postal Abbreviations for States and Territories

Alabama AL Montana MT
Alaska AK Nebraska NE
American Samoa AS Nevada NV
Arizona AZ New Hampshire NH
Arkansas AR New Jersey NJ
California CA New Mexico NM
Colorado CcO New York NY
Connecticut CT North Carolina NC
Delaware DE North Dakota ND
District of Columbia DC Ohio OH
Florida FL Oklahoma OK
Georgia GA Oregon OR
Guam GU Pennsylvania PA
Hawaii HI Puerto Rico PR
Idaho ID Rhode Island RI
Illinois IL South Carolina SC
Indiana IN South Dakota SD
Iowa IA Tennessee TN
Kansas KS Texas X
Kentucky KY Utah uT
Louisiana LA Vermont VT
Maine ME Virgin Islands VI
Maryland MD Virginia VA
Massachusetts MA Washington WA
Michigan Ml West Virginia WV
Minnesota MN Wisconsin WI
Mississippi MS Wyoming WY
Missouri MO

According to the “Consumer’s Guide to Postal Services and Products,” the fol-
lowing format should be used for addressing letters and packages:

1. Abbreviate states as shown above. Also capitalize and abbreviate suffixes:
AVE (Avenue), ST (Street), DR (Drive), RD (Road), PL (Place), and CIR
(Circle).

2. Capitalize everything in the address.
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3. Omit all punctuation in the address, except the hyphen between numbers,
as in the ZIP + 4 Code.

4. Endorsements for special services should be placed above the delivery
address or below the return address.

5. To expedite delivery, be sure to use the ZIP + 4 Code when available.
Two rules to remember:
1. If you are unsure about an abbreviation or if your reader may have a doubt
about your use of an abbreviation, write it out. Remember: When in

Doubt, Write it Out.

2. Check your agency for guidelines and be consistent in your own reports.

Capitalization

Do Not Over-Capitalize
A word of warning should be given here. Some people capitalize the first letter
of words at random just as they sprinkle commas about for no reason. This is more

likely to happen in handwritten documents such as security logs. Watch for this
problem in yourself and in others under your direction.

General Rules for Capitalization
The following are common uses of capitalization:
1. The day of the week, the month, holidays, but not the season.

Example:
This fall, Veterans’ Day is on Monday, November 10.

2. Proper nouns, initials, and titles when part of a name. A title preceded by
a, an, the, his, etc. is written in lower case.

Example:
This unit is under the command of Captain John James.
He is a captain, and his son is a sergeant.

3. Names of locations but not general directions.

Example:
The suspect turned south on West 33rd St.
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4. Names of specific institutions but not general terms.

Example:
He attended several colleges before he graduated from Pepperdine
University.

5. Names of specific courses but not general fields of study.

Example:

He took History 101 and Psychology 240.

He took history, psychology, and English.

(English is capitalized because it is from a proper noun.)

6. The principal words in titles of books or articles, but not articles a, an, or
the, or short prepositions such as of, on, in, or to, or conjunctions such as
and, or, or if, unless it is the opening letter in a title. The rule is not to
capitalize prepositions and conjunctions of less than five letters. Capitalize
even short verbs such as Is and Be.

Example:
Updike wrote A Month of Sundays.

7. The pronoun I.
Example:

Because of the darkness and fog, I could not determine in which direc-
tion the perpetrator fled.

Looking over the above points, you can formulate a rule to follow: Capitalize the
specific, but not the general, use of a word.

Capitalizing and Indenting for Brevity and Impact

Everyone has seen the margin-to-margin type of report writing and knows how
difficult it is to spot important facts. Headings and subheadings help the reader
to spot the important points quickly. Review the headings and subheadings in
Chapter 3. Capitalizing, indenting, and underlining are all means of empbhasis.
One good method is to capitalize and underline the main heading. Indent for the
subheading; underline and capitalize only the main words. There is no need to
put a colon after the headings.



CHAPTER 13 ® ABBREVIATING AND CAPITALIZING

277

Example:

HEADING
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

Subheading

XX XXX XXX XXX XX XXX XXX XXX XX XXX XXXXXXX
XX XXX XXX XXX XX XXX XXX XXX XX XXX XXXXXXX

Skip a space between headings and subheadings. The extra space may seem
wasteful, but it is not. It adds to the ease in reading and allows the reader to find
important information quickly.

Professionalize your work with capitalization, indentation, and the use of headings.

Summary

1.

Ask for a directive on locally accepted abbreviation and capitalization. If
none exists, use a standard form and be consistent.

The following are commonly abbreviated: forms of address; rank and title;
and names of states, days of the week, and months.

Capitalization of a word can sometimes be used for emphasis if your
agency accepts this as a standard form. In some areas, the last name of a
person previously identified in a report may be capitalized in full and used
by itself in the narrative.

The most common uses for capital letters are these: the first letter of the
day of the week, month, and holidays, but not the season; proper nouns,
initials, and titles when part of a name; names of exact locations but not
general directions; names of specific educational institutions but not gen-
eral terms; names of specific courses but not general fields of study, as well
as the main words in titles but not prepositions, conjunctions, or articles of
less than five letters.

While foreign terms should be underlined or italicized, some abbreviations
are so common that they are not underlined. Latin terms commonly used
(MO for modus operandi, the way in which something is done, and etc.,
for et cetera) should not be underlined or italicized. Avoid the use of etc.
in criminal justice reports because it is too general and may result in impor-
tant information being left out.

If you are in doubt about your reader’s ability to understand an abbrevia-
tion, at least spell out the term in full the first time that you use it. There-
after, you may use the standard abbreviation for the term.
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Chapter 13 — TEST

1. The main rule in both abbreviation and capitalization is to use the
. If none is available, the cardinal rule is to

be , and when in doubt,
2. Abbreviation is more commonly accepted on the than on the
or pages of a law enforcement
report.

3. List five standard uses of abbreviation by the general public:

4. Capitalization can be used as an organizational tool for and

5. The most common uses for capitalization are:

6. One general rule is you can follow for capitalization is




CHAPTER 14

Innovations and Predictions
in Criminal Justice

Learning includes keeping up with innovations. At an annual meeting of the
Academy of Criminal Justice Sciences several years ago, then director of the FBI,
William S. Sessions, gave a preview of things to come. Sessions also paid tribute to
the many academicians and practitioners in attendance by saying in part: “It is your
research, your teachings and your practical ideas that help move the criminal justice
system from perceived needs to working realities.” While many of the areas Director
Sessions covered as innovations are reality today, all of his points are still valid.

He stressed three specific needs: improving ways of identifying criminals, iden-
tifying crime trends, and improving ways of sharing information among law
enforcement agencies. Shared information starts with collecting information and
documenting it, usually in the form of a report. Thus, every individual in the crimi-
nal justice system can have an important impact on information sharing. Ironically,
the FBI has faced recent criticism for problems within its crime laboratory, much of
which, it turns out, is related to lack of or poor documentation and handling of
evidence.

Identifying Criminals

Electronically sending and receiving fingerprint images through a planned
automated image-retrieval system, as well as an automated latent system from a
20-million-print database, constitute a huge improvement over mailing inked cards.
New laser identification systems allow for a person to place a finger on an elec-
tronic “reader” that is tied directly to a database of all fingerprints on file. This pro-
vides for immediate identification of persons who may be either suspects or victims.
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The FBI, which receives the fingerprints for almost every felony arrest in the
United States, is currently proceeding (although behind its original ambitious time
line) with a project called NCIC 2000, which will add an automated fingerprint
and arrest photograph (mug) capability to the National Crime Information Center
(NCIC). The fingerprint system, called TAFIS (Improved Automated Fingerprint
Identification System), when completed, will store all of the fingerprints the FBI
has collected over the years in a single computerized fingerprint database. It will
also store all new fingerprints received by the FBI, and will, for the first time,
include prints for misdemeanor arrests. IAFIS is designed to allow law enforcement
personnel and other authorized users anywhere in the country to obtain a rapid fin-
gerprint identification and mug-shot photograph of anyone whose arrest has been
entered into the NCIC system. As part of NCIC 2000, the FBI has contracted with
major defense contractors to design and produce equipment that will allow officers
to submit and check fingerprints and mug-shot photographs from any car in the
field equipped with mobile data terminals.

Identifying Trends

Sessions, in his speech, observed, “What we really do, essentially, is to collect
information. That’s what investigation is all about.” Previously, preservation of so
much information was impossible, as was the exchange of information between
so many agencies. Computers make collecting, sorting, and indexing information
much more efficient and productive. They also facilitate the linking of agencies,
and one investigation can lead to another. As Director Sessions stated, “The more
we know, the more we can know.” He gave the example of one investigation that
linked eight American and nine Italian cities in drug operations. Computers have
made the difference.

Computer systems such as the Organized Crime Information System (OCIS),
Investigative Support Information System (ISIS), and Terrorist Information System
(TIS) assist with the collection and analysis of needed information on inter-
jurisdictional offenses. Expected in the future are developments on existing data-
bases of artificial intelligence that will not only sort data, but also will be able to
draw conclusions.

Computerized crime analysis is so closely linked to computerized crime-incident
tracking that they almost seem to be the same. The most rudimentary type of crime
analysis — i.e., “How many of each type of crime happened, where, and when” —
flourished almost as soon as the first computer database was completed, replacing
painstakingly hand-compiled analysis, which often used pin maps. This type of
analysis, now computerized, is still the most commonly used, because it is easy to
do and is very useful in determining how to allocate resources. It also can make
an effective presentation to funding agencies at budget time.

With advancements in computer hardware and software, crime analysis has
become more sophisticated, moving from printouts of statistics to the current prac-
tice of integrating crime analysis with Geographical Information Systems (GIS),
which can produce easily updated, detailed maps displaying crime information.
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Recently, analysis programs have been developed to make connections between a
large number of seemingly unrelated facts, which may be spread out over a very
large geographical area, helping to coordinate the investigative and enforcement
efforts of many agencies.

Improving Ways of Sharing Information

Two important outgrowths of those early efforts are currently the largest law
enforcement computer systems in the world, the National Crime Information
Center (NCIC) and the National Law Enforcement Telecommunications System
(NLETS, pronounced “inlets” by those who use it). These two immense systems
are products of the early 1960s that are dedicated to law enforcement. Both NCIC
and NLETS maintain computer networks that reach every state and territory in the
United States, every federal and state law enforcement agency, and most municipal
law enforcement agencies. They are also linked to the Royal Canadian Mounted
Police network in Canada and the Interpol network in Lyons, France. Law enforce-
ment agencies in other countries may also obtain limited information from these
databases, but usually not directly.

NCIC is a product of the federal government, and is run by the FBL It is a single
large database containing almost all felony arrest information, and some of
the misdemeanor arrest information from the entire United States for the last
30 years. It also contains information about stolen property and arrested or
wanted persons.

In contrast to NCIC, NLETS has no databases of its own. NLETS functions by
the voluntary linking of the computer systems of states and municipalities through-
out the country. This permits law enforcement officers in one area of the country to
check on criminal histories, drivers licenses, motor vehicle registrations, and other
information from any other geographical area, or from the country as a whole.
Their website (www.nlets.org) offers ways of contacting NLETS representatives
for a given area.

In addition to adding fingerprints and photographs, a planned improvement for
NCIC 2000 is to upgrade the Uniform Crime Reporting (UCR) system, a national
computerized system, to the National Incident-Based Reporting System (NIBRS).
UCR and NIBRS were discussed in Chapter 3. Although NIBRS is having to over-
come considerable opposition from some of the reporting law enforcement agencies,
it will store and produce far more information, lending itself to useful crime ana-
lyses. The NIBRS computer system itself is complete, and gradually more and more
state and local agencies will implement NIBRS crime reporting.

Bringing together information from many different areas is a mission of the FBI.
One interesting example of this is the Violent Criminal Apprehension Program
(VICAP), which is a national clearinghouse for unsolved murders. There are a num-
ber of other specialized computer networks, such as the Western States Intelligence
Network (WSIN) and the El Paso Information Center (EPIC), but access to these is
closely regulated and they are of little interest to those outside their specialized
areas.
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Innovations

Translated Forms

Some innovations are as simple as the translation of forms into commonly used
languages other than English. Figure 14.1 shows the Arizona Department of Public
Safety’s form documenting consent to search, written in English and Spanish on the
front and back of the same form.

