
U.S. Department of Justice 

Federal Bureau of Investigation 
Washington, D. C. 20535 

June 19, 2020 

MR. JOHN GREENEWALD, JR. 
SUITE 1203 
27305 WEST LIVE OAK ROAD 
CASTAIC, CA 91384 

Dear Mr. Greenewald: 

Request No.: 1406968-000 
Subject: FBI Public Access Line Manuals 

This is in response to your Freedom of Information Act (FOIA) request. 

Records responsive to your request are currently being processed. We are making these records 
available in the FBl's electronic FOIA Library (The Vault) on the FBl's public website, http://vault.fbi.gov. 
On the right-hand side of the home page, under the heading "Vault Links" you can search for your subject 
alphabetically (click on "A-Z Index"), by category (click on "Categories"), or by entering text into our search 
engine (click on "Search Vault"). For records responsive to this request, please enter Public Access Line 
Policies and Procedures as the search term. 

The available documents represent an interim release of information responsive to your FOIPA 
request. You will be notified when additional releases are available. 

Please see the selected paragraphs below for relevant information specific to your request. 

D Additional records potentially responsive to your subject may exist. Please inform us by 
emailing foipaguestions@fbi.gov, faxing 540-868-4391 , or standard mail if you would like 
the FBI to conduct a search of the indices to our Central Records System. 

D Additional records responsive to your request were processed but are not currently 
available on The Vault. Please inform us if you would like to receive these records. 

Please refer to the enclosed FBI FOIPA Addendum for additional standard responses applicable to 
your request. "Part 1" of the Addendum includes standard responses that apply to all requests. "Part 2" 
includes additional standard responses that apply to all requests for records about yourself or any third party 
individuals. "Part 3" includes general information about FBI records that you may find useful. Also 
enclosed is our Explanation of Exemptions. 

For questions regarding our determinations, visit the www.fbi.gov/foia website under "Contact Us." 
The FOIPA Request number listed above has been assigned to your request. Please use this number in all 
correspondence concerning your request. 

If you are not satisfied with the Federal Bureau of Investigation's determination in response to this 
request, you may administratively appeal by writing to the Director, Office of Information Policy (OIP) , United 
States Department of Justice, 441 G Street, NW, 6th Floor, Washington, D.C. 20530, or you may submit an 
appeal through OIP's FOIA STAR portal by creating an account following the instructions on OIP's website: 
https://www.justice.gov/oip/submit-and-track-reguest-or-appeal. Your appeal must be postmarked or 
electronically transmitted within ninety (90) days of the date of my response to your request. If you submit 
your appeal by mail, both the letter and the envelope should be clearly marked "Freedom of Information Act 
Appeal." Please cite the FOIPA Request Number assigned to your request so it may be easily identified. 

You may seek dispute resolution services by contacting the Office of Government Information 
Services (OGIS). The contact information for OGIS is as follows: Office of Government Information 
Services, National Archives and Records Administration, 8601 Adelphi Road-OGIS, College Park, Maryland 



20740-6001 , e-mail at oqis@nara.gov; telephone at 202-741-5770; toll free at 1-877-684-6448; or facsimile 
at 202-741 -5769. Alternatively, you may contact the FBl's FOIA Public Liaison by emailing 
foipaguestions@fbi.gov. If you submit your dispute resolution correspondence by email, the subject 
heading should clearly state "Dispute Resolution Services." Please also cite the FOIPA Request Number 
assigned to your request so it may be easily identified. 

Enclosures 

Sincerely, 

n-Jd d1 -{J 
Michael G. Seidel 
Acting Section Chief, 
Record/Information 

Dissemination Section 
Information Management Division 



FBI FOIPA Addendum 

As referenced in our letter responding to your Freedom of Information/Privacy Acts (FOIPA) request, the FBI FOIPA 
Addendum provides information applicable to your request. Part 1 of the Addendum includes standard responses that apply 
to all requests. Part 2 includes standard responses that apply to requests for records about individuals to the extent your 
request seeks the listed information. Part 3 includes general information about FBI records, searches, and programs. 

Part 1: The standard responses below apply to all requests: 

(i) 5 U.S.C. § 552(c). Congress excluded three categories of law enforcement and national security records from the 
requirements of the FOIPA [5 U.S.C. § 552(c)]. FBI responses are limited to those records subject to the 
requirements of the FOIPA. Additional information about the FBI and the FOIPA can be found on the www.fbi.gov/foia 
website. 

