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What is Report Writing?

» Report writing is a C
in chronological ord

ocument that represents,
er, all the information

you have obtained during the course of your

investigation, starting with your notes.
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NOTE TAKING

» What should be written down:

- Complete and accurate summary of interview

- Name, DOB, current contact information, date, time
and location of interview

- understandable notes
- check your notes shortly thereafter

» What should not be written down:
> subjective
- derogatory
> improper remarks of any kind
- person’s veracity - note to yourself
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Note Taking

» Why take notes?

> To write an accurate report
- It refreshes your memory

> It memorializes:
- What is/was said and by whom (AV, C)
- What your observations are
- Actions of all parties involved

- Other potential witnesses
- Police on scene




NOTE TAKING

» What to use for
recollection of your
Interview:




After Notes Comes Report

» Lack of good notes = inaccurate report

» Potential problems with bad notes:




What Does the Report Need?

» A good investigation report starts with a
good interview which include the following:

|

Just the facts ma'am. Just the facts’
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WHO...

» ...reported the incident?
» ...is the alleged victim?
» ...else was present?

» ...else knows something?
> Doctors
> Lawyers
- Bozo the Clown
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WHAT...

» ...is the crime?

- Elements
- Criminal Complaint
- Jury Instructions

..happened?

..were the client’s actions?
..did the alleged victim do?
..did the witness see?

..did the police do?

vV Vv Vv Vv Vv
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WHERE...

» ...did the crime occur?

» ...was the alleged victim?

» ...was the client?

» ...was the witness?

» ...was the evidence located?
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WHEN...

» ...did this happen?
» ...was it discovered?
» ...was it reported?




WHY...

...did this happen?
...did the client do it?
...motivation for victim’s false accusations?
...did you take this class?
...ask why?

vV v VvV v v




Report Writing

» Things to include:

- person’s personal information

- date, time, and location of your interview

- date of report

- weather conditions at the time of the incident
- temperature, wind, rain, snow

> lighting conditions
- ambient light, darkness, moon light, sunlight
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Quick Grammar

» Active Voice

» Avoid Cop Jargon

» Avoid Fragments

» Avoid Pronouns

» Avoid Run-on Sentences
» No you’'re Homophones
» Spelling

he, she, they
it; h@rslr him

I; me, myself,
us; we, you
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Sample Report Form
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Sample Report Form
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Datk of Interview: Method: In Person By Telephone

Location of Interview/Telephone Number:

{The report would start here in narrative form, such as: On April 1, 2016, I interviewed John Doe at the
McDonald’s in Germantown. I informed Mr. Doe that I am an investigator working with Attorney de
Junco, who is representing Gavrilo Princip, and that I was investigating the assassination of Archduke
Franz Ferdinand.}
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Written Report
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) On September 12, 2018 at approximately 12:30 p.m.. I, Trixie Sahwit, conducted a personal
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that Julie was killed that night.

did not want to answer anymore questions and ended the interview.

Gary discussed his recent employment at the Ford Dealership. We discussed his relationship

that he has talked with Alice about Claude and Julie. But there was never any discussion about Julie’s
death with anyone includingthe VFW patrons. Gary sent a text to Julie at approximately 3:00 a.m. and
told her that she should nothave treated Claude like shit. Gary did not know that Julie and her husband,

_| Bruce Johnson, were arrested that night, but that did not surprise him. Gary indicated he did notknow

Gary did not want to talk about DUI arrest, his drinkingor his driving. I explained we are not
going to talk aboutanythingexcept the route. We then discussed the route he had taken home, which was
not the most direct. Also discussed that a witness told police he saw a truck that resembled Alice’s truck
- and that Julie was with Alice. I asked Gary if saw Julie that night or just sent her a text. Gary replied he
- did not see Julie at all that evening and became agitated. Gary went on to say that looking back it must

have been Claude, he is my friend, buthe was obsessed with her, I was just trying to protect him. Gary
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between Claude and Julie. Gary explained that he goes to the VFW with the guys. Gary went on to say
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