Figures 14.2 and 14.3 show the Honolulu Police Department’s Suspect, Weapon
and Vehicle Description form, HPD-458, in English and Japanese. A non-Japanese-
speaking officer can use the forms with Japanese-speaking witnesses and victims to
obtain suspect descriptions.

There are many telephone translator systems available to provide translation
services in almost all spoken languages. A lot of major cities have 24-hour transla-
tion services available. In addition, many computer programs, including small hand-
held devices, allow for translation of specific words and phrases. Figure 14.4 is a
portion of a Point Talk® card. Point Talk cards contain phrases needed by law
enforcement and EMS personnel in dealing with people who do not speak English.
Each phrase is written in English and alongside is printed the same phrase in the any
one of several languages. To use it, you simply point to the phrase in English and
the person reads the question in his or her own language and replies by pointing
to the appropriate phrase. A new CD-Rom version of the system is available in
40 languages.

Automation of Report Writing

Over the years there have been attempts to speed up or make easier the task
of report writing. In 1972, the state of California attempted to unify a statewide
reporting system through the “One-Write” plan. Under this system, the original
field report, written or printed by hand by the initial investigating officer, was the
only report used. Information taken in the field was recorded directly onto the
report form. Information was not placed in the officer’s notebook and then tran-
scribed onto the report. After being approved by the officer’s supervisor, the report
was duplicated and distributed to the units or agencies that needed to follow up.
Various agencies throughout the country use similar systems.

Many law enforcement agencies now use automated report form software such
as Automated Law Enforcement Incident Report (ALEIR), which allows officers
and investigators to enter reports from laptops in the patrol car. Some automated
report-generating software programs allow a police officer or probation officer to
enter necessary data, such as address, date of birth, names, and so on and then gen-
erate a narrative report. The advantages of these programs include efficiency, rapid
submissions, and standardization. However, there are disadvantages that may
include inaccuracies and wrong vocabulary usage. Care should always be taken
when using automated report-generating software programs to be certain the report
Is accurate.
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There have been changes in the face pages of reports. Many law enforcement
agencies moved from a single report form for all offenses to a collection of many
different forms — one for each major or common offense. As mentioned in the
introduction, some agencies became overwhelmed with forms and have since or
are now in the process of moving to fewer, more generic forms. The states of
New Mexico and West Virginia obtained federal grants that allowed them to
develop statewide forms for use by law enforcement agencies, standardizing the col-
lection of crime data and statistics.

Almost all 50 states have moved to a statewide traffic accident report form for
the same reasons. Many states also have legislative mandated report forms and
reporting systems for use in investigation of crimes of special concern, such as
spouse, child, or elder abuse.

Dictation of Reports
Dictations of reports have been used by various agencies with varying degrees
of success. Many specialized units within agencies use such systems. Sometimes
only taped statements of witnesses, victims, or suspects are transcribed. At present,
dictation systems appear to be most successful in smaller agencies or in smaller units
within larger agencies.
Arguments against dictation include the:
1. Possible loss or misinterpretation of information on recording media
2. Difficulty of finding and keeping adequate clerical staff to do the transcribing
3. Difficulty in making sure that reports are transcribed in a timely manner
4. Loss of the chain of evidence of the information in the report
5. Difficulty in getting reports signed by the investigator

Arguments in favor of dictation include:

1. Investigators can dictate faster than they can type; therefore, they can
investigate more cases or spend time on preventive activities.

2. Professional typists are less expensive and turn out better products than do
investigators.

Professional journals and magazines will most likely continue to document the
development of agencies starting dictation programs at the same time others are
giving it up. Appendix B gives an example of the instructions for dictating a report
using a dictation system.
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Figure 14.1
Sample Consent to Search Form — English/Spanish Version
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Figure 14.1 —continued
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Figure 14.2
Suspect, Weapon, and Vehicle Description (English)
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Figure 14.3
Suspect, Weapon, and Vehicle Description (Japanese)
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Figure 14.4
Sample of Point Talk® Translation by Points
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Computer-Aided Dispatching Systems
and Records Management Systems

With technical advances in computer hardware and programs in the 1970s
and 1980s came two major advances to the law enforcement reporting systems:
the Computer-Aided Dispatching System (CADS) and the Records Management
System (RMS). In CADS, the computer manages the incoming requests for service,
monitors the location and status of the available officers, and either dispatches
officers directly or recommends the dispatching of officers to a human dispatcher.

In many systems, a Mobile Data Terminal (MDT), a small computer screen and
keyboard that allows for direct electronic communications between the law enforce-
ment vehicle and the dispatcher and/or RMS, is installed in each field vehicle. MDTs
allow for the transmittal of information without tying up already cluttered radio
airways. With MDTs, the transmission by the dispatcher involves coordinating the
units involved rather than just passing along and recording voice-transmitted infor-
mation. This allows a single dispatcher to deal with a larger geographical area,
more units, or both. It is usually advantageous to have fewer geographical bound-
aries because boundaries frequently cause a loss of information passed between
units. The MDT “talks” directly to the CAD computer, with the information dis-
played to the dispatcher on the CAD terminal and to the field officer on the
MDT screen. The main flow of information between the officer and dispatcher is
conveyed as short spurts of computer data, replacing the long and frequently
unclear voice transmissions of the past. This leaves communications channels avail-
able for emergency transmissions.

Most CADS also allow officers in the field to access central databases directly to
obtain information on arrests, wanted persons, drivers licenses, and vehicle registra-
tions. This speeds the officers’ retrieval of needed information, while again reducing
the workload of dispatchers, and freeing voice-radio circuits for emergency trans-
missions. In many of the systems, the CADS also automatically feeds the resulting
crime data into the agency’s central crime information database, eliminating the
reentry of data by hand.

Records Management Systems are used to provide an automated method of
entry and retrieval of all information associated with each report generated and
investigation initiated. While some RMSs are stand-alone systems, they are often
tied into CADS. A combined system allows all information that is obtained by the
dispatcher to be recorded within the RMS. The system is then able to keep track
of each incident, related incidents, and all information on persons that have
provided information on the case.

Some RMSs require input of information by the report writer, some accept
information directly from the tape transcriber, and others require input from report
reviewers. Departments with laptop computers can have information directly down-
loaded from the laptops to the RMS.

Because an RMS is a data-based program, specific information can be obtained
from the files. This allows a search of all information within the database to develop
leads or MO patterns.
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Facsimile Machines, E-mail, and the Internet

Other methods of transmitting reports and other information include the use of
facsimile (fax) machines, electronic mail (e-mail), and the Internet. Fax machines,
e-mail, and the Internet all can be used to transmit information or images across
communications lines, such as telephone lines. The transmissions can include photo-
graphs, documents, or reports. This technology allows almost instant sharing of
information by field offices of the same agency or between agencies. Many agencies
pass information about suspected or wanted criminals to other agencies or even to
private security agencies via the use of these methods. Many cities with a large tour-
ist industry use these methods as quick ways to provide information to hotels,
motels, condominiums, and other facilities that cater to tourists.

Word Processing

Word processing, once thought of as a luxury, is now a common sight in many
criminal justice agencies. While it is basically a form of typewriting, word proces-
sing has increased the efficiency and productivity of many agencies. There are many
word processing software programs in use. Most agencies use IBM (or compatible)
personal computers (PCs) or Apple’s Macintosh line of computers for word proces-
sing. Desktop publishing refers to the process of creating “professional-looking”
copy using PCs and software programs with enhanced features. Most computer
word processing software programs are user-friendly, which means that the opera-
tor does not require a great deal of knowledge about computers to use them. Word
processing has many advantages over typewriting, including: the ability to store
material on electronic media such as thumb drives, hard drives, or other storage
means; the ability to correct mistakes and edit “on screen” rather than on paper;
the ability to send and retrieve written correspondence via phone lines connected
to the computer (e-mail); the ability to use different type styles (fonts); and the abil-
ity to integrate graphics with text. Other word processing features include spelling
and grammar checkers, thesauri, table generators, math functions, and graphics.
Many criminal justice agencies now use laptop computers in the field to generate
reports in a specific format suited to agency needs.

The Crime Lab

One of the most powerful and far-reaching improvements computers have
provided law enforcement is also the least visible. The computerization of most crime
laboratory instruments has resulted in chemical and forensic analysis techniques that
were unthinkable even just 10 years ago. Computerized gas chromatographs and mass
spectrometers now accurately and routinely identify and match traces of material so
tiny that they are not even visible. By now, almost everyone is aware of the use of
DNA testing, allowing for almost foolproof identification of individuals based
on their genetic makeup. The use of such technology has led to convictions of
persons accused of crimes and also has led to freedom for many persons unjustly
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accused and incarcerated for crimes they did not commit. Computerized DNA data-
bases and computerized DNA matching have become incredibly powerful tools.
The ability of computers to determine the earlier presence of complex organic com-
pounds in human or other tissue from the residual products of their metabolism
long after the original compounds have disappeared is having a major impact upon
forensic pathology.

Several other computer uses, such as blood spatter analysis and vehicle collision
reconstruction, are also having an important, if more limited, effect on the ability of
crime labs to aid in investigations.

Automatic Fingerprint ldentification System

Automatic Fingerprint Identification Systems (AFISs) compare fingerprints.
Although none of these systems are presently precise enough to make the final deter-
mination for court purposes that two prints match, they do sort through the millions
of prints on file and present a short list of likely candidates for comparison. It is this
capability that makes the AFISs so valuable, because they do something that no human
being can, that is, find the owner of a single fingerprint from a huge source of finger-
prints. AFIS has become so important to law enforcement that a third multi-agency,
multi-state computer network has been created to support it: the Western Identifica-
tion Network (WIN). WIN exists to support the ability of AFISs in the Western United
States to search each other’s fingerprint databases for suspects. Headquartered in Cali-
fornia just outside of Sacramento, the WIN network contains the largest AFIS data-
base in the world (at least until the NCIC IAFIS becomes operational) and has
begun to spread beyond just the western states.

Use of Computers and Television

Another new process is the use of computers and television cameras to monitor
both traffic flow and the activities of people in public places. In traffic systems,
a computer-controlled TV camera monitors the area of interest, looking for drivers
speeding, running red lights, or committing other violations. When the computer
detects illegal activity, it stores a picture of the offense and the offending vehicle,
decodes the vehicle license plate by Optical Character Recognition, obtains the
ownership information from a central database, and sends the owner of the
offending vehicle a summons.

Cameras are installed in police vehicles and in many public areas, helping law
enforcement and security personnel to monitor many locations simultaneously.
Because work in the field of facial recognition is already well advanced, it is not
unreasonable to conclude that similar systems capable of recognizing individuals
may monitor a wide variety of behavior in coming decades. The need for such
systems, will, of course, have to be carefully balanced against civil liberties.
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Looking Toward the Future

The law enforcement methods in use today are largely the outgrowth of the past
150 years of modern law enforcement experience. For most of that time, the major-
ity of people lived in communities small enough that each officer knew most of the
people in the community personally and was aware of all of the crimes that
occurred.

Today, most people live in communities so large that most of the occupants are
anonymous to each other, and no one officer can possibly know the details of all of
the crimes committed there. Because of this, the ability of computers to gather,
manage, retrieve, and analyze has become crucial to the law enforcement commu-
nity. As the sophistication of computer crime analysis grows, so will the importance
of computers in tracking crimes and assisting in their solutions.

What this means for the individual officer is that the ability to type, to use a
computer, and to formulate queries logically and intelligently will become increas-
ingly important. Computer skills will never replace an officer’s ability to meet and
interact with people or his or her powers of observation, but they will leverage these
abilities so powerfully that it will be impossible for an officer to succeed without
them.

The future of computers in law enforcement will include improvements to what
is already available as well as a few new things. The improvements will include the
growth of databases, as well as better coordination between them. Further improve-
ments will come in how the information gets into the databases, the sophistication
and usefulness of crime analysis, the ease of producing it, and the ability of officers
on the street to access the information. Cost is a major factor in the deployment of
new systems, and the most important cost is not of the computers, but the people
that they replace. Thus, the twin driving forces behind increased computerization
are the necessity of managing an enormous flood of data and the need to reduce
the cost of getting, keeping, and using it. There is usually an initial cost of inputting
data to develop a database as well as the cost of personnel necessary to continue the
data inputting process.