(ii) Intelligence Records. To the extent your request seeks records of intelligence sources, methods, or activities, the 
FBI can neither confirm nor deny the existence of records pursuant to FOIA exemptions (b)(1 ), (b)(3), and as applicable to 
requests for records about individuals, PA exemption 0)(2) [5 U.S.C. §§ 552/552a (b)(1 ), (b)(3), and 0)(2)). The mere 
acknowledgment of the existence or nonexistence of such records is itself a classified fact protected by FOIA exemption 
(b)(1) and/or would reveal intelligence sources, methods, or activities protected by exemption (b)(3) [50 USC§ 
3024(i)(1)). This is a standard response and should not be read to indicate that any such records do or do not exist. 

Part 2: The standard responses below apply to all requests for records on individuals: 

(i) Requests for Records about any Individual-Watch Lists. The FBI can neither confirm nor deny the existence of 
any individual's name on a watch list pursuant to FOIA exemption (b)(?)(E) and PA exemption 0)(2) [5 U.S.C. §§ 
552/552a (b)(?)(E), 0)(2)]. This is a standard response and should not be read to indicate that watch list records do or 
do not exist. 

(ii) Requests for Records about any Individual-Witness Security Program Records. The FBI can neither confirm 
nor deny the existence of records which could identify any participant in the Witness Security Program pursuant to 
FOIA exemption (b)(3) and PA exemption 0)(2) [5 U.S.C. §§ 552/552a (b)(3), 18 U.S.C. 3521 , and 0)(2)]. This is a 
standard response and should not be read to indicate that such records do or do not exist. 

(iii) Requests for Records for Incarcerated Individuals. The FBI can neither confirm nor deny the existence of records 
which could reasonably be expected to endanger the life or physical safety of any incarcerated individual pursuant to 
FOIA exemptions (b)(?)(E), (b)(?)(F), and PA exemption 0)(2) [5 U.S.C. §§ 552/552a (b)(?)(E), (b)(?)(F), and 0)(2)). 
This is a standard response and should not be read to indicate that such records do or do not exist. 

Part 3: General Information: 

(i) 

(ii) 

(iii) 

(iv) 

Record Searches. The Record/Information Dissemination Section (RIDS) searches for reasonably described records by 
searching systems or locations where responsive records would reasonably be found. A standard search normally 
consists of a search for main files in the Central Records System (CRS), an extensive system of records consisting of 
applicant, investigative, intelligence, personnel, administrative, and general files compiled by the FBI per its law 
enforcement, intelligence, and administrative functions. The CRS spans the entire FBI organization, comprising records 
of FBI Headquarters, FBI Field Offices, and FBI Legal Attache Offices (Legals) worldwide; Electronic Surveillance 
(ELSUR) records are included in the CRS. Unless specifically requested, a standard search does not include references, 
administrative records of previous FOIPA requests, or civil litigation files. For additional information about our record 
searches, visit www.fbi.gov/services/information-management/foipa/reguestinq-fbi-records. 

FBI Records. Founded in 1908, the FBI carries out a dual law enforcement and national security mission. As part of 
this dual mission, the FBI creates and maintains records on various subjects; however, the FBI does not maintain records 
on every person, subject, or entity. 

Requests for Criminal History Records or Rap Sheets. The Criminal Justice Information Services (CJIS) Division 
provides Identity History Summary Checks - often referred to as a criminal history record or rap sheet. These criminal 
history records are not the same as material in an investigative "FBI file." An Identity History Summary Check is a 
listing of information taken from fingerprint cards and documents submitted to the FBI in connection with arrests, 
federal employment, naturalization, or military service. For a fee, individuals can request a copy of their Identity 
History Summary Check. Forms and directions can be accessed at www.fbi.gov/about-us/cjis/identity-history­
summary-checks. Additionally, requests can be submitted electronically at www.edo.cjis.gov. For additional 
information, please contact CJIS directly at (304) 625-5590. 

