CHICAGD POLICE DEPARTMENT CPD-63.450 (Rev. 12/85)
FIELD REPORTING MANUAL - GENERAL REPORTING INSTRUCTIONS

I. REPORIS

A. Introduction

cl

1.

A nniformed police officer normally is the first to reaspond to calls for police service gnd to incidents
brought to the attention: of the Departmant. This generally results in an interview with a
victin/comp lainent or witness to ebtain pertinent information. The officer completes the propsr.ceport
by fouuuing the inatructions contained in_the Incident Reporting Guide (CPD-83.451) when the incident
is bona fide. -

The report pravides & record of the preliminary investigetion end establishes the basis for follow-up
investigation. .. ”

I1linois Supteme Court Rule 412 repgarding discovery in eriminsl cases permitas s defense attorney to
obtain rslevant written or recordesd statemsnts, reports, msmoranda containing substantially verbatim
reports of oral statements end other documents, notss, photographs or tangible ab jectas which the
prosacuting attorney intends to use in a hearing or trisl. Additionally, eateriasl or information which
would be discoversble if in the possession or control of the presecution and which is in the possession
or cantrol of other governmental personnel shall be msde svailsble to defenss counsel, It is therefore
oxtremely importent that reports be objective and completed properly and sccurately.

Typss of Report Forme

1.

3.

A

The Chicaga Police Department ussa different forms for incidents which require @ written report. This
system is utilized to reduce the poseibility of error, to ensure that all partinent information is
inciuded in the report, and to promote sase and speed in completing and processing reports, These forms
&llow information which ie common to » particular incident or crime category to be entered on tha form
in the space provided, )

The following cass report formssts are maintained in the Fisld Reporting Manual/Beat Book:

Hospitalization Case Report (CPD-11.406) Vehicie Theft Cass Report (CPD-11.412)

Lost and Found Case Report (CPD-11.408) Vehicle Tow Report (CPD-11.413)
Missing/Found Person Case Report (CPD-11.407) Vice Case Report (CPD-11.414)

Recovered Vehicle Suppiementary Report {CPD-11.409) Worthless Document Case Report (CPD-11.415)

Supplementary Report (CPD-11.411-A)

Additional reports/forms may be maintained in the Fiald Reporting Nenusl/Best Baok., The following is
& representative listing: .

Alcohaolic Influence Fisld Report (CPD-22.117) Miscellaneous Incident Exception Report.(CPD-11.419)
Alcoholic Influence Report (CPD-22.116) Notice to Animal Ownaer or Kespar {CPD-34.214)
Animal Bite Information {(CPD-34.226) Police Notice/Abandoned Vehicle (CPD-11.477

Court Appearance information (CPD-11.552 or CPD-11.553) Private/Public Parking Complaint {CPD-11.478)

Curfew Violation Report (CPD-24.111) School Absentee Report (CPD-24.116) '

Domestic Crime Victim Information (CPD-11.443) Trattic Accident Raport (CPD-22.110)

Field Contact Card (CPD-21.101) . Traffic Pursuit Report (CPD-22.958)

Information Report (CPD-11.461)
Gensral Offense Case Reports (CPD-11,.38D) sare issusd in book form.

Purpuse of Reportas

Reports are needaed to:

1.

record the official actions of the Departesnt concerning an incident, including the time the police
arrived, the time the asaignment was completed snd any action taken, .

furnish necessary inforastion to affected Department sembors snd other suthorized agencies to allow for
successful completion of investigations.

provide data to snmble efficient distribution end sssignment of personnel.

ensble supervisors to evaluate work performance snd provide direction to subordinates.

evaluate law enforcement effectivensss snd determine crime conditiona. .
protect the Department and the officer hendling the investigation from unwarrsnted accusations that
improper police action was tsken or that no service was rendared. R

act as the basis for crime statistical snalyaes.

record the loss or injury to victims when police service is rendsred.

respond to court orders and subpoenas in civil and criminal court procesdings,

.- THE COMMUNICATION ODPERATIONS SECTION

A. Conerally, all complaints, incidents, snd information requiring sction by field personnel uiil be cleared -
" through the Communication Operstions Section. This procedure snaures that:

1.

mi:uury police sction is taken.

2. a report ie prepared for sasch bona fide incident,
3. w Records Divieion number is sssigned esch case, when sppropriste,

NOTE: Verified vice related lncidents which require a case report will be reported to the Organized Crime

Division's 24 Hour Desk, PAX 0-662 or D-663, which will assign the Records Division nuaber.



8. Radio masignments, "on-view™ investigations, and investigations by desk personnel are not completed until
the investigsting officer has reported the nature of Ris assignment and the action taken to the dispatcher.