Currently, most crime reports are handwritten or typed onto paper. A subset of
the information contained in them is converted to data and hand-entered into the
computerized databases. That is beginning to change, with the goal being single
data entry. In a single data-entry system the officer no longer produces a written
report from which crime data is extracted by a clerk and entered into the computer-
ized database as a separate operation. Instead, officers carry computers in the field,
write their reports directly on the computer, and all of the information in the report
is then uploaded into the department’s database automatically. The same computer
will allow the officer in the field to retrieve data from the central database as
needed. It also replaces the MDT, allowing the officer to be assigned to cases auto-
matically, and potentially tracking officers’ locations and progress using geographi-
cal locating equipment.

Not surprisingly, the leaders in this field are police departments in the Silicon
Valley area of California. The Fremont Police Department, which has already
deployed its second generation of such a program, is especially notable.
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Many police departments have installed computer systems to aid in the proces-
sing of arrested persons, and some of them also incorporate photographs and finger-
prints into the automated system. This will continue to grow until most agencies are
tied into the national systems of NCIC 2000 and IAFIS.

There are daily technological breakthroughs that can and do impact all fields
within the criminal justice system. The only limits are those of the imagination
and the willingness of people like you in the criminal justice system. Stay abreast
of these new developments. Take some risks and devote time to consider possible
new applications in your own field.
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Because no uniformity exists nationwide, the reports that follow are models or
samples. Report requirements vary in states and counties, and even from one office
to another in the same building. There is the central thought that “writing is
writing” wherever you find it and that the who, what, when, where, and how
approach is universal. The why is more applicable to Presentence Investigation
Reports or other writing by parole or probation officers. Like anything else, there
are exceptions. Just remember to be very careful when explaining the why.

THE REPORTS THAT FOLLOW ARE SIMULATIONS WITH FICTIONAL
NAMES AND PLACES AND INVOLVE NO ACTUAL PERSONS LIVING OR
DEAD.

Sample Burglary Report

“Assignment/Arrival” and “Property Taken” headings may have been covered
on the face page of the report, depending on the circumstances of the case and
the type of face page used by the agency involved. Some agencies require a short
synopsis of the facts of the case. For example:

Residence at 1025 10th Street was burglarized by a white male while the occupant was
home. Handguns were taken.

In addition, block headings as shown in Chapter 3 may be required. This will
depend on the information provided on the face page of the report and agency policy.
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MILES, Connie S. W Female

1025 10th Street

DOB: 4-1-76 34yrs.

SSN: 555-55-5555

Employed: ABC Chemical Co.
Occupation: Chemist

Tele: (h)(555)923-1111, (w)(555)922-1100
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S-3839410
BURGLARY
PAGE 2 of 5

ASSIGNMENT/ARRIVAL

On 2-10-2010 at about 1800hrs. | was sent by police dispatch to 1025 10th
Street on a burglary that had just occurred. | responded from South Street,
arriving at about 1803hrs.

COMPLAINANT’S STATEMENT

Arrives home from work

Upon arrival | met with Connie S. Miles, who was dressed in a bathrobe and
whose hair was wet. She stated that at about 1740hrs. on today’s date she
returned home from work and almost immediately took a shower in the
master bathroom. While she was in the shower she heard a noise coming
from the master bedroom area. She was not alarmed by the noise because
she presumed it was her husband, who she thought might have returned
home early from a business trip.

Observes male

When she looked around the shower curtain and called out her husband’s
name, she saw a male running out of the master bedroom carrying a
pillowcase that appeared full. She then screamed for help, rinsed off, put on
her robe and ran out of the house. She then ran to her neighbor’s house
across the street and called the police. She did not see the man who had
been in her house after she screamed.
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S-3839410
BURGLARY
PAGE 3 of 5

COMPLAINANT’S STATEMENT CONTINUED

Unusual circumstances

Miles stated that she and her husband normally do not arrive home from work
until about 2000hrs. They normally ride to work and back together, but her
husband took the car on a business trip to Smithville and that she left work
early so that she could catch a ride with a co-worker.

Missing items

Miles stated that she did not find anything belonging to her missing from the
house, but she did notice that several of her husband’s guns were missing.
She could not provide any type of description of the guns saying she knows
nothing about the guns other than that he keeps them in a case in the
bedroom closet. She will have her husband call the police later in the
evening when he returns from his one-day business trip.

Suspect description

Miles described the suspect as being a large, white male, in his 20s, about 6’,
200 pounds. He had fair hair and was wearing dark pants and a blue jacket.
Miles was not able to give any further description but does think that she can
recognize the male if he is seen again.

WITNESS’S STATEMENT

Timothy Delaney was interviewed at his home at 1030 10th Street on
2-10-2010 at about 1815hrs.

Screams heard

Delaney stated that he was at home and just before 1800hrs. he heard his
neighbor Connie Miles screaming that she needed help. As he ran out of his
house he saw her running from her house toward him. She told him that she
had been robbed and so he took her to his house so they could call the police.
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S-3839410
BURGLARY
PAGE 4 of 5

WITNESS’ STATEMENT CONTINUED

Vehicle observed

DelLaney stated that at about 1745hrs. he observed a vehicle arrive at the
Miles’ home. He looked at it closely because he had never seen a vehicle
like that in the neighborhood. He then saw Connie Miles get out of the car
and go inside her house. Within about 10 minutes he saw another car pull in
front of the Miles’ home. Since he knew that Miles was at home he thought
nothing of it and sat down in his living room to read the newspaper. When he
heard a woman screaming he looked out and noticed the same car heading
off in the east direction on 10th Street. He did not get a chance to see the
driver of the car and does not know if there was anyone else inside the car.

Vehicle described

DelLaney described the vehicle that he saw parked in front of the Miles’ home
as being a late model Buick, blue, with chrome rims. He thinks it was a 4-door
but is not really sure. He could not remember anything else about the vehicle.

INVESTIGATION

Description of the scene

The Miles’ residence is located at 1025 10th Street just South of Center Street.
The home is on the West side of the street and is a three bedroom, two bath,
single-story building. There is a 6’ high wood fence around the house except
on the side fronting 10th Street.
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Entry/Exit

Entry appears to be made by cutting an L-shaped cut in the screen on the South
window of the South/West most bedroom of the home. The cut bordered the
bottom and West side frame of the screen and was approximately 6 inches in
length in each direction. The pins that hold the screen in place were then
removed and the screen was swung up on its hinge allowing the culprit to
climb inside through the window that was partway open.
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S-3839410
BURGLARY
PAGE 5 of 5

INVESTIGATION CONTINUED

Entry/exit continued

Exit was likely made via the front door. The complainant says that when she
ran out of the house the front door was open and she is sure it was closed
and locked after she entered the home.

Culprit’s activity

After entering the home via the South/West bedroom window the culprit
searched the bedroom where entry was made. The closet door was open
and things from the shelves were scattered about on the floor.

The master bedroom was also searched. Dresser drawers were opened and
items were moved. The suspect also moved items in the master bedroom
closet. This is where the complainant’s husband kept his guns. The guns
were removed from the top shelf of the closet.

There were no signs of a search of other rooms in the house.

Check for latents

| dusted the window frame around the entry point. One set of prints was
recovered from the base of the screen on the inside of the frame. The set of
prints was submitted into evidence under this report number. No other prints
were recovered. Miles stated that she had dusted using Pledge the night
before.

Evidence
No other evidence could be found.

Check for other witnesses

Officer James Cotter was assigned to make a neighborhood check for
witnesses. He was not able to find any other witnesses. See his follow-up
report under this report number for further facts.

Check for firearms registration
| made a check with Firearms Registration for any firearms registered to
Michael Miles, the husband of the complainant. According to Wanda Brown
of the Firearms Registration, no firearms are listed as being registered to
either Michael or Connie Miles.

DISPOSITION
Pending follow-up by the Zone 1 detectives and submission of a list of property
taken.
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Sample Narcotics Follow-Up Report

V-00079910
PROMOTING A DETRIMENTAL DRUG
PAGE 1 of 6
FOLLOW-UP REPORT
ASSIGNMENT

On 1-26-2010 | was assigned to the Narcotics Detail of the Narcotics/Vice
Division as a plainclothes motor patrol officer. My particular assignment on
that date was to assist in the execution of a search warrant for the premises
of 403 South West 10th, Apartment 201.

SEARCH WARRANT OBTAINED

Based on an affidavit by Officer Clarence ADAMS, a search warrant for 403
South West 10th, Apartment 201, was signed by Judge John WHARTON on
1-20-2010 at about 1630 hours. The search warrant was to be served
between 7 a.m. and 10 p.m. and allowed a search for marijuana.

BRIEFING

On 1-26-2010 at about 0700 hours a briefing was held in the offices of the
Narcotics Detail. Detective Carl YATES made assignments and provided a
raid plan to the Search Warrant execution team.

PERSONNEL INVOLVED

Name Badge Assignment

Detective Carl YATES 1020 CASE AGENT

Sergeant Charles HAIG 687 SURVEILLANCE/STOP
Officer Earl WHITE 2422 SURVEILLANCE/STOP
Officer Cliff WILLS 3222 EVIDENCE RECOVERY
Officer Craig YOUNG 3344 PHOTOGRAPHS/DIAGRAM

Chemist Wilfred WATSON 388 EVIDENCE ANALYSIS
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V-00079910
PROMOTING DETRIMENTAL DRUGS
PAGE 2 of 6

SUSPECTS DESCRIBED

Detective YATES provided the following descriptions of suspects that have
been observed on the premises of 403 South West 10th, Apartment 201. He
also provided a vehicle description.

1. NONES, William Walter
AKA: “Billy Boy”
DOB: 11-17-87
White male
ADD: 403 South West 10th Street, Apt. 201
SS#: 222-12-8828
PID: A-88788
6’1"/186 pounds/brown hair/gray eyes
Tattoo: Blue bulldog on right wrist

2. SAMSON, Suzanne
AKA: JONES, Suzanne S.
DOB: 5-12-93
White female
ADD: 403 South West 10th, Apt. 201
SS#: 222-16-769X
PID: A-23234
5’4"/120 pounds/long blond hair w/dark roots/It. blue eyes/large ears

3. ALLAN, John Henry
DOB: 11-4-93
Black male
ADD: 1022 South Walton, Apt. 403
SS#: 422-90-7X9X
PID: A43435
5’10"/164 pounds/black afro hair/dark eyes slightly crossed/muscular
build/jerky walk

VEHICLE
2009 Nissan Sentra
White
AC-2274 (MI)
RO: SAMSON, Suzanne S.
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V-00079910
PROMOTING A DETRIMENTAL DRUG
PAGE 3 of 6

SURVEILLANCE CONDUCTED

At about 1630 hours on 1-26-2010 units took up vantage points to conduct
surveillance on apartment 201 of 403 South West 10th. At about 1705 hours
Detective YATES reported that the three suspects were leaving the
apartment and entering a white Buick station wagon, bearing license plates
AC-2274.

SURVEILLANCE CONDUCTED

Units began moving surveillance and followed the Buick east on South West
10th. The operator of the vehicle was identified by Officer WHITE as William
Walter JONES.

VEHICLE STOPPED

As the Buick turned east onto West Main Street Detective YATES instructed
units to move in. | stopped the Buick as it entered the parking lot of the
Golden Glow Amusement Park at 196 West Main Street.

SEARCH WARRANT PRESENTED

Sergeant Charles HAIG informed the suspects that a search warrant had been
issued for the premises of 403 South West 10th, apartment 201. Sergeant
HAIG then showed a copy of the search warrant to William JONES.

William JONES voluntarily agreed to accompany Sergeant HAIG to apartment
201, 403 South West 10th for the execution of the search warrant.

TRANSPORTATION

William JONES was transported to the apartment by Sergeant HAIG in his
police vehicle. Suzanne SAMSON and John ALLAN drove the Buick station
wagon and were accompanied by Officer WHITE.