National Name Check Program (NNCP). The mission of NNCP is to analyze and report information in response to 
name check requests received from federal agencies, for the purpose of protecting the United States from foreign and 
domestic threats to national security. Please be advised that this is a service provided to other federal agencies. Private 
Citizens cannot request a name check. • 



(b )( I) 

(b)(2) 

(b)(3) 

(b)( 4) 

(b)(5) 

(b)(6) 

(b)(7) 

(b)(8) 

(b)(9) 

EXPLANATION OF EXEMPTIONS 

SUBSECTIONS OF TITLE 5, UNlTED ST ATES CODE, SECTION 552 

(A) specifically authorized under criteria established by an Executive order to be kept secret in the interest of national defense or foreign 
policy and (B) are in fact properly classified to such Executive order; 

related solely to the internal personnel rules and practices of an agency; 

specifically exempted from disclosure by statute (other than section 552b of this title), provided that such statute (A) requires that the 
matters be withheld from the public in such a manner as to leave no discretion on issue, or (B) establishes particular criteria for withholding 
or refers to particular types of matters to be withheld; 

trade secrets and commercial or financial information obtained from a person and privileged or confidential; 

inter-agency or intra-agency memorandums or letters which would not be available by law to a party other than an agency in litigation with 
the agency; 

personnel and medical files and similar files the disclosure of which would constitute a clearly unwarranted invasion of personal privacy; 

records or information compiled for law enforcement purposes, but only to the extent that the production of such law enforcement records 
or information (A) could reasonably be expected to interfere with enforcement proceedings, ( B ) would deprive a person of a right to a 
fair trial or an impartial adjudication, ( C) could reasonably be expected to constitute an unwarranted invasion of personal privacy, ( D) 
could reasonably be expected to disclose the identity of confidential source, including a State, local, or foreign agency or authority or any 
private institution which furnished information on a confidential basis, and, in the case of record or information compiled by a criminal law 
enforcement authority in the course of a criminal investigation. or by an agency conducting a lawful national security intelligence 
investigation, information furnished by a confidential source. ( E) would disclose techniques and procedures for law enforcement 
investigations or prosecutions, or would disclose gu idelines for law enforcement investigations or prosecutions if such disclosure could 
reasonably be expected to risk circumvention of the law, or ( F) could reasonably be expected to endanger the life or physical safety of any 
individual; 

contained in or related to examination, operating, or condition reports prepared by, on behalf of, or for the use of an agency responsible for 
the regulation or supervision of financial institutions; or 

geological and geophysical information and data, including maps, concerning wells. 

SUBSECTIONS OF TITLE 5, UNITED STATES CODE, SECTION 552a 

(d)(5) information compiled in reasonable anticipation of a civil action proceeding; 

(j)(2) material reporting investigative efforts pertaining to the enforcement of criminal law including efforts to prevent, control, or reduce crime 
or apprehend criminals; 

(k)( l ) information which is currently and properly classified pursuant to an Executive order in the interest of the national defense or foreign 
policy, for example, information involving intelligence sources or methods; 

(k)(2) investigatory material compiled for law enforcement purposes, other than criminal, which did not result in loss of a right, benefit or 
privilege under Federal programs, or which would identify a source who furnished information pursuant to a promise that his/her identity 
would be held in confidence; 

(k)(3) material maintained in connection with providing protective services to the President of the United States or any other individual pursuant 
to the authority of Title 18, United States Code, Section 3056; 

(k)( 4) required by statute to be maintained and used solely as statistical records; 

(k)(5) investigatory material compiled solely for the purpose of determining suitability, eligibility. or qualifications for Federal civilian 
employment or for access to classified information, the disclosure of which would reveal the identity of the person who furnished 
information pursuant to a promise that his/her identity would be held in confidence; 

(k)(6) testing or examination material used to determine individual qualifications for appointment or promotion in Federal Government service 
the release of which would compromise the testing or examination process; 

(k)(7) material used to determine potential for promotion in the armed services, the disclosure of which would reveal the identity of the person 
who furnished the material pursuant to a promise that his/her identity would be held in confidence. 

FBI/DOJ 



The Black Vault
The Black Vault is the largest online Freedom of Information Act (FOIA)
document clearinghouse in the world.  The research efforts here are
responsible for the declassification of hundreds of thousands of pages

released by the U.S. Government & Military.