11I. OFFENSE/CLASSIFICATION AND SELECTION OF REPORT FORM
A. Use of Incident Rsporting Guide

1. Consult the Incident Reporting Guide to determine the proper report to use.

2, Locate the alphabsticsl refsrence in the *Incident™ column, _ :

3. Read directly acrass to the right for the report to be usad, the primary- snd asecondary
of fense/classificetion, the Illinsis Uniform Crime Reparting (I-UCR) offense code number mnd the
statute or ordinance covering the offense.

4. When a sworn member is assigned to investigate snd report s bona Fide criminal incident for which the
Incident Reporting Guide does not supply e specific of fense claseificstion end 1-UCR offenae code
number; the following offense classifications snd codes will be used: :

INCIDENT OFFENSE CLASSIFICATION AND I-UCR OFFENSE.CODE
a. Offense directed against a persori . . . . Primary offense classification .=. .. .. Other Criminal Offense
1-UCROffense Code ............. 5000
Secondary offense classification . ... Against Person {Cite Offense)
b. Offense directed against property . . . . Primary offense classification ...... Other Criminal O¥ense
I-UCR OffenseCode ............. 5001

Secondary offense classification .. .. Against Property (Cite Offense)

5. Whenevar a Dup'art-ent directive prescribes incident-spscific offensa classifications or;I-ll'.‘R of fense
codes which are in conflict with those prescribed by or omitted fros the incident Reporting Guide, the
pravisions of tho Departwent directive will take precedence, :

8. Multiple I-UCR Part I Offense Situstions Involving More Then One Victim, Occurring at the Same Time,

1. Salér:t the lpprupriitn report for the most serious Part I offense comnitted, using the following I-UCR
classifications:

8. Homicide (includes murder, voluntary manslaughter end inveluntary manslaughtar)
b. :ri-.i.nl.l Sexuml Assault (includes sggravatad criminal sexual sssault)

c. Robbery -

d. Aggravated Battery (includes aggravated sssault)

¢. Burglary

f. Theft

9. Motor Vehicle Theft

h. Arson,

2, Include the details of all other offensas in the narrative.

3. Exampla: Two men bresk into a werehouss {burglary) and while losding merchandise onto a truck belonging
to the warehouse, they are surprised by the night watchman, They render the watchman unconacious with
a blunt instrument (robbary and agqravated bsttery). The men drive away in the stelen truck (motor
vehicle theft) with the marchandise (theft). The offanses of burglary, robbery, eggravated battery,
theft snd motor vehicle theft are involved in this incident. Since tha offenses occurred at the same
time snd the robbery classifiecstion appears first in the I-UCR listing before the other offenses
involved, the incident would be reported ss sn armed robbery on a Gensral Dffense Case Report. TIhe
details of the othar offenses would be included in the narrative,

4. Under ordinary circumstances when s single incident invalves more than one victim at the same time,
complete only ope report ragsrdless of the number of victims. In the case-of a =ajor disaster (non.
criminal), the officer initially assigned will compiete s Hospitalization Case Report, and all aasisting
:fl’iceu will complete Supplementsry Reports, using the same RD number, if multiple victims are
nvolved,

C. Multiple I-UCR Pert I Offenss Situations Occurring et Different Times - Seme Of fender

1. When incidents do 'nnt occur st the asme time, sven though they were perpetrated by the seme offender,
compiete 8 report for each incident.

2. Examples:

8. An sutomobile is stolen snd a short time later it is used as e getaway cer in an armed robbery.
Since two separate offenses occurred st different times (two distinct offenses), & Vehicle Theft
Csse Report snd a General Offense Case Report would be completed. 1

b. Burglaries of separate units of sn spartment, residence, office or aothsr building whose clientemle
is of a permanent nature require a separats report for each unit which is individually owned, lessed
or rented.

c. When thefts occur from seversl cars pariced on the public way in the sams block during the night, ons
report is required for esch car entered.



D.

3. Exceptions to Item Ill-C-i:
8. Hotel Rule

Burglaries of more than one unit in a hotel, rooming house, motel or other similiar bullding where
lodging trensients is -the m3ain business require only one report regardless of the number of units
involved in one incident. If numerous offices, all belonging to one person or one company are
entered, only one report is required.

b. Multiple Thefts

Thefts from or damage to several vehicles patrked in an off-street private or public lot require
only one report regardless of the number of vehicles involved (one report ,is used if several
articles belonging to different persons are stolen at the same time from one place - i.e,, coat
check room), If thefts from or damage to several vehicles occur on the astreet, make one report for
sach vehicle involved.

c. Multiple Offenses (one victim, same offender) _
(1) I-UCR Part I Dffenses

When multiple offenses are commmitted wgainst the same victim by the same offender or group of
offenders in a short period of time, one case report is prepared for the most seriouse offense
and the leaser of fenses are inciuded in the narrative of the report.