SEARCH WARRANT EXECUTED

At about 1715 hours on 1-26-2010 Officer Clarence ADAMS verified that the
tenant of apartment 201, 403 South West 10th was William Walter JONES.
William JONES was then presented with a certified copy of the search
warrant. The apartment was opened by William JONES and then entered by
the search team.

EVIDENCE RECOVERED

At about 1730 hours on 1-26-2010 Officer Cliff WILLS began the recovery of
evidence. For further facts and information regarding times and location of
evidence recovered refer to attached evidence report submitted by Officer WILLS.
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V-00079910
PROMOTING A DETRIMENTAL DRUG
PAGE 4 of 6

CONTRABAND LOCATED

At about 1745 hours a clear plastic packet containing a white powdery
substance was found in the jacket of a coat located in the northwest
bedroom. The bedroom was established to have been occupied by William
JONES and Suzanne JONES. Wiliam JONES acknowledged the jacket
belonged to him. Other paraphernalia and possible heroin residue were
recovered along with the packet.

A greenish vegetable material resembling marijuana was recovered from
the refrigerator at about 1750 hours.

ARRESTS EFFECTED

Upon locating the white powdery substance Detective YATES placed William
and Suzanne JONES under arrest for Promoting Dangerous Drugs and
Unlawful Possession of Drug Paraphernalia.

All three (3) suspects were arrested by Detective YATES for Promoting
Detrimental Drugs upon the location of the marijuana in the refrigerator
(common area).

SPONTANEOUS STATEMENT

Upon being informed of the arrest for Promoting Dangerous Drugs, William
JONES stated, “That’s mine. Don’t arrest Suzanne. My Stuff. She don’t use
heroin.”

INVENTORY RECEIPT GIVEN

Upon completion of the search of the premises Detective YATES displayed the
items seized to Wiliam JONES and gave him a copy of an inventory sheet
describing these items. William JONES acknowledged receipt of the
inventory by signing the inventory sheet in the space provided.

MPD-71 ADMINISTERED

All three suspects, JONES, SAMSON, and ALLAN, were informed of their rights
by having MPD-71, WARNING PERSONS BEING INTERROGATED OF THEIR
MIRANDA RIGHTS, read verbatim to them. All three exercised their rights
and declined to give a statement.
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V-00079910
PROMOTING A DETRIMENTAL DRUG
PAGE 5 of 6

EVIDENCE SECURED

The evidence recovered in the search warrant was secured by Officer Cliff
WILLS at about 2100 hours on 1-26-2010 in the safe located in the offices of
the Narcotics Detail pending the notification of the on-call chemist.

CASES GENERATED
PROMOTING DETRIMENTAL DRUGS V-00079910
PROMOTING DANGEROUS DRUGS V-00080010
UNLAWFUL POSSESSION OF DRUG PARAPHERNALIA V-00080110

EVIDENCE SUBMITTED/ANALYSIS

Police chemist Wilfred WATSON was contacted and the evidence seized in the
warrant was turned over at 2210 hours on 1-26-2010 to Officer Cliff WILLS for
analysis.

ANALYSIS RESULTS
On 1-27-2010 at about 0245 hours, Police chemist WATSON notified Detective
YATES of the results of the analysis as follows:

V-00079910 173.072 grams containing tetrahydrocannabinol
V-00080010 .112 grams white powder containing heroin

CONFERRAL WITH LIEUTENANT

On 1-27-2010 at about 0400 hours Lieutenant Stanley McCABE of the Narcotic
Detail was informed of the facts and circumstances of this investigation. He
instructed Detective YATES to confer with the Office of the Prosecuting
Attorney for immediate charges.

CONFERRAL WITH PROSECUTOR/COMPLAINTS SIGNED

On 1-27-2010 at about 0700 hours Detective YATES met with Deputy
Prosecuting Attorney Carolyn BROWN and apprised her of the facts and
circumstances surrounding this investigation. After conferral Prosecutor
BROWN signed complaints against William Walter JONES for Promoting
Detrimental Drugs, Promoting Dangerous Drugs, and Unlawful Possession of
Drug Paraphernalia.

Charges against Suzanne SAMSON and John Henry ALLAN were declined.
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V-00079910
PROMOTING A DETRIMENTAL DRUG
PAGE 6 of 6

COMPLAINTS SERVED
On 1-27-2010 at about 1000 hours the complaints against William Walter
JONES were served at the police cell block.

DISPOSITION
CASE CLOSED. BAIL SET: $5,000.00 AGGREGATE

SUPERVISOR Clarence ADAMS 011110
MPO-M Narcotics
1-28-2010

1625hrs
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Sample Security Incident Report

SYNOPSIS: Out-patient fell in the entrance to the restroom in Orthopedics.
INJURY: Banged left knee on tile floor resulting in slight contusion, no fracture.
COMPLAINANT’S/VICTIM’S NAME: John R. ADAMS

DATE OF OCCURRENCE: 1/22/2010

REPORT NO.: F 90 4

CLASSIFICATION: Out Patient Fall

REPORTING PERSON: Mary Sue SMALL, receptionist
ASSIGNMENT/ARRIVAL: 1305, 1/22/2010

PERSON INTERVIEWED: John R. ADAMS, Victim in Room 6 of Emergency
Department. At 1405, ADAMS recalled having come from checkup concerning
pain in left knee and was going to the restroom when he passed a nurse who
was carrying a paper container of water which she had spilled just as he
approached. He fell near entrance to restroom further injuring his knee. He got
up but a couple of the staff got a gurney and took him to Emergency where he
was checked and released. He blames the nurse for spilling the water. Victim’s
wife, Jane F. ADAMS agrees: “They haven’t heard the last of this!”

PERSON INTERVIEWED: Sarah C. BROWN, RN. from Cancer Research next
door to Orthopedics. BROWN was taking a paper cup of water from fountain
near restroom to relative of patient in waiting room of Cancer Research: “Just
after | filled the cup, someone behind me lurched against me causing me to
spill the water. | turned to discover the man on the floor supporting himself on
his hands and trying to get up. Two men from Orthopedics arrived as he was
trying to get up, cautioned him to remain quiet and returned with a gurney and
took the patient to Emergency. His wife was complaining and blaming me.”

STATEMENT OF WITNESS 1: Martha R. LANE, Receptionist. “It all happened
so fast, but | feel sure the water was spilled due to the patient’s fall rather
than causing it.”

STATEMENT OF WITNESS 2: Outpatient, James R. FITZPATRICK: “It’s boring
waiting and | saw the whole thing. The nurse had the cup in hand and no water
was on the floor till that guy bumped her in the back.”

INVESTIGATION CONTINUED: | checked with ADAMS’s physician, Dr. John
H. FREEMAN and he confirmed that the patient was not on medication at the
time of the fall, was wearing hard soled shoes and had just left his office
after a satisfactory consultation. He phoned Emergency and checked to learn
that the checkup and X-rays revealed only a contusion to the left knee, no
fracture. The patient was released and sent home at 1525, 1/22/2010.

DISPOSITION: Housekeeping arrived to clean up spill. Security Manager was
alerted to possible suit due to the remarks made by Jane F. ADAMS.
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Sample Presentence Investigation Report (Short-form PSIR)

RE: CF-80-439
John R. Franklin
Paine County Detention Center, Paine, AL

OFFENSE: Ct. | - Burglary, Class B Felony
Ct. Il - Theft, Class D Felony
Ct. lll - Resisting Law Enforcement, Class A Misdemeanor

OFFICIAL VERSION: See attached Information

DEFENDANT’S VERSION: “I was drinking with three friends in the State Park on
LaborDay.Wesawthe Caretaker’'shomeanditlookedlikeitwasempty. Webroke out
aglassinthe rear door and went in and took a .410 shotgun, some shells, and food
from the refrigerator, and a bowl of change, and a diamond ring, and a VISA
card. When we were leaving the park, a police car stopped us and frisked us, and
roughedusup,andcussedusout,andtoldustheyweregoingtothrowthebookatus.”

VICTIM IMPACT: Mr. Gary Ronheim lost $604.82 and VISA lost $319.68.

JAIL TIME: 309 days.

PREVIOUS TROUBLE:
Date Offense Disposition
10/10/01 Curfew Office adjustment
6/16/02 JD Public Intoxication Informal prob., 6 months
4/19/03 Vandalism 10 days, Detention Center
6/11/03 JD Burglary State Boys’ School, 1 yr.
8/8/04 JD Criminal Conversion State Boys’ School, 180 days
3/3/05 Public Intoxication Probation, 90 days
———————————— (6/15/05 Eighteenth Birthday)—-—————— — — — — —
7/5/05 Public Intoxication $100; 10 days
Resisting Arrest
7/30/05 Stop Sign Warning
8/4/05 Burglary, Class B Felony Pending
Burglary, Class B Felony Pending
8/14/05 Escape
1/13/06 Theft Nolle Pros.
3/7/08 Public Intoxication 5 days; $25
5/1/09 Public Intoxication 5 days, $25
5/5/09 Speeding $25; $31 costs
6/30/10 Burglary Instant case: CR-80-439
Theft

Resisting Law Enforcement
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RE: CF-80-439
John R. Franklin
Page 2 of 2

SOCIAL SETTING: Home life was turbulent. Both parents were problem
drinkers, separating for two years when the defendant was seven years old.
The defendant was sent to Boys’ School when he was fifteen, repeating the
performance of his older brother. Franklin cultivated friends on the edge of
criminal culture; his closest associate is currently serving a ten-year sentence
for Battery. The father was convicted of Child Molesting and Resisting Arrest.
For four years Franklin was in special education classes and still has difficulty
reading.

ATTITUDE OF DEFENDANT: Franklin evades responsibility for his own actions,
laying the blame on his problem with alcohol. The only time he gets into
trouble, he rationalizes, is when he is drunk. He is convinced that the police
have a vendetta against him. Psychiatric reports indicate that he has more
than his share of emotional problems.

STATEMENT BY PROBATION OFFICER: Franklin is correct when he lays blame
for his problems on alcohol, but this is only a small part of the story. He has
serious psychiatric problems stemming from his defective parental home
environment, exacerbated by an unsatisfactory experience in school. He rarely
has a success experience of any kind and nearly all interpersonal relationships
are flawed. Incarceration would not improve any of these handicaps, but there
is some hope that the relationship he recently established with a therapist at
the Comprehensive Mental Health Center, Dr. James Forstead, might turn
things around somewhat. Good rapport has been established, and for the first
time in his life Franklin has someone whom he accepts and admires. It is
suggested that continuation of counseling be a condition of probation and that
the supervising Probation Officer work closely with Dr. Forstead.

PLEA AGREEMENT: A signed plea agreement in the file provides that the
defendant will plead guilty to all charges and that he will receive six years,
suspended, and two years of probation, with special conditions to be set by the
court.

RECOMMENDATION:
1. Count |, Burglary, a Class B Felony, sentence to the Department of
Correction for six years, 309 days executed and the balance suspended;

Count I, Theft, a Class D Felony, sentence to the Department of Correction

for two years, suspended and concurrent with Count [;

Count lll, Resisting Law Enforcement, a Class A Misdemeanor, sentence to

the Department of Correction for one year, suspended and concurrent
with Count I;

2. Credit for 309 days in jail, with no good time allowed;

3. Probation for two years, with special conditions as listed in the Probation
Plan;
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RE: CF-80-439
John R. Franklin
Page 3 of 3

4. Restitution to Gary Ronheim in the amount of $604.82 and to VISA

in the amount of $319.68;
5. Probation User’s Fees (initial fee of $50: monthly fee of $25 for 24 months);
6. Court costs of $75 payable within 30 days.

PROBATION PLAN

1. Formal probation for two years;

2. Semi-monthly reporting for three months; thereafter, monthly unless
modified by the PO;

3. Enrollment in a job placement program approved by the Probation
Department;

4. Continuation in counseling with Dr. James Forstead or another
therapist approved by the Probation Department;

5. Community service of 60 hours, preferably in Oak Hills Park if available.

Source: Clear, Todd C., Val B. Clear, and William D. Burrell
(1989). Offender Assessment and Evaluation: The Presentence
Investigation Report, Append E. Cincinnati, OH: Anderson
Publishing Co.
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Metro County Probation Department
Pre-Sentence Investigation Report

Court: Metro City Center Court
Judge: Hon. James Knoll
Prosecutor: ADA Robert Nelson
Defense Attorney: Frank P. Balk

Name of Defendant: John Horvath

Address: 505 LaSalle Lane
Metro City, Mountain State 77717

DOB: 10/22/85
Arrest Charge: Petit Larceny, Section 155 Penal Code. Class A Misdemeanor.
Conviction Charge: Petit Larceny, Section 155 Penal Code. Class A Misdemeanor.

