

[image: MP_SNHU_withQuill_Horizstack]
Six Essential Questions Answered in a Report
1. Who? 
A. Who discovered the incident?
B. Who reported the incident?
C. Who were the witnesses who saw, heard, or know who is involved?
D. When identifying persons involved, be sure to: 
(1) Identify individuals by complete name, address, and phone if available.
(a) The first time you use a name in the report, list it in full.
(b) During subsequent references use last name only.
(c) If two (2) or more persons with the same last name, use first names or middle initials to distinguish between them.
(2) Identify other officers with complete name and title.
(3) Identify witnesses by:
(a) Full name
(b) Date of birth
(c) Title
(4) By identifying persons involved in this manner it
(a) Classifies who is involved for the reader.
(b) Adds to your professionalism.
(c) The titles add to the witnesses’ credibility.
(5) Don’t forget to include your position or rank and title as well for the same reasons.
2. What?
A. What happened?
B. What was the offense?
C. What are the elements of the offense?
D. Identify the tools and/or weapons used in the offense. 
E. State events in chronological order.
F. What was taken?
G. What was damaged?
3. When?
A. When was the offense committed?
B. When was the offense discovered?
C. When was notification of the offense received?
D. When did officers arrive on the scene?
4. How?
A. Keep in mind that you, as the report writer, must include the facts of how the situation started and continue with:
(1) How the situation progressed.
(2) How the situation concluded.
B. Explain how a particular weapon or tool was used.
C. Explain how a particular method was used.
D. This characteristic, generally, will be the largest part of your narrative.
5. Where?
A. Establishes
(1) Venue—the city, or geographical area where an incident occurred.
(2) Jurisdiction—the area within which an agency has authority.  
B. Address
(1) Is there a pattern to the address?
(2) Identifies problem addresses.
C. Where were the witnesses located that allowed them to see the incident occur?
D. Specify the location of objects as well as people.
E. If you were the witness, don’t forget to specify your location or position relative the incident.
F. Be sure to place this information in chronological, narrative form.
6. Why?
[bookmark: _GoBack]A. Revenge?
B. Narcotics usage?
C. Financial?
D. Opportunity?
E. Was it random?
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