The best of cccurrence will be the beat where the most serious offense, as indiceted by the ]-
UCR hierarchy, is committed, If, however, the same Part 1 .offense (i.e., criminal sexual
assault) is perpetrated more than once upon the same victim at different locations in a short
period of time by the same offender or group of offenders, the beat of occurrence rescorded will
be that baat where the first of the offenses occurred,

(2) I-UCR Part Il Offenses

In the avent multiple offenses are perpetrated upon the same victim by the same offender or
group of offenders at different locations in & short period of time {i.e., simple battery), the
beat of occurrence recorded will be that beat where the first of the offenses occurred.

1-UCR Part ]! Offense Situations Involving More Than Dne Offense or Victim, Occurring at the Same Time

1. There is no hierarchy tule for Part 11 offenses., The sequence of events will generally dictate the
type of case report required end cthe clessification of the offense.

NDTE: for offenses reported on a vice Cuse Report, the secondary classification and applicable 1-
UCR offense code will generally be determined by the most serious criminal charge to be placed
against an arrestee. HWowever, when @ narcotics incident involves both delivery snd possession
of narcotic substances, the secondary classification will be the delivery offense,

2. Examples:

/a. An on-view weapons violation which results in the confiscation of narcotics will be recorded on 8
General Offense Case Report =s & Weapons Violation,
b. If during the execution of » Search Warrant for narcetics, a weapon aor ather contraband is
discovered, the incident wiil be teported on a Vice Case Report as a Naercotics Violation,

3. In both of the above cases, the information regarding the other offenae will be included in the narrative
section of the case teport wnd a copy of the reporr dirscted to the othar unit which has functional
responsibility.

Changing the Classification

If & citizen reports en incident which is normally considered a Miscellansaus Incident and wupon
investigation the incident is found to be & crime, or if upon investigation a reported crime should be
classified as another crime (e.g., reported as @ robbery but actually was a burglary):

1. prepare the appropriate cese report covering the actual crime committed.
2. note the original complaint at the begimning of the naccrative section, and
3. notify the dispatcher of the change in classification.

Reclassification

1. Reclassification of en offense after the preliminary investigation has been concluded and the original
case report has been submitted is the responsibility of authorized sworn memberas of the Buresu of
Investigative Services, Decisions to change the classification of a reported offense to another [-LECR
offense classification are based upon:

a. the information recorded on the original case report,

b. Buresu of Investigstive Services' cuse management review process requirements to maintain strict
adherence to the I-tCR offense classification system, .

¢. sny additional information ascertained gs a rasult of a field or summary investigation.



Iv.

VI.

2. Reclessification of an offense by authorized sworn members of the Bureau of Investigative Services is
accomplished by the preparation of: ) _

a, a Supplementary Report, or ]

b. the section of a case report designated for exclusive use by Bureau of Inveatigative Services or
Detective Division personnel only when the teclassification rationale is supparted by information
in the case report. :

3. Alchaugh sworn members assigned te bureaus other than the Bureau of Investigative Services are NOT
authorized to reclassify an offense, such members may recommend that an offense be reclassified by
adhering to the following procedures: '

a. Prepare a Supplementary Report containing in the primary classification box the offense
claasification of the last previous report ONLY. .

b, Leave the secondary offense classification box blank and include in the narrative section the
suggeated revised offense classification and the supportive information to justify this revision,

REPORTING SOLICITATIONS, CONSPIRACIES AND ATTEMPTS

A.

Repart all Solicitatiens or Conspiracies to commit an offense on the appropriate case report.
Solicitations or conspiracies to commit s violent crime requires an I-UCR Code of 5000. Solicitations or
conapiracies to commit a property crime require an I-UCR Code of 5001. Check the Incident Reporting Guide
for the proper classification and codes of vice related incidents reported on a Vice Case feport.

Report all attempts to commit an offense on the appropriate case report using the primary and secondary
classificetions and I-UCR Codes specified for the particular offense in the Incidant Reparting Guide.

UNFOUNDED ENCIDENTS

A.

Whenever the prsliminary investigation of an incident which requires a case report indicates it to be
"apparently UNFOUNDED" or not verified, notify the dispaccher that the incident is unfounded. No caag
repart is required, g

8. Whenever you are uncertain as to the authenticity of the crims or incident after conducting the preliminary

investigation:

1, report it as an actual crime, filling in all boxes of the case repart,
2. state only the facts in the narrative and omit any conclusions,

The Miscellaneous Incidant Reporting procedure or the Miscellaneous Incident Exception Report WILL NO[ be
used to report an unfounded complaint of a crime. However, if an officer were assigned to a burglacy and
in Fact discovered a teen.age distyrbance, he would use the appropriate alpha-numeric code to report che
ineident.