[Report will also have additional identifying data such as Social Security
number, FBI number, State crime system identification number, weight,
height, scars, aliases, etc., Docket Number, Bail/ROR status, etc.]

Prior Record:

7/21/06 Driving While Intoxicated, Section 334 Penal Code

Arrested by Metro City Police Dept.
10/05/06 Sentenced: Two Years Probation by the Hon. Rosemary O’Donnell,
Metro County Court. Discharged with Improvement: 12/31/07.

Official Version of Offense:

On 8/15/09 at 3:35pm Officer Peter Judge of the Metropolitan Police Department
responded to a call of Petit Larceny (a violation of Section 155 of the Penal Code) at
Carter’s Department Store at the Rolling Hills Mall. Security Officer Brenda Kelly
informed Officer Judge that she and another Security Officer had detained John
Horvath after observing him place three golf shirts valued at $120 ($40.00 each)
into a bag and walk out of the store without paying for the items. They
approached the suspect in the hallway and asked him about the three shirts. He
admitted taking them and proceeded willingly back into the store.

On 10/10/09 the suspect entered a plea of guilty to one count of Petit Larceny
before the Honorable James Knoll in Metro City Court. Judge Knoll set
sentencing for 11/1/09 and ordered a presentence report.

Defendant’s Version:

On 10/16/09 the defendant was interviewed in the probation office by
Probation Officer Paul Skipper. The defendant admitted the offense. He
stated that he was depressed because he was working at “a dead-end job”
and because he was not dating anyone. He also reports few friends. He was
in the mall and he liked the shirts and thought that they would “cheer him up.”
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Victim Impact Statement:

This Officer contacted Amanda Wilson, Head of Security at Carter’s Department
Store. The shirts were confiscated when the defendant was questioned by store
Security so no restitution is requested by the store. However, Ms. Wilson noted
that the store takes shoplifting very seriously and requests that the Court impose
a sentence that will convey that message to the defendant and to anyone who
might be contemplating shoplifting at the store.

Social History:
Education:

The defendant reports being a 2003 graduate of Central High School. The
defendant’s transcript, obtained by this Officer, verifies that the defendant
graduated on May 29, 2003 with a “C” average. |Q testing in the 9" grade
indicated an 1Q of 102.

Employment:

The defendant has been employed as a server for approximately two years
with Jones’ Diner in suburban Metro City. Jones’ Diner verified that the
defendant has been employed from September 14, 2007 to the present. The
defendant stated that he worked at the Small Time Café prior to his current
employment. This could not be verified as that restaurant is no longer in
business. The defendant noted employment at several fast food restaurants
prior to that. He produced two old W2 Forms verifying some employment at
McDonald’s and Burger King in 2006 and 2005.

Family: The defendant is single and has never been married. He is living alone
at 505 LaSalle Lane in Metro City. His rent is $375 a month, verified by rental
payment slips.

Military Service: The defendant served in the U.S. Army from 2003 to 2005. He
was honorably discharged on August 7, 2005. This has been verified by a copy
of his discharge papers (copy attached).

Health Status: The defendant reports that he is in good health and does not
abuse alcohol or drugs. As noted in the Prior Record Section, however, the
defendant has one prior arrest and conviction for Driving While Intoxicated. He
was placed on probation for that offense and Discharged with Improvement
after serving one year on probation. Probation Officer Harry Zobel noted that
the offender seemed to have avoided any alcohol related problems while he
was on probation.

The defendant was referred for an evaluation by the County Forensic
Psychology Clinic. Clinic Psychologist Dr. Rick Laswell described the
defendant as of average intelligence and mildly depressed. Dr. Laswell felt
that the defendant experiences low self-esteem and has difficulty
establishing relationships. He recommended counseling.
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Statement of Probation Officer:

The defendant is a 24 year-old male appearing before the Court on a charge of
Petit Larceny, a Class A Misdemeanor. He stole three shirts valued at $120.00.
He has one prior sentence of probation for a charge of Driving While
Intoxicated. He successfully completed that term of probation. The County
Forensic Clinic recommends counseling for underlying depression. He is
employed and has an Honorable Discharge from the military.

Recommendation:

Given the defendant’s record of only one prior sentence of probation, it is
respectfully recommended that the defendant again be placed on probation.
It is also recommended that he be referred to the County Forensic
Psychology Clinic for counseling for depression.

Probation Plan: Weekly reporting to the Probation Office. Counseling at the
County Forensic Psychology Clinic. Payment of Court Costs. No Restitution
requested by the store.

Respectfully submitted,

Paul Skipper
Probation Officer

Sentencing Date: November 1, 2009
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Sample Memorandum

TO:
FROM:
DATE:

ROBERT HERMAN, INSTRUCTOR
JOAN JAMES, SUPERVISOR
MARCH 4, 2010

SUBJECT: THE USE OF SIMULATION SKIT ON DRUGS

The skit presented in your classroom on March 2 contained some valuable
lessons for your class involving students from different fields of interest.
It was good of the advanced class to present this material. A simulation can
increase interest and also supplement learning from the text. However, there
are some points to consider if this training method is used.

Facts Clearly Presented

No part of a scene or a suspect’s body can be considered free of
suspicion in a methodical search for evidence.

Persons involved in narcotics offenses are prone to commit acts of
violence to escape or resist arrest.

Sufficient force may be used.

Points that Need Clarifying

It is important to keep a prisoner under constant supervision for
reasons of safety, his own and others. (The attempted escape added
drama and even humor but the point seemed lost on the class.)
Possible problems must be considered in advance and specific
personnel assigned.

Recommendations

Skits are valuable but should be used with caution.

Humor can be good, but sometimes a point is lost. The body search of
Suspect 1 became a farce.

Students should be told ahead of time what to look for and a discus-
sion and test should follow. Please give me a copy of the test if one
was given after this skit.

Thank you for the opportunity to view your innovative work in Criminology 201.
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Sample Forensic Laboratory Report

STATE BUREAU OF INVESTIGATION
CRIME LABORATORY

OFFICIAL FIREARMS REPORT

TO: Joe Smith, Det. DATE ISSUED: 10/1/10
Yourcity PD LAB CASE NO: 101001201
800 E. Walton Drive COUNTY: Washington
Yourcity, TN 37614 AGENCY CASE NO: H10060012

SUBJECT(S): VICTIM(S):

Lance LaRue John Harrod

Received From: Joe Smith

Received By: Otis Gregg

Date Received: 9/15/10

Time Received: 10:10 am

EXHIBIT(S):

Q-1 Shotgun from 800 Carter Street

Q-2 Shotshell case from 800 Carter Street

Q-3 Shirt from victim

Q-4 Pellets from victim

Q-5 Wad from victim

RESULTS:

Examination of Exhibit Q-1 (Mossberg/Maverick, model 88, 12 gauge pump-
action shotgun, SN# MV12345678) revealed it to be in normal operating
condition with the safety features functioning.

Test shotshell cases from Exhibit Q-1 were microscopically examined in
conjunction with the shotshell case in Exhibit Q-2. Based on these comparative
examinations, it was determined that Exhibit Q-2 had been fired in Exhibit Q-1.

Examination of the eight (8) pellets in Exhibit Q-4 revealed them to be consistent
with the weight specifications of 00 Buckshot. This is consistent with the load
markings on the shotshell case in Exhibit Q-2.

Examination of the wad in Exhibit Q-5 revealed it to be a 12 gauge, one-piece, plastic
‘Power Piston’ wad, consistent with Remington manufacture. Characteristics
present on Exhibit Q-5 indicate it was originally loaded with a buffered shot load,
such as buckshot. This is also consistent with the shotshell case in Exhibit Q-2.
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OFFICIAL FIREARMS REPORT

LABORATORY CASE NO: 101001201
DATE ISSUED: 10/1/10 Page 2 of 2

Examination of the shirt in Exhibit Q-3 revealed the presence of one (1) hole in the
middle-left abdomen. The area surrounding this hole was examined microscopically
and processed chemically for the presence of gunpowder and lead residues, and a
pattern of residues was found.

Test patterns were produced at various distances using the shotgun in Exhibit
Q-1 and ammunition similar to that represented by Exhibits Q-2, Q-4, and Q-5.
Based on these test patterns, it was determined that a pattern of residues and
physical effects like those present on Exhibit Q-3 could be produced at
muzzle-to-garment distances of greater than three (3) feet, but less than ten
(10) feet.

DISPOSITION:

All examinations have been completed. Please pick up evidence within thirty
days.

Respectfully Submitted,

Franklin E. Scott, M.A., D-ABC
Special Agent/Forensic Scientist
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The following pages contain examples of instruction for completing the
following:

The Nebraska Department of Roads’ “Instructions for Completing Investiga-
tor’s Motor Vehicle Accident Report Forms.” This is used with the permission
of the State of Nebraska, Department of Roads, Allan L. Abbott, Director-State
Engineer.

The Chicago Police Department’s Vehicle Theft Case Report Form and General
Instructions, and Recovered Vehicle Supplementary Report and General Instruc-
tions. These forms and instructions are used with the permission of the Chicago
Police Department, Chicago, Illinois, Matt L. Rodriguez, Superintendent.

The San Diego Police Department’s Missing Person Report and Report Writing
Instruction Manual are used with the permission of the San Diego Police
Department Regional Law Enforcement Training Center, San Diego, California,
Fred Moeller, Captain.

The Greensboro Police Department’s Investigative Report Manual Directions
for Automated Dictation System and Narrative Guide for a Burglary Investiga-
tive Report are used with the permission of the Greensboro Police Department,
Greensboro, North Carolina, Sylvester Daughtry, Jr., Chief of Police.

The U.S. Probation System Worksheet for Presentence Investigation Reports
that is used to help probation officers gather the appropriate information for
a Presentence Investigation Report.

The State of Tennessee Board of Probation and Parole Monthly Reporting Form
used by probation officers to collect Information during monthly counseling and
verification of the probationer following the rules of his/her probation.
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Sample Instructions for Completing Investigator’s Motor Vehicle Accident Report Forms,
Nebraska Department of Roads
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Sample Vehicle Theft Case Report Form, Chicago Police Department
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Sample Vehicle Theft Case Report Form General Instructions, Chicago Police Department
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Sample Recovered Vehicle Supplementary Report, Chicago Police Department
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Sample Recovered Vehicle Supplementary Report General Instructions, Chicago Police Department
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Sample Missing Person Report and Report Writing Instruction Manual, San Diego Police Department
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Sample Investigative Report Manual Directions for Automated Dictation System, Greensboro Police
Department
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Sample Investigative Report Manual—Narrative Guide for a Burglary Investigative Report,
Greensboro Police Department
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Sample U.S. Probation System Worksheet for Presentence Investigation Reports:
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Sample Probation and Parole Monthly Reporting Form, State of Tennessee Board of Probation and Parole:



396 REPORT WRITING FOR CRIMINAL JUSTICE PROFESSIONALS




APPENDIX C

Selected Readings



SELECTED READINGS

399

Barefoot, J. Kirk (1995). Undercover Investigation, 3rd ed. Newton, MA:
Butterworth-Heinemann.

Bohm, Robert M. & Keith N. Haley (2007). Instructor’s annotated edition, Intro-
duction to Criminal Justice. New York: McGraw Hill.

Clear, Todd R., Val B. Clear & William D. Burrell (1989). Offender Assessment and
Evaluation: The Presentence Investigation Report. Cincinnati, OH: Anderson
Publishing Co.

Cox, Clarice R. (199S5). Instant Teaching Skills. Shaftsbury, VT: Professional Train-
ing Resources.

Fast, Julius (1992). Body Language. New York: Fine Communications.