Discover the Truth at: http://www.theblackvault.com

This document is made available through the declassification efforts 
and research of John Greenewald, Jr., creator of: 

http://www.theblackvault.com
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n Form FD-71 is 11sed for: 
⇒ Con1plaint Intake 
⇒ Docun1enting ..... l -----!assessments (per the DIOG) 

• NOTE: AH terrorism re.lated complaints and assessments should be 
documented! I • 

¢ Opening a predicated investigation (PI or Full) based on the results of an 
assessment 

·ij Users of tl1e form 
⇒ Originator: Any co111plai nt originator 
,⇒ Supervisor: SSA or SlA who can assign an assessment 
¢ Agent/ Analyst: Any e1nployee \-vho is authorized to conduct assessn1ent 

• investigative activities 
¢ CDC/ADC: SUvl review 

~ ~~- . ;~·:•·, ·. ---~: • 



•Responsible 
S\ipervisor 'MUST be 
identified p,·lor to form 
submission. 

•\lJhcn SI!\-1 b cho:.;en, 
general rc,.d 
pcnni$Sion~ are 
!'('moved. Cvutribme 
pe1missi.c>ns me grnrnd 
to spxificd CDC, 

i • ASAC, and SAC. ; 
i • .. , o • •~ .. • , ..... , ~ , . ,~ .. ~ -. ...... , o, .. w,.~d•,, ~ .,.~,•~•~• 
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· ilease double check the size of your attachments. 
• f your attachments 

"r----:-:-:-----:----,----,--=,----,----,-,.,.,...,.....,--~~__J 
cxc.eed this size, the ACS upioad will • ai.1 wtth tne error message 
depicted below. 

·uurlb.rm 



Review the facts of the incident, the supervisory decision, and determine appropriate 
investigative steps . Once the appropriate actions have been taken, the form is then 
submitted back to the supervisor for review. 

¢ Items that should be filled out are: 
• Investigative n1ethods 

• Findings 
• Authorized Purpose and ObJective 

• Any additional. infonnation on the Subject, Witness or Victim. 
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\¾'hen the [nvestigatlve Mcthml 
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r-··The Authorized Purpose and Objective field should he ~;~d;;-~d·:··;:f·~~~cssary, w demon..~trnte th.at the assessment is continuing ] 

1 
based upon au cva:luatinn that the purpose changed or new objectives arc sought. ..· ... . 

I 
~-------------.1 

This is a mandatory field that must be filled out before submilting the 
F D71 back to the supervisor or saving changes to the form. 

'
;~ . 
, 

~ 

j 

b6 

b7~ b7E 
-t; ~ ,a 



b7E 

When all required information has l.>een inp1 
................................................................ ··L-----~------------------------r 



c::;> Complete mandatory form fields: 
• Document classification 

• Recipient name/c-mail 

• Office 

• Supervisor name/e-mail 

c> Summarize incident in synopsis 
c:; Provide details in facts of incident 
r::;> Provide details on complainant, subject, and any known victims/witnesses, etc., in 

those fields 
c:::> Document any investigative methods 

I I ~--------J 

c:::> If appropriate, identify the matter as a SIM. 



⇒ Review the :f~cti _;f t1.ie irtcident, the sup~rvisory 'aeciiion, ~11d determine 
appropriate investigative steps 

¢ If appropriate, identify the matter as a SHv1 
• If a SIM, fo.llow office procedure for CDC review and SAC (or ASAC, if delegated) approval 

⇒ Document investigative methods I I 

⇒ 

C, 

,⇒ Submit the form to the named supervisorJ I ,__ __________ __. 



., , . . '.· , . • . . •. · ~ ' ... ~ • . ,i.• . ~. • ~' •• 

Review the documented incident per the DIOG standards for 
L--------1 

assessments. 
c:> Perfmm justification review for assessments still ongoing after 30 days. 
o If appropriate, identify the matter as a SIM 

• If a SIM. fol.low office procedure for CDC review and SAC ( or ASAC, if delegated) approval 

¢ Choose an appropriate disposition for the incident 
• Close the .incident 

• Reassign the incident to another squad/office 

I 
• Assign the incident to an agent/analyst to work as an assessment 



,t Current Version of the Form: 2.0.9000.72 . 
¢ Date deployed: 8/22/2011 

¢ :Major changes: 

,, Previous Versions: 1.4, 1.3, 1.5, 2.0 
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~ Form owner: CPO 
FAQ: 

,, CPO Contact Information: 
c:;> Cust.omer Support: : :~~;,j,........_...__ _________ _, 



•