REPORT COMPLETION

The following instructions will be observed when completing a case ceport form:

A.

Additional Copy

Generally, an original and duplicate copy (one formset) is completed for each incident assigned. If «
third copy of the report is required for any reason, complete the teport in triplicates by using a second
identical formaet after removing the first shest, and the Victim Information Notice if applicable., Do.not
use a white first sheet for an additional copy. A triplicate copy should always be pink. With the
exception of the Differential Response---Call-Back Program, a third copy will be complieted whenever you
are assigned to conduct a preliminary investigation of a bona fide incident/offense occurring in anothe:
district.

Legibility

1. PRINT all information placed on a cese report, except the required signature{s) using a black ink ball-

gint pen,

2 Eheck to make certain that the duplicate copy of the formset is readable,

3. Any unreadable report will be returned by the approving supervisor and must be reprinted, Errors which
are undetected by the supervisor approving a case report, but subsequently are discovared, must be
corrected by the submizssion of & Supplementary Report,

4, Resubmission of reports will be required when originel reports that are illegible are detected in the
Records Procesaing Section, The Records Processing Section will not accept carbon or photo copies of
reports in lieu of original documents.

Language 1

1. Use language which is simple, accurate, clear and concise.

2. Record all descriptions concerning possible offenders as approximations. ..

3. Record information learned from witnesses a@s "In summary it was determined from M:r....." or "The facts
in essence are....". . )

4. Report the foul language of an offender only when it establishes a modus operandi or will lead to the
successful conclusion of the investigation, and indicate that the language reported is not a verbatim
quotation of the entire conversation of the offender,



D. quu

1.
2,

Complete all boxes of the cese report e:‘:cept those where a margin heading allows the entire section to
be marked DNA or UNKNOWN,

When it is impossible or impractical to supply the infarmation requested, enter one of the foliowing

notations in the box(es) which best answers the inquiry:

2. DNA (doss not spply) d. Unknown®

b. None < e. See Narrative* (meke syre the required

¢. Refuaedt information is in fact entered in the narrative
) portion).

*NOTE:  Theses three notstions will not be usad in Offense/lncident type box(es).

Do not compleate @ box of the repart by referring to snother box or the narrative unless there is
insufficient space to enter nemes of multiple offenders, victims, or witnesses,

1n some case reports, informaticn regarding the number of offenders and the desacription of offenders -
must be Filled in the numbeared hoxea on the upper portion of the case report. :
Weapons alluded to by the offender, but not displayed, should be described as "possible"... Example:
If the offender has his hand in his pocket as though he were holding a gun {victim does not see a gun)
snd proclaims a holdup, the words “possible gun” shauld be inserted in the narrative.

E. Names

1.
2.

Record all namas accurately and, whansvar posaible, verify with printed identification.
Print nemes in full with last name first in FIRLL CAPITAL LETTERS followed by the first name and middle
name in initisl capa, e.g., HUBBARD, Elmer Frencis or HUBBARD, Elmer F.

a. Use the symbol (NMI) to indicate no middle name or initiel.
b. Uas the symbol (I0) following an initial to indicate initiales only,

Record sex, race code number end sge information after victim's or complainant's name, e.g., STEWART,
George Leraoy, M/2,47. '

Record sex snd race code number sfter s witneasea' name, e.g., GONZALES, Thomas D, M/4.

Record sex, rsce code number end sge after offender's neme, e.g., JONES, Susan T, F/3, 14,

When reporting:

a. the namne of compsniss and corporations, do not state the last neme first but report tham as commonly
known, e.q., SEARS ROEBUCK AND COMPANY. ’

b. an offenss whersin the ONLY victim is the "People of the Stete of Illinois® or the "Paople of the
City of Chicl?o" (e.g., AW cases, vice cases, etc.), the arresting officer's name will be entered
in the victim/complainent box of the epplicable case report., )

c. an offenss directed against property owned by @ governmental or public agency, the reporting officer
will utilize two NANE boxes when preparing a Generel Offense Case Report. The first NAME box will
identify the govermmental/public sgency (e.g., City of Chicsgo, Chicugo Board of Education, Chicago
Trensit Authority). The second NAME box will identify the name of the location of the incident
(e.g9., 19th Ward Office, Graham School, Nerth Park Garage).