Funk, Wilfred & Norman Lewis (1991). 30 Days to a More Powerful Vocabulary.
New York: Pocketbooks, Simon & Schuster, Inc.

Garner, Bryan A. (2004). Black’s Law Dictionary, 8th Edition. New York: Thomson
West.

Gibaldi, Joseph (2009). MLA Handbook for Writers of Research Papers, 7th ed.
New York: Modern Language Association of America.

Glazier, Stephen (1998). Word Menu. New York: Random House.

Gordon, Gary R. & Bruce R. McBride (2008). Criminal Justice Internships, 6th ed.
New Providence, NJ: LexisNexis/Anderson Publishing.

Hall, Edward T. (1973). The Silent Language. New York: Fawcett Premier,
Ballantine.

Walker, Jeffrey T. & Craig Hemmens (2011). Legal Guide for Police: Constitutional
Issues, 9th ed. Burlington, MA: Anderson Publishing.

McKeachie, Wilbert (2010). Teaching Tips: Strategies, Research and Theory for
College and University Teachers, 13th ed. Belmont, CA: Wadsworth.



400

REPORT WRITING FOR CRIMINAL JUSTICE PROFESSIONALS

Mellinkoff, David (2004). The Language of the Law. Eugene, OR: Wipf & Stock.

O’Conner, Patricia T. (2004). Woe Is I. Penguin Group (USA).

Osterburg, James W. & Richard H. Ward (2010). Criminal Investigation: A Method
for Reconstructing the Past, 6th ed. New Providence, NJ: LexisNexis/Anderson
Publishing.

Shertzer, Margaret (1996). The Elements of Grammar. New York: Macmillan, Inc.

Soukhanov, Anna H. (1996). Word Watch. New York: Henry Holt and Co.

Stojkovic, Stan & Rick Lovell (1997). Corrections: An Introduction, 2nd ed. Cincin-
nati, OH: Anderson Publishing Co.

Strunk Jr., William & E.B. White (2000). The Elements of Style, 4th ed. New York:
Longman.

The Chicago Manual of Style, online version: http://www.chicagomanualofstyle.
org/home.html.

Travis, Lawrence F. 1II (2010). Introduction to Criminal Justice, 6th ed. New Prov-
idence, NJ: LexisNexis/Anderson Publishing.

Turabian, Kate L. (2007). A Manual for Writers of Term Papers, Theses, and
Dissertations, 7th ed. Revised by Wayne C. Boot, Gregory Colomb, Joseph M.
Williams and University of Chicago Press Editorial Staff. Chicago: University
of Chicago Press.

Weaver, Richard L. 1I (1997). Understanding Interpersonal Communications, 7th ed.
New York: Harper Collins.



INDEX

Note: Page numbers followed by f indicate figures.

A
Abbreviations
clarification, 271-272
common examples, 269-271
consistency, 274
face page usage, 84
handling names, 85
Latin terms, 272
numbers/codes, 271
overview, 269
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reporting recommendations, 52
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definition, 180

dependent clause as, 184
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law enforcement reports, 5-6

security reports, 6
Adverbs

definition, 180

dependent clause as, 184

phrases as, 186

AFIS, see Automatic Fingerprint Identification

System (AFIS)
Ageism, avoidance, 262-263
AKA, see Also known as (AKA)
ALEIR, see Automated Law Enforcement
Incident Report (ALEIR)
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All points bulletins (APBs) information
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American Psychological Association (APA),
writing techniques, 150
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American Society for Industrial Security (ASIS)
security jargon, 259
security officer standards, 6
Anne Arundel County Police Department
Incident Report, 68f
Supplement/Narrative form, 94f
Antonyms
definition and usage, 250-257
word misuse, 244
APA, see American Psychological Association (APA)
APBs, see All points bulletins (APBs) information
Apostrophe, usage, 212-213
Arizona Department of Public Safety
Consent to Search form, 288f
Drug Influence Evaluation form, 92f
form translation, 286
Pursuit Report, 79f
ASIS, see American Society for Industrial Security
(ASIS)
Assault cases heading examples, 110
Automated latent system, criminal identification,
283
Automated Law Enforcement Incident Report
(ALEIR), 286
Automated report writing, 286-287
Automatic Fingerprint Identification System
(AFIS), 295
Auto theft cases heading examples, 110

B
Bellevue Police Department
Missing Person Report, 76f
Statement Form with Waiver of Constitutional
Rights, 99f
Biases, word choice, 244-245
Block method
punctuation basics, 205
sentence visualization, 195-198
Bound notebook, characteristics, 15
Brackets, usage, 214
Brevity
capitalization/indentation, 276-277
and legalese, 246
narrative section, 105
in report writing, 34
Burglary cases heading examples, 109
Burglary report, sample, 301-307
Business names, abbreviation rules, 273

C
CADS, see Computer-aided dispatching systems
(CADS)
Camden County Sheriff’s Department
Continuation Page sample, 95f
Incident Investigation Report, 67f

Capitalization
brevity/visual impact, 276-277
face page usage, 84
general rules, 275-276
names, 84-85
over-capitalization, 275
overview, 269
report headings/subheadings, 111
as report problem, 170
rule changes, 272-273
sample test, 279
spelling issues, 222
states and territories, 274
Chicago Police Department
Recovered Vehicle Supplementary Report, 363
Recovered Vehicle Supplementary Report
General Instructions, 365
Vehicle Theft Case Report, 359
Vehicle Theft Case Report Form General
Instructions, 361
Chronological organization
military time, 108
narrative section, 107-108
writing types, 139
Circumstantial evidence, 30-31
CJIS, see Criminal Justice Information Services
(CJIS)
Clarity, and legalese, 246
Clauses
comma usage, 205-206, 209
compound-complex sentence, 197-198
example, 197
identification, 183-185
independent/dependent, 183-185
punctuation basics, 205
run-on sentences, 194
semicolon usage, 210-211
sentence fragments, 200
CO, see Corrections officer (CO)
Codes, abbreviations, 271
Colon
dash usage, 216
usage, 211-212
Comma
dash usage, 216
semicolon usage, 210
usage, 205-209
Committee on Uniform Crime Records, 59
ComPHOTOfit, 19
Completeness
narrative section, 105
in report writing, 34
Complex sentence
definition, 195
example, 197
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Compound-complex sentence
definition, 195
example, 197
Compound noun
apostrophe usage, 212
pluralization, 235
Compound sentence
definition, 195
example, 197
CompuSketch, 19
Computer-aided dispatching systems
(CADS), 293
Computer-aided drawing, samples, 24f
Computer system monitoring, 295
Conciseness
importance, 34
recommendations, 52
Conclusory words
in report writing, 34
usage, 247-249
writing techniques, 149
Conjunction
comma usage, 205-206, 207
definition, 180
Consent to Search form (English/Spanish),
288f
Consonants, “-ing” spellings, 231
Continuation Page
Camden County Sheriff’s Department, 95/
definition, 91-104
Longs Drugs Stores, Inc. Loss Prevention
Report, 102f
Louisiana State Penitentiary Incident Report,
101f
overview, 91
Correcting reports
basic considerations, 155
individual/agency considerations, 171-172
problem areas, 168-171
sample test, 175
and word processors, 171
Corrections officer (CO)
jargon, 258
place descriptions, 129
Corrections reports
Louisiana Department of Public Safety
and Corrections, 71f
purpose, 7
Correspondence format, comma usage, 207
Crime analysis
and incident tracking, 284
laboratory instruments, 294-295
Crime definitions, UCR, 58-59
Crime Index, UCR crime definitions, 58
Crime information bulletin example, 128f

Crime statistics comparison, 58

Crime trends, identification, 284-285

Crime in the United States, 59

Crime Zone, 19

Criminal identification, methods, 283-284

Criminal Justice Information Services (CJIS),
NIBRS data collection, 59

CSI effect, forensic reports, 7-8

D
Dangling participles, sentence problems, 199
Dashes
comma usage, 209
usage, 216-217
Date format, comma usage, 207
Degree format, comma usage, 208
Denver Police Department Follow-up Report,
166f
Dependent clauses
comma usage, 206
compound-complex sentence, 197-198
identification, 183-185
punctuation basics, 205
run-on sentences, 194
sentence fragments, 200
Diagrams
example, 21f
report writing basics, 19
templates, 20f
Dialect
English language complexity, 236
and vocabulary, 249
word misuse, 244, 245
Dictation
automated system sample manual, 378
reports, 287-292
Dictionary, for vocabulary skills, 249-250
Direct evidence, 30
Direct objects
grammar patterns, 182
vs. indirect, 181-182
Direct quotation, usage, 214-215
DNA, see Does Not Apply (DNA)
Documentation
necessity, 32
style and writing technique, 150
subject, 32-33
Does Not Apply (DNA)
handling names, 86
omitted information, 168-169
Drawings, computer-aided samples, 24f
Driver’s Motor Vehicle Accident Report
(Nebraska Department of Roads), 157f
Drug Influence Evaluation (Arizona Department
of Public Safety), 92f
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E
Ease of reading

basic considerations, 114-117

example, 114, 115-116, 117

with indentations, 111-113
Ellipsis, usage, 213
El Paso Information Center (EPIC), 285
E-mail, 294
Em dash, 216
English language complexity, 236-239
EPIC, see El Paso Information Center (EPIC)
“-er” words, spelling issues, 232
Ethnic origin

face page usage, 84

name spelling issues, 222-223

people descriptions, 125
Euphemism, and word choice, 244
Evaluation, writing techniques, 149
Evidence

definition, 19-30

types, 30-31
Evidence collection

for probration/parole, 31-32

for security, 31
Evidence/Property Report (Honolulu Police

Department), 98f

Expressions, preposition combinations, 188

F
Face description sheet example, 126f
Face page
abbreviation/capitalization, 84
basic characteristics, 57
completing, 39-40
handling names, 84-86
information gathering methods, 63-84
Part I offenses, 59-62
Part II offenses, 62-63
sample form, FBI, 83f
sample test, 89
synopsis, 86
trends, 86
Facsimile machines, 294
Factual reporting, recommendations, 52
False Alarm Report (St. Paul Police Department),
78f
Faxing, writing techniques, 142-144
FBI, see Federal Bureau of Investigation (FBI)
Federal Bureau of Investigation (FBI)
criminal identification, 284
face page overview, 57
Face Page Report, 83f
information gathering methods, 63
law enforcement reports, 5
NCIC, 285

sample report form, 103f
UCR crime definitions, 58
Federal Rule of Court 26, forensic reports, 8-9
Fellow employees, referencing, 124
Field Interview Report (San Antonio Police
Department), 74f
Final report, shopping list exercise, 48—50
Fingerprints
AFIS, 295
criminal identification, 283
information sharing, 285
First person, 51
Five “Ps,”, 39
Follow-up report
definition, 91-104
Denver Police Department, 166f
overview, 91
sample form, 166f
sample narcotics form, 307-312
and writing specificity, 135
Foreign words
jargon, 257
spelling issues, 232, 235-236
Forensic reports
common errors, 170-171
purpose, 7-9
sample, 321-322
typical information, 13f
Future tense, usage, 50

G
Gang slang examples, 261
Gender-neutral language, 51
Geographical Information Systems (GIS),
284-285
GIS, see Geographical Information Systems (GIS)
Government agency abbreviations, 272
Grammar basics
active/passive verbs, 182-183
basic considerations, 179
direct vs. indirect objects, 181-182
independent/dependent clauses, 183-185
parts of speech, 179-180
past tense verbs, 180-181
phrase types, 185-186
phrase usage, 186
preposition-expression combinations, 188
preposition usage, 187
preposition-verb combinations, 187-188
sample test, 191-192
sentences, 181
“whodunit” approach, 190f
word usage, 180
Grammatical errors, as report problem, 169
Greek words, vocabulary improvement, 249
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Greensboro Police Department Investigative
Report Manual
Directions for Automated Dictation System,
378
Narrative Guide for a Burglary Investigative
Report, 382

