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Four Requirements of a Well-Written Report

1. Complete 
A. The report must include the essential questions for a report
B. The report must be written so as to be understood by a third party
C. When completed:
(1) You must sign your full name in signature form
(2) Include your position or title if appropriate
(3) Date the report
2. Concise
A. Get to the point
B. Do not editorialize
c. Make every sentence count
d. Do not include unnecessary information that is not pertinent to the specific incident
3. Clear
A. Use simple, descriptive words:
(1) What does “uncooperative” actually mean?—explain what suspect did
(2) How did the individual “drive erratically?”—state how the vehicle was moving
B. Use concrete words, names of people, numbers, and title:
(1) Ms., Mrs., Mr., Miss
(2) Use words that point to a specific person or thing
C. Do not “overreach” your vocabulary by using words that can be misunderstood or that you might not understand: 
(1) This can lead to embarrassing situations on the witness stand
(2) Write “. . . he shouted excitedly . . .” not “. . . he ejaculated . . .”
(3) While the words may be correct, modern-day usage of them can cause you some embarrassing moments
(4) Do not use slang or disparaging phrases, unless quoting a direct statement
(5) The word “intercourse” can mean verbal communication between two (2) or more people; modern-day usage however, gives it an almost completely sexual context
D. Use correct language
(1) This is a formal, written report that will become part of the permanent, official record
(2) Do not use slang, improper language, or street talk unless in a direct quote—it may help establish modus operandi (M.O.) (i.e., method or technique)
(3) Use terms normally used in serious conversation
(4) Use precise words to describe a situation:
(a) What does "uncooperative" mean?
(b) How fast is a "high rate of speed?"
E. Only “legalize” where it is necessary
F. Avoid jargon “buzzwords” and abbreviations, such as:
(1) RO – reporting officer
(2) Perp – perpetrator
(3) UNK/B/M – Unknown, black, male
4. Correct
A. Use proper spelling—use electronic spell check program or, if writing longhand, a dictionary
(1) “Spell check” only catches words that are misspelled
(2) “Spell check” will not check words that are used incorrectly (e.g., their/there, too/to)
B. Use proper grammar
C. Your information must be accurate and unbiased
D. Actual words or phrases spoken are accepted—not paraphrases or generalities
E. Write out numbers; decimals can be misplaced
(1) $130.00 or $13.000?
(2) “He was escorted from the premises in the fall of 2010,” not ’10
(3) There were 1,283 (not 1283) cartons of cigarettes stolen in the break-in
F. Write the date
(1) In some parts of the world, 1/6/96, means January 6, 1996
[bookmark: _GoBack](2) In other parts of the world, 1/6/96 means June 1, 1996, with the first digit representing the day and the second digit the month
(3) Write the date plainly
(a) Spell the month
(b) Use one (1) or two (2) digits for the day
(c) Use four (4) digits for year
G. Write the report, read the report, rewrite the report if necessary, and have someone review
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