1f there are insufficient boxes to list sll names, print "See Nerretive” in the last espace provided for
the name and list the remaining names, one on & iine, in column form in the narrative section of the
case report BEFORE beginning the narrative account, Include all information as sequenced on the case
report (i.e., neme, sddress, sex, rsce code numbar, age infaormation, etc.) faor esch name appearing in
this listing,

Sex

Uae the following sbbreviations: M-Male; F-female,

1.

z.

3.

Use the following numeric identifiers:

1-Black: A person having otigins in sny of the bleck racial groups of Africa.

2-Mhite: A person having origins in sny of the peoples of Europe, North Africa or the Middle East.
3-Bleck-Hispanic or 4-White-Hispanic: A person who is black or white end, in sddition, is of Mexican,
Puerto Ricen, Cubsn, Central or South American or other Spanish culture or erigin.

Se.American Indian or Alsskan Native: A person having origins in eny of the originsl psoples of North
America, snd who maintains cuitural identification through tribal affiliation or community recognition.
6-Asign or Pacific lslender: A person having origins in any of the original peoples of the Far East,
Southeast Asia, the Indian subcontinent, or the Pecific Islands; this area includes, for exempls, China,
India, Japen, Korss, the Philippine Jelands, Ssmos, etc. ’

7-Unknown: A person whease racial and/or ethnic origin is unknown or one who refuses to disclose his
reciel and/or ethnic erigin,

NOTE: 7-lnknown will not be used if the reporting officer is able to cbeerve the complainant, victim
or affender to make a judgment.

The category which most closely reflects the individual's recognition in the community should be usad
for purposes of reporting on perscns who are of mixed racial end/or ethnic origins. If the individual
refuses to snswer, it is up to the reporting officer to make a judgment,

1n the narrative asction, indicete a further bteakdown when describing suspects or offenders as follows:



H.

a. IF information clearly indicates, use descriptiens such as possibly Puecto Rican, poasibly Korean,
ete.

b. If less certain, use more general descriptions such as possibly Latin American, possibly QOriental,
possibly Eurasian, possibly Polynesian, etc.

Age/Date of 8irth {D.0.B.)
1. In those reports requiring the age of a person, record the estimated or announced age.

a. When poasible, verify the age of the person with some printed identification.
b. When estimating age, use the abbreviation "AP" to indicate that it is an approximation.

2. In those reports 're‘quiring the date of birth of a person:

e. record the date af birth in FULL, e.g., 18 MAR 4l.
b. when poasible, verify the date of birth with some printed identification.

NDTE: This infarmation is not required but may be included in Miscellaneous Incident Exception
Reports.,

Addrasses

1. Record the permanent residence of the subject, using the hbuse .or building number, the direction
(N.,S.,E. ,M.), and the name or number of the street. Do not use two street names to identify a lacation,

2. Words having standerd abbrevismtions such as Street, Avenue, Houlavard, Parkway, etc., may be
abhreviated, -

3. Include the floor, apartment, suite or rcom number.

&, Enter the city and atate when not Chicago. .

5. If the subject has a temparary Chicego residence, record it in the narrative (unless this is asked for
ssparately on the case report). ;

6. Identify military personnel by their unit designation and the ship, station, or military installation.
¥When applicable, record in the narrstive the local addreas where they cen be resched. Sotial security
numbers are used as serial numbers in the military.

7. When no ‘exact street number is svasilable, enter an appruximate strest number. Print (AP) after the
addresa., Do not use two etreet names, use a numbsr-name combination.

8. When possible, indicate in the narrative, or appropriate  box, the best time and place to contact
victima, witnesses, etc. Exsmple: Home .~ 0BOO-1600 or Work - 2400-0800. ’

Telephone Numbers

Record the number in the conventional sammer. Include the extension number when available. Example: 744-
400G, Ext. &630; or 1-{703)-640-6131, Ext. 6301,

Numbers

1. Beat of occurrence - use the current besat map to determine the correct beat of occurrence,

2. Beat/unit assigned - use the correct four (&) digit radio call msmber (i.e., 0121 = 001 District beat
car assigned to Sector 2; 1173 s 011 District squadrol assigned to Sector 3; 5151 = Detective Division
Area 1 Property Crimes Unit).

NDTE: Unit designation nymbers will NOT be inserted in the "Beat/Unit Assigned” boxes on case or
supp lementary reporta. . :

3. Generally - when possible, verify from documents all numbers, including vehicle license, vehicle
identification, and other serial numbers.

Time

1. State time uaing four digits, without punctuation, from 000l to 2400. The first two digits designate
the hour end the second two digits the number of minutes past the hour. ‘

2. Indicate a time span by plscing & hyphen between the first and last known times when the exact time of
occcurrence is unknown, Example: 1700-2030.