H
Habits, basic considerations, 123
Hate Crime Statistics, 59
Headings
capitalization/indentation, 277
common examples, 109
examples, 109
indentation examples, 112
repetition elimination, 117-118
report organization, 108-117
Homonyms
definition and usage, 250-257
English language complexity, 236
and meaning, 256-257
usage examples, 251-256
word misuse, 244
Homophones, 244, 250
Honolulu Police Department
Evidence/Property Report, 98f
form translation, 286
Incident Report, 69f
Shoplifting Report, 165f
Statement form, 163f
Suspect, Weapon, and Vehicle Description
(English), 290f
Suspect, Weapon, and Vehicle Description
(Japanese), 291f
Hyphens, usage, 216

I
TACP, see International Association of Chiefs of
Police (IACP)
IAFIS, see Improved Automated Fingerprint
Identification System (IAFIS)
Identi-Kit, 19
Improved Automated Fingerprint Identification
System (IAFIS), 284
Incident reports
Anne Arundel County Police Department,
68f
and crime analysis, 284
definition, 259
example, 60f
Honolulu Police Department, 69f
Oakland Sheriff Department, 66f
security, sample, 313-314
Tacoma Police Department, 64f
typical information, 12f

Indefinite pronoun, apostrophe usage, 213
Indentation
brevity/visual impact, 276-277
examples, 112
report headings/subheadings, 111
Independent clauses
comma usage, 205-206
compound-complex sentence,
197-198
example, 197
identification, 183-185
punctuation basics, 205
run-on sentences, 194
semicolon usage, 210
Index Offenses, 58, 59-62
“Indicated”
run-on sentences, 198
usage, 118
Indirect objects
vs. direct, 181-182
grammar patterns, 182
Infinitive phrases
recognizing, 185-186
and sentence structure, 195
usage, 186-187
Information gathering, methods, 63-84
Information sharing, method improvement,
285
“-ing” issues examples, 231-232
Interjections, 180
International Association of Chiefs of Police
(IACP), 58
Internet, 294
Interpol network, 285
Investigation report, see also Law enforcement
reports
Camden County Sheriff’s Department, 67f
typical information, 10f
Investigation work vs. recording information,
17-18
Investigative Report Manual (Greensboro Police
Department)
Directions for Automated Dictation System,
378
Narrative Guide for a Burglary Investigative
Report, 382
Investigative Support Information System (ISIS),
284
Investigator’s Motor Vehicle Accident Report
(Nebraska Department of Roads), 326
Irregular verb
definition, 185-186, 237
English language complexity, 236
ISIS, see Investigative Support Information
System (ISIS)
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J

Jargon, see also Slang
corrections/probation/parole, 258
definition, 257-262
forensic/scientific reports, 9
Latin terms, 257
police, 258
security, 259
usage recommendations, 50
word misuse, 244

Justification, writing techniques, 149

L
Labels, shopping list method, 42, 46-47
Lack of organization, as report problem, 169
Laser identification systems, 283
Last name unknown (LNU), spelling
issues, 222
Latin words
abbreviations, 272
examples, 257
vocabulary improvement, 249
Law Enforcement Officers Killed and
Assaulted, 59
Law enforcement reports
administrative purposes, 5-6
common headings, 109
evidence, 19-30
operational purposes, 4-5
typical information, 10f
Legalese
avoiding, 18
usage recommendations, 52
word use/abuse, 245-247
Legal evidence, 19-30
Legal jargon, Latin terms, 257
Letter combinations, spelling rules, 232-233
Letter writing
colon usage, 212
and legalese, 246-247
modified block format, 143f
techniques, 141-142, 150-151
Linking verbs, 182
LNU, see Last name unknown (LNU)
Location descriptions, writing habits, 133
Log writing
security officer example, 14f
style, 9-14
Longs Drugs Stores, Inc. forms
Loss Prevention Continuation Page, 102f
Loss Prevention Report, 72f
Loose-leaf notebook, characteristics, 15
Loss Prevention Report (Longs Drugs Stores,
Inc.)
Continuation Page, 102f

sample form, 72f
Louisiana Department of Public Safety and
Corrections Incident Report, 71f
Louisiana State Penitentiary Continuation Page
to Incident Report, 101/

M
Malicious conversion (Mal Con), 141
Meaningless material, avoidance, 117-118
Medical jargon
forensic/scientific reports, 9
Latin terms, 257
Meeting minutes, recording, 144-145, 151
Memorandum
sample, 320
writing techniques, 140-141, 150
Memory cards, spelling practice, 224, 232
Metro-Dade Police Department Property Loss
Report, 130f
Military time, chronological report organization,
108
Military titles, abbreviation rules, 273
Miscellaneous cases heading examples, 109
Misinterpretation, as report problem, 168
Missing Person Report Sample form
Bellevue Police Department, 76f
San Diego Police Department, 367
Misspellings, see also Spelling
common words, 224-230
as report problem, 170
MLA, see Modern Language Association of
America (MLA)
MO, see Modus operandi
Model reports, see Sample reports
Modern Language Association of America
(MLA), 150
Modified block format, letter writing example,
143f
Modus operandi
definition, 133-134
description, 133-134
examples, 134
law enforcement reports, 5

N
Names
abbreviation rules, 273
comma usage, 208
face page usage, 84-86
spelling issues, 222-223
Narcotics follow-up report, sample,
307-312
Narrative Guide for a Burglary Investigative
Report (Greensboro Police Department),
382
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Narrative section
Anne Arundel County Police Department
sample, 94f
by chronology, 107-108
component definitions, 91-104
headings/subheadings, 108-117
meaningless material, 117-118
by military time, 108
Oakland County Sheriff Department
sample, 96f
overview, 91
reader considerations, 105-107, 106f
repetition avoidance, 117-118
report purpose, 104-105
sample report manual, 382
sample test, 121
stereotyped fillers, 119
visual impact/ease of reading, 114-117
National Crime Information Center (NCIC), 284,
285
National Incident-Based Reporting System
(NIBRS)
data collection, 59
law enforcement reports, 5
NCIC system upgrades, 285
National Law Enforcement Telecommunications
System (NLETS), 285
NCIC, see National Crime Information Center
(NCIC)
Nebraska Department of Roads forms
Driver’s Motor Vehicle Accident
Report, 157f
Investigator’s Motor Vehicle Accident Report,
326
NIBRS, see National Incident-Based Reporting
System (NIBRS)
Nicknames, spelling issues, 222
NLETS, see National Law Enforcement
Telecommunications System (NLETS)
NMI, see No middle initial (NMI)
No middle initial (NMI)
handling names, 85
spelling issues, 222
“None,” omitted information, 168-169
Nonrestrictive material, dash usage, 216
Nonrestrictive modifiers, comma usage, 209
Nonverbal communication, word misuse, 244,
263
Notebooks
information gathering methods, 63
recording information, 16-17
types, 15-16
Notes
review, 40
shopping list exercise, 45

Nouns
apostrophe usage, 212
comma usage, 207-208
definition, 179
dependent clause as, 184
grammar patterns, 182
phrases as, 186
pluralization, 233
pronoun agreement, 199

Numbers, abbreviations, 271

o
Oakland County Sheriff Department
Incident Report, 66f
Narrative Report, 96f
Witness Statement form, 162f
Objectivity, narrative section, 105
OCIS, see Organized Crime Information System
(OCIS)
Offense Continuation Report (San Antonio Police
Department), 74f
Offense types, 58, 59-63
Old-fashioned terminology, 18
Omission, as report problem, 168-169
Operational uses
law enforcement reports, 4-5
security reports, 6
Optical character recognition, 295
Organization
report writing approach, 147-150
writing types, 139
Organization (narrative section)
by chronology, 107-108
headings/subheadings, 108-117
by military time, 108
visual impact/ease of reading, 114-117
Organized Crime Information System (OCIS),
284
“-or” words, spelling issues, 232
Over-capitalization, 275

P
Parallel sentence construction, 149
Parentheses
comma usage, 209
dash usage, 216
usage, 214
Parole officer reports, purposes, 7
Parole officers
evidence collection for, 31-32
jargon, 258
Participial phrases
recognizing, 185-186
and sentence structure, 195
usage, 186
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Part I offenses, 58, 59-62
Part II offenses, 58, 62-63
Parts of speech
definitions, 179-180
sentence structure, 181
word usage, 180
Passive verbs
identification, 182-183
and legalese, 246
Passive voice, 50-51
Past participles, irregular verbs, 236
Past tense, usage, 50
Patterns, direct vs. indirect objects, 181-182
Pens, choices, 16
People references
descriptions, 124-127
face description sheet, 126f
fellow employees, 124
writing habits, 123-127
Personal titles, abbreviation rules, 273
Photographs
NCIC system upgrades, 285
report writing basics, 19
Phrases
comma usage, 209
and drawing conclusions, 247-249
grammar patterns, 182
and sentence structure, 195
types, 185-186
usage, 186
Place descriptions
location, 133
writing habits, 129-133
Planning, basic considerations, 39
Pluralization, spelling issues, 233-236
Point Talk® card, 286, 292f
Police jargon examples, 258
Possession, apostrophe usage, 213
Postal abbreviations, 274-275
Predicate
grammar patterns, 182
independent clause, 183-184
sentence structure, 181
Prefixes, vocabulary improvement, 249
Prejudice, and word choice, 244
Pre-Planning-Prevents-Poor-Performance
(Five “Ps”), 39
Prepositional phrases
grammar patterns, 182
recognizing, 185-186
and sentence structure, 195
usage, 186
Prepositions
definition, 180
expression combinations, 188

usage, 187
verb combinations, 187-188
Presentence Investigation Reports (PSIs)
evidence collection for, 31
purposes, 7
sample, 314-319
typical information, 11f
U.S. Probation System Worksheet, 386
writing techniques, 146-147, 151
Present tense, usage, 50
Private security reports, typical information, 12f
Probation officers
evidence collection for, 31-32
jargon, 258
Probation reports, see also Presentence
Investigation Reports (PSIs)
purposes, 7
State of Tennessee Board of Probation and
Parole, 395
typical information, 11f
U.S. Probation System Worksheet for PSIRs,
386
Promptness, recommendations, 52
Pronouns
agreement, 51
apostrophe usage, 213
definition, 179
noun agreement, 199
Pronunciation
and dialect, 256
and homonyms, 251-256
past tense verbs, 236
tricky letter combinations, 232
vocabulary skills, 249
Proofreading, 44, 239
Property description, writing habits, 127-129
Property Loss Report (Metro-Dade Police
Department), 130f
Pseudonyms, spelling issues, 222
PSIRs, see Presentence Investigation Reports
(PSIs)
Public announcement systems, abbreviations,
271-272
Punctuation basics
apostrophe, 212-213
colon, 211-212
comma, 205-209
dash, 216-217
ellipsis, 213
overview, 205
parentheses, 214
quotation marks, 214-216
as report problem, 170
rule changes, 272-273
sample test, 219-220
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semicolon, 209-211
sentence problems, 198
underlines, 217

Pursuit Report (Arizona Department of Public
Safety), 79f

Q

Question, writing techniques, 149
Quotation marks, usage, 214-216
Quotations, comma usage, 208

R
Race, see Ethnic origin
Racism, avoidance, 262
Radio information
abbreviations, 271-272
recording in notebook, 16-17
Reader as audience, 105-107, 106f
Reading reports
basic considerations, 155
individual/agency considerations, 171-172
problem areas, 168-171
sample test, 175
and word processors, 171
Reading vocabulary, 249
Real evidence, 30
Recording information
vs. investigation, 17-18
meeting minutes, 144-145, 151
in notebooks, 16-17
Records Management Systems (RMS), 293
Recovered Vehicle Report (San Antonio Police
Department), 74f
Recovered Vehicle Supplementary Report
(Chicago Police Department), 363, 365
“Related”
run-on sentences, 198
usage, 118
Repetition, avoidance, 117-118
Report types
corrections reports, 7
forensic reports, 7-9
law enforcement reports, 4-6
parole officer reports, 7
probation reports, 7
scientific reports, 7-9
security reports, 6
Report writing basics
abbreviations, 18
ABCs, 34
accurate/factual reporting, 52
active/passive voice, 50-51
computer-aided drawing samples, 24f
conciseness, 52
copying models, 15

diagrams, 19, 20f, 21f

documentation necessity, 32

documentation subject, 32-33

evidence collection, 31

evidence types, 30-31

first/third person, 51

gender-neutral language, 51

getting started, 15

how-to, 9-33

investigation vs. recording, 17-18

legalese, 52

legalese and terminology, 18

log writing, 9-14

notebook type, 15-16

photographs, 19

promptness, 52

pronoun agreement, 51

recording information, 16-17

report purposes, 4—9

sample test, 37-38

sketches, 19

spelling, jargon, abbreviations, 50

superfluous words, 52

verb tense, 50

why and how, 3
Report writing innovations

AFISs, 295

automation, 286-287

CADS and RMS, 293

computer/television camera monitoring

systems, 295

crime lab instruments, 294-295

dictation, 287-292

e-mail, 294

facsimile machines, 294

future trends, 296-297

Internet, 294

translated forms, 286

word processing, 294
Report Writing Instruction Manual (San Diego

Police Department), 367
Request for action, writing techniques, 149
Research, and writing techniques, 147-150, 151
Retail stores, evidence collection, 31
Revisions, writing initiation, 44
RMS, see Records Management Systems (RMS)
Robbery cases heading examples, 110
Roll call information, recording in notebook,
16-17

