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FOREWORD

NARRATIVE REPORT writing is a skill and an art. There are no
short-cuts to good report writing. Good report writing requires
training and practice. It is hoped that this book will assist those
who strive to improve their ability to communicate.
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INTRODUCTION
WHY SHOULD REPORTS BE WRITTEN?

r.Em LAW ENFORCEMENT officer writes an investigation report to
record his activities and findings. The report is the written recol-
lection of the officer and provides a permanent official record of
his actions, his observations, and his discoveries. The report is the
written record of the impressions upon the writer of the circum-
stances of a situation. The investigation report is the word picture
of an investigation, beginning with a complaint, order, offense, or
arrest. It is the permanent record of the case, the basic reference
to the case, the basis for evaluation of what has been done, the
basis for deciding further action, and the basis for prosecution. In
fact, the report becomes “the case.”

The report is the method by which an officer communicates
his findings to those interested in his activities. Although report-
ing may be done orally to colleagues or immediate superiors, a
written report, as stated above, is a permanent reference and
record. There can be no doubt as to what the officer reported.
The written report enables a fellow officer to know what another
officer has done and found. It enables the superior officer to
know what his men have done; it enables him to keep track of the
various activities and investigations of his men; it enables him to
know the types of crimes being committed and the manner in
which they are committed; it enables him to see relationships
among the findings of his men from which he may be able to
determine possible connections among cases. The written report
is the basis upon which the superior officer can offer advice and
make suggestions for further investigation or subsequent handling
of the case. Finally, it is the record upon which the office of the
prosecutor bases its action.

Information obtained from the various reports of a police
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