M. Dates

H
1. Print dates by giving the number of the day, followed by the first three letters of the month and the
last two digits of the year. Example: 1 Jul BS5.
2. Indicate a spsn of dates or times by placing a hyphen between the first and the last dates or. times.
Example: 1-13 Nov B5, 3D Nov-3 Dec 85, 1500-1700. '

Occupations

1. Record the specific occupation by which the subject ordinarily earns his livelihood.  Examples: A
presently unemployed bricklayer would be shown as "hricklaysr.® An official in a bsnk would be shown
as "banker™ while a bnokkesper in a bank would be shown as a "bookkeeper,"

2. If the subject is retired, so indicate and record hia former occupation. Example: Retired Police
Officer.

3. Enter "homemaker® for an otherwise unemployed spouse,

4, 1f the subject is a student, so indicate, including the name of the school,



0. Lost, Stolen sand Recoversd Praperty —

1.

2.
3.

Describe in detail sny item or items lost, stolen or recovered, one to @ line in column form, at the
end of the narrative. Begin the listing two spaces after the end of the narrative. List individual
items, their description, who found each item, when they were found, where found, snd what was done to
them (including inventory numbers), Include *Dperation Identification” number if known.

Whenever numbers are included in the description of any item, identify the numbers as MODEL, STOCK,
STYLE or SERIAL NUMBERS.

Incidents involving lost or stolen property (vehicle theft excepted) are reported on case réports which
have special boxes to list the monetary value of each category of property taken, i.e., money, jewelry,
furs, clothing, office equipment, T.vV., radio, stereo, etc., household goods, consumable goods,
firearms, dangerous drugs; except in a loss when there is no intrinsic value involved, in this instence
report the loss ‘on a Miscellaneous Incident Exception Report.

&. Use the fair market value for articles which are subject to depreciation die to wear and tear, age
or other factors causing the value to dscrease with use,

b. Use ths dsaler's cost or the cost to the merchant for goods stolen from retail establishments,
warshouses, etc, The doller value should repressnt the sctual cash loss to the victim without sny
mackup or profit added.

c. Use the victim's evaluation for items such as jewelry, which do not appreciably change in value with
uBe Or age.

d. Categories of Property Teken
(1) Money-lnited Staetes Currency {Face Value, Not.Collector's Value)

(2) Jewelry - and precious metals .

(3) Furs

(4) Clothing

(5) Office Equipment -~ typewriter, sdding machine, etc,
(6) Television, Radios, Stereo, etc.

{7) Houaehold goods (items) - furniture, washer, etc.
(8) Consumgble goods - liquor, food, cigarettes, etc,
(%) Firearms

(10) Nercotics, dangerous drugs

(1il) Other - Miscellaneous items other than 1 through 10.

& hen l:l'u-s victim obviously exaggerates the value of stalen property for insurance or other purposes, use

5.

6.

comman sense snd good judgment in repoiiing the vzlue of stolen items,
Do not report the velue of the property if:

&, it is a motor vehicle.

b. the property has besn damaged by criminal attack. Describe the sxtent of damage in the narraetive.

c. the property is e document such as a traveler's check, personal check, monsy order, stock or bond
certificate, etc, Describe the document and the amount entered thereon in the narrative.

Recovery of property involved in a crime does not clea- the crime. Clsarance results only from arrest
or from sxceptionsl circumstances which terminate the investigation, The decision as to whether a erime
has been "cleared" is the responsibility of authorized sworn amembers of the Buresu of investigative
Services, -

P. Narrative Section

1.

7.

I1f there are multiple names for any box on the report and thefe are insufficient boxes te list all
names, list the-remaining names, one on @ line in column form, BEFOURE beginning the narrative. ALl
descriptions will be given ss approximate. Do not refer to victims, witnssses, or offendars by ™smee
box...?

Give a detailed description of how the crime was allegedly committed, or the circumstances surrounding
the incident, in the body of the narrative, A complete case report will snswer the questions "Who?
What? when? Whare? How? Why?® .

NOTE: In addition to completing eny applicable notification boxes, when requirad, enter the name of
sny agency/person notified (e.g., Water Department/Ms. Smith, Gas Company/Mr. Jones, ete.) in
the narrative.

Include the neme, ster/badge or employee numbsr and unit of assignment of all other Depsrtment members
directly involved in any apacific action.