Royal Canadian Mounted Police network, 285
Run-on sentences

dangling participles, 199

as error source, 193-195

as report problem, 169

subject-verb agreement, 198-199
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Sample forms

Consent to Search (Arizona Department of
Public Safety), 288f

Continuation Page (Camden County Sheriff’s
Department), 95f

Continuation Page to Incident Report
(Louisiana State Penitentiary), 101f

Corrections Incident Report (Louisiana
Department of Public Safety and
Corrections), 71f

Driver’s Motor Vehlcle Accident Report
(Nebraska Department of Roads), 157f

Drug Influence Evaluation (Arizona
Department of Public Safety), 92f

Evidence/Property Report (Honolulu Police
Department), 98f

Face Page (FBI), 83f

False Alarm Report (St. Paul Police
Department), 78f

FBI report, 103f

Field Interview/Recovered Vehicle/Offense
Continuation Report (San Antonio Police
Department), 74f

Follow-up Offense Report (Denver Police
Department), 166f

Incident Investigation Report (Camden
County Sheriff’s Department), 67f

Incident Report (Anne Arundel County Police
Department), 68f

Incident Report (Honolulu Police
Department), 69f

Incident Report (Oakland Sheriff
Department), 66f

Incident Report (Tacoma Police Department),
64f

Loss Prevention Continuation Page (Longs
Drugs Stores, Inc.), 102f

Loss Prevention Report (Longs Drugs Stores,
Inc.), 72f

Missing Person Report (Bellevue Police
Department), 76f

Missing Person Report (San Diego Police
Department), 367

Narrative Report (Oakland County Sheriff
Department), 96f

Probation and Parole Monthly Reporting
Form (State of Tennessee), 395

Property Loss Report (Metro-Dade Police
Department), 130f

Pursuit Report (Arizona Department of Public
Safety), 79f

Recovered Vehicle Supplementary
Report (Chicago Police Department),
363

Shoplifting Report (Honolulu Police
Department), 165f

Statement Form (Honolulu Police
Department), 163f

Statement Form with Waiver of Constitutional
Rights (Bellevue Police Department), 99f

Supplemental Continuation Report (St. Paul
Police Department), 97f

Supplement/Narrative (Anne Arundel County
Police Department), 94f

Suspect, Weapon, and Vehicle Description
(Honolulu Police Department), 290f, 291f

U.S. Probation System Worksheet for PSIRs,
386

Vehicle Theft Case Report (Chicago Police
Department), 359

Witness Statement (Oakland County Sheriff
Department), 162f

Sample instructions

Investigative Report Manual Directions for
Automated Dictation System (Greensboro
Police Department), 378

Investigator’s Motor Vehicle Accident Report
(Nebraska Department of Roads), 326

Narrative Guide for a Burglary Investigative
Report (Greensboro Police Department),
382

Recovered Vehicle Supplementary Report
(Chicago Police Department), 365

Report Writing Instruction Manual (San
Diego Police Department), 367

Vehicle Theft Case Report (Chicago Police
Department), 361

Sample reports

burglary, 301-307

forensic laboratory, 321-322
memorandum, 320

narcotics follow-up, 307-312
security incident, 313-314
short-form PSIR, 314-319

Sample tests

abbreviations, 279
capitalization, 279

face page, 89

grammar basics, 191-192
narrative section, 121
punctuation basics, 219-220
reading/correcting reports, 175
reporting writing basics, 37-38
sentence structure errors, 203-204
spelling, 240

word use/abuse, 267

writing habits, 137-138
writing initiation, 55

writing techniques, 153
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San Antonio Police Department Field Interview/
Recovered Vehicle/Offense Continuation
Report, 74f

San Diego Police Department Missing Person
Report and Report Writing Instruction
Manual, 367

Scientific jargon, 9

Scientific reports, 7-9

Security jargon, 259

Security officer-law enforcement officer
comparison, 6

Security officer log

as documentation, 33
example, 14f
Security reports
administrative purposes, 6
operational purposes, 6
typical information, 12f
Semantics, word use/abuse, 263
Semicolon
comma usage, 205-206
dash usage, 216
usage, 209-211
Sentence fragments examples, 199-200
Sentence structure
block method visualization, 195-198
dangling participles, 199
grammar basics, 181
noun-pronoun agreement, 199
punctuation problems, 198
run-on sentence, 193-195
sample test, 203-204
subject-verb agreement, 198-199

Sexism, avoidance, 262

Shoplifting Report (Honolulu Police
Department), 165f

Shopping list exercise

final report, 48-50
grouping, 46
labeling, 46-47
from notes, 45
ordering, 47-48
overview, 44-50
Shopping list method
grouping information, 41-42
group labeling, 42
group ordering, 42-43
letter writing, 142
list creation, 40-43
report organization, 147-150
Short memo writing techniques, 140-141, 150
sic
definition, 221-222, 257
usage, 251-256
Simple predicate, sentence structure, 181

Simple subject, sentence structure, 181
Sketches, report writing basics, 19
Slang, see also Jargon
English language complexity, 236
gangs, 261
subcultures, 260
and vocabulary, 249
word use/abuse, 245
Slanting, 34
Sound rule
ear for words, 250
“-ing” spellings, 231
Speaking vocabulary, 249
Specificity, writing habits, 135
Spelling, see also Misspellings
abbreviation rules, 273
common errors, 221
commonly misspelled words, 224-230
commonly used words, 223-224
common problem areas, 231-239
English language complexity, 236-239
“-ing” issues, 231-232
names, 222-223
pluralization, 233-236
proofreading techniques, 239
reading/correcting reports, 172
sample test, 240
tricky letter combinations, 232-233
usage recommendations, 50
and writing ability, 239
St. Paul Police Department
False Alarm Report, 78f
Supplemental Continuation Report, 97f
State abbreviations, 274-275
“Stated”
run-on sentences, 198
usage, 118
Statement Form (Honolulu Police Department),
163f
Statement Form with Waiver of Constitutional
Rights (Bellevue Police Department), 99f
Statements, conclusory words, 247-248
State of Tennessee Board of Probation and Parole
Monthly Reporting Form, 395
Statistics comparison, crimes, 58
Stereotype, and word choice, 244
Stereotyped fillers, elimination, 119
Straight line, omitted information, 168-169
Street talk, word misuse, 244
Subculture slang examples, 260
Subheadings
capitalization/indentation, 277
indentation examples, 112
report organization, 108-117
writing initiation, 43-44
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Subject
comma usage, 207-208
grammar patterns, 182
independent clause, 183-184
sentence basics, 181
sentences without, 196
verb agreement, 198-199
Suffixes, vocabulary improvement, 249
Summary, writing techniques, 149
Superfluous words, 52
Supplemental Continuation Report (St. Paul
Police Department), 97f
Supplementary material, 91-104
Supplementary report, 91-104
Supplement/Narrative form (Anne Arundel
County Police Department), 94f
Suspect, Weapon, and Vehicle Description

form (Honolulu Police Department), 290f,

291f
Synonyms
and common words, 223-224
definition and usage, 250-257
reader considerations, 105
word misuse, 244
and word repetition, 118
Synopsis
example, 86
heading examples, 111

T
Tacoma Police Department Incident
Report, 64f

Technical jargon, forensic/scientific reports, 9
Television cameras monitoring, 295
Templates, report diagrams, 20f
Tense, past-present-future, 50
Terminology, old-fashioned, 18
Territory abbreviations, 274-275
Terrorist Information System (TIS), 284
Theft cases heading examples, 109
Third person

referencing people, 124

usage recommendations, 51
3 x § inch cards, recording information, 16
Title abbreviation rules, 273
Title format, comma usage, 208
Topic sentence, writing techniques, 149, 150
Trademarks

definition, 133-134

description, 133-134

examples, 134
Transitional words, semicolon usage, 210
Tricky letter combinations, spelling rules,

232-233

Turabian style, 150

U
UCR, see Uniform Crime Reports (UCR)
Underlines, usage, 217
Uniform Crime Classifications face page, 57
Uniform Crime Reporting Handbook, 58
Uniform Crime Reporting Program, 59
Uniform Crime Reports (UCR)

crime definitions, 58-59

face page, 57

information sharing, 285

law enforcement reports, 5
“Unknown,” omitted information, 168-169
U.S. Probation System Worksheet for

PSIRs, 386

v
Value judgments, in report writing, 34
Vehicle descriptions, 127-129
Vehicle Theft Case Report (Chicago Police
Department), 359, 361
Verbs
active/passive, 182-183
definition, 180
grammar patterns, 182
preposition combinations, 187-188
subject agreement, 198-199
Verb tense
English language complexity, 236
usage, 50, 180-181
VICAP, see Violent Criminal Apprehension
Program (VICAP)
Violent Criminal Apprehension Program
(VICAP), 285
Visual impact
basic considerations, 114-117
capitalization/indentation,
276-277
example, 114, 115-116, 117
Vocabulary skills
and automated report writing, 286
development, 263-264
improvement, 249-250
memory card practice, 224
word choice, 170
word misuse, 223, 243
Vowels
“-ing” spellings, 231
noun pluralization, 234-235

W
Western States Intelligence Network
(WSIN), 285
“Whodunit” approach, grammar basics, 190f

Witness Statement form (Oakland County Sheriff

Department), 162f
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Word association
spelling practice, 224
vocabulary improvement, 249
Word choices, see also Parts of speech
biases, 244-245
and drawing conclusions, 247-249
as report problem, 170
Word processors
dash usage, 216
and report errors, 171
as writing innovation, 294
Word roots, vocabulary improvement, 249
Word usage issues
ageism avoidance, 262-263
antonyms, 250-257
biases, 244-245
drawing conclusions, 247-249
homonyms, 250-257
jargon, 257-262
legalese, 245-247
nonverbal communication, 263
overview, 243
parts of speech, 180
racism avoidance, 262
sample test, 267
semantics, 263
sexism avoidance, 262
slang and dialects, 245
synonyms, 250-257
vocabulary skills, 249-250, 263-264
Writing habits
crime information bulletin, 128f
face description sheet, 126f
fellow employee references, 124
location descriptions, 133
modus operandi definition, 133-134
modus operandi descriptions, 133-134
modus operandi examples, 134
people descriptions, 124-127
people references, 123-127
place descriptions, 129-133

property descriptions, 127-129
property loss report example, 130f
sample test, 137-138

specificity, 135

third person references, 124
trademark definition, 133-134
trademark descriptions, 133-134
trademark examples, 134

Writing initiation

face page, 39-40

notes review, 40

planning, 39

proofreading, 44

revisions, 44

sample test, 55

shopping list method
creation, 40-43
final report, 48-50
grouping, 41-42, 46
group ordering, 42-43
labeling, 46-47
from notes, 45
ordering, 47-48
overview, 44-50

subheadings, 43-44

writing techniques, 150

Writing skill development, 239
Writing techniques

copying, 15

examples, 139

faxing, 142-144

letters, 141-142, 150-151

meeting minutes, 144-145, 151
PSIRs, 146-147, 151

report organization, 147-150
research and reports, 147-150, 151
sample test, 153

short memo, 140-141, 150

Writing vocabulary, 249
WSIN, see Western States Intelligence Network

(WSIN)
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