If the report is concerned with lost, stolen, or recovered property, describe the item(s) in detail,
one to a line in colum Forwm, at the end of the narrative. Begin the listing two spaces after the end
of the narrative,

Reporting officets are to eliminate their conclusions, opiniaons, feslings end evaluations Of witnesaes
from the narrative portion of the original case report. Conclusions on the part of the report wWriter,
whether bases on deduction or personal feelings, should not be made. '

When necasaary, check the "continued on reverse side™ box and continue lengthy narratives on the back
of the formset, Fold the top page of the formsst along the perforation snd detach end reinsert the
carbon psper in order to maintsin the original copy as the top page. Detach part 3, Victis Information
Notice, if wpplicable. If additional space is needed, use another identical formset, complete a
sufficient number of boxes st the beginning in order to identify the continuation with the first puage,
and begin the narrative with: "JThis is 8 continuation page...of...pages.”

When preparing Supplementary Reports where statemsnts (oral or written) by offenders have been taken,
the officer will include the foliowing in the parrative:



VII.

1

the giving of the Miranda Warnings.

any waivera of the Miranda Warnings.

the tims the statement was taken,

where the statement was taken (lecation). -
date the statement was taken.

who waa present during the taking of the statement, including non-Department personnel.

8. If @ person is quoted verbatim in a Supplementary Report, quotation marks should be used and recorded
as follows: Jos Brown stated *.,......"

b. If the substence of a person's statament is recorded in a Supplementary Report rather than a verbatim
transcription, it should be recorded as fallowsa:
Jdoe Brown stated in substsnce that......

8. If a formal (written) statement is tsken, it must also include the following:
a. who took the statement.
b. who transcribed or typed the statement,
c, why the statement was taken,

€.9., "Statement taken from John Smith at 5555 W. Grand Ave,, Chicago, Il. on 1 Nov. 85, 1400 hours
relative to the incident reported under RD nunber X000000. Questicned and typed by Det. Joe
Brown, Unit 652, Mary Smith, John Smith'a wife, present.”

9. 1f a photogrephic identification of an offender is made, the reporting officer will record the namsa
and I.R. numbers of the suspects whose photographs were shown, on @ Supplewmantary Report. If looss
photographs are shown, they are to be inventorisd if en identification is made, and the property
inventory number recorded on the Supplementary- Report, If the identification is made from a photo
album, the serial number of the album and the page and the photo number are to be recordad in the
Supplementary Report.

0. When preparing case reports involving recavered narcotics, enaure that the Estimated Street Valus (ESV)
is incorporated in the narrative.

Signatures

1. Complate a case repart by printing your rank, name and star number. You must also sign the report in
the box provided.

2. When the inveatigation is conducted by two officers, both must sign the report.

3. Signatures of both the reporting officer(s) and the supervisor approving the report indicste that the
report is complets and accurate end attesta that the completed report has been "oroofread. "

Victim Information Notice

1. A victim Information Notice, when a part of a case report formaet, is to be prepared by the preliminary
investigator and iasued to persons reporting certain incidents and crimes to the Department .,

2. This form is designed to convey information which is of concern to most vietims of crime and to reduce
confuaion experienced by victims when attempting to obtain or provide information regarding the incident
orf crime thay have reported,

3. Sworn members completing a Victim Information Notice will:

a, ensure that the appropriste information sppears in the designated boxes, paying particular attention
to include the RD number.

b. check the appropriaste box to indicate which unit of the Department has follow-up investigative
responsibility for the particular incident or crime.

¢, oxplain the content of the Notice to tha victim when necessary.

d. advise the victim to retain the Notice for his personel records and to use the RD number when
communicating with the Department regarding the incident or crime. .

e. normally prepare only one Notice when there are aultipls victims, Additionsl victims, i.e., those
not receiving the Victim Information Notice, will be given the required information in the sost
expaditious manner possible.

f. normally not prepare a Notice when the victim is unknown or not on ths scene, and the Notice cannot
be left with & responsible relative, neighbor or friend of the victim, :

REPORY SUBMISSION

A.

Upon completing a cese report, advise the Communicetion Opsrations Section dispatcher as to the nature
of the assignment and sction taken. Whensver the crime or incident classification, ths address of
cccurrence, or the victim's name is different than that originally given by the dispatcher, advise him
of the correction, Then return to "duty" stetus imwediately.

Submit completed case reports as soon as possible during your tour of duty. Case reports will be given
to your immediate supervisor or, if he is unavailable, to eny evaileble field superviser in your district
of assignment. If no field supsrvisars are aveilable, the reports will be handed in to either the
supervisor assigned to conduct the checkoff roll call or to the desk sergeent of the district of
gcocurrences, :
Supervisory officers will promptly review, have corrected and spprove (byi signing in the spaces provided)
sll cass reports before forwarding them for further processing, Reporting officers have not completed
their tour of duty until all their reporta have been approved by a supervisory officer.

Desk sergeants will process all reports by:

1. ensuring that each report has an RD number. .
Z. verifying that the reports bear s supervisor's signature of approval, ar, if not, approving the reports
themselves if an appropriate field supervisor is not aveilable and the reports are properliy completed,



3. ensuring that completed formset copies are separated, that the original is forwarded via police mail to
the Records Processing Section for duplication, and that the duplicate is retainad for the distriet
reviaw officer. In the case of reports of preliminary investigations of outside district complaints,
they will Forward the duplicate copy to the distTict of occurrence by police mail snd retain the
triplicate copy.

I1. INFORMATION REPORTS

In addition to reporting incidents to which you have been assignsd, you are responsible for reporting
information which may require other police action., Information not called for on case reports but which eould
be of concern to the Department should be reported on an Information Report (CPD-11.461). A member .preparing
ent Information Report will follow the procedures -outlined in the General Order entitied "Information Report
System.” It must be clearly understood, howsver, that the submisaion of an Information Report will not relieve
the reperting member of compliance with directives which require other reports or police action.

REPORTING OFFENSES ﬂCCURRIhlIG IN OTHER JURISDICTIONS

A. When a citizen rsports an offenss which has occurred in ancther jurisdiction, outside of the corporate

baundaries of the City of Chicago, Department members will advise the complainant that: B

1. the Chicago Police Department cannot investigate offenses which have occurred in other law enforcement
Jurisdictions, snd he should contact the lew enforcement agency having jurisdiction and report the
information to that sgency.

2. the Chicego Police Department will -sssist complainants by:

@. attempting to errange for the dispatch of a police officer from the law enforcement agency having
jurisdictien to receive the information from the complainant. This will be accomplished by point-
to-point radio ar telephone. .

b. transporting the complainant, 1f he is unable to do so himself, to a mutually convenient boundary
street, when the complainant is located in & district that is contiguous to the area of the law
enforcement agency having jurisdiction, to weet a police officer from that jurisdietion for the
purpose of receiving a report.

The Chicago Police Department will prepate case/supplementary reports for offenses/incidents which occurred
in gnother jurisdiction, only when:

1. property which was stalen, lost or mislaid outside of Chicago is recoversd in Chicago.

a. Recovered stolen wmotor vehicles will be reported on vVehicle Theft Case Report with an offense
classification of "Recovery Foreign.®

b. Recovered stolen property other than motor vehicles {e.g., semi-trailera, licerse plates,
construction equipment, merchandise, etc,) will be reported on a General Offense Case Report.

c. Recavered lost or mislaid property will be reported on a Lost end Found Case Report.

2. Crime Lasboratory Division services were rendered in an authorized other jurisdictional investigation.
Such services will be reported on 8 General Qffense Case Report. -

3. a search warrant has been executed by Department membets, Search warrant executions will be reported
in accordance with the provisions of the Department directive entitled "Search Warrants.”

4. Bureau of Investigative Services operational procedures require the preparation of a case report.

5. the complainant is unwilling or unable to contact the law enforcement agency having jurisdiction and the
complaint would ordinarily require the preparation of a case report,

a. In such cases, the reporting officer will prepare the appropriate cose report and request the
assignment of an R,D. number through the dispatcher, even if the incident is unfounded. The “beat
of occurrence” will indicate that the crime dig not gccur within the corporate limits of the Cits
of Chicago. If the incident is spparently unfounded, the reporting officer will enter at tne
beginning of the narrative: “Apparently UNFOUNDED &t the time of preparation of this report.
Complainant gdvised that he should contact the law enforcemant agency having jurisdiction, ® ¢

b. 1In addition, the officer will prepare & third "information” copy which will be sent to the preparing
officer' distriet/unit review officer. The review officer will prepare a brief )etter of
trensmittel, attach the "information copy™ of the case report for the attention of the law
enforcement agency having jurisdiction and forward both via the U,5,*ail,

NOTE: . The third "information™ copy will NOT be utilized for reporting recovered vehiclies stalen
" from another jurisdiction.

The following beat of occurrence identifiers will be used to indicate that the offense/incident did not
occur within the corporste limits of the City of Chicago, The only exception is for Vehicle Theft:Case
Reports prepared for recovery of moter vehicles stolen outside thcagu, but recovered within Chicago
{faoreign recoveries). In these instances, the best of occurrence will be the beat of recovery.

3100 - oputside the corporate limits of the City of Chicago, but within the State of lllinocis,

4100 - outside the State of Illinpis, but within the United 5tates of America, its district, territories
or possessions or sny other territory governed, occupiesd or controlled by the United States of
America,

5100 - outside the United States of America, its district, territories or possessions or any other territory
occupied or controlled by the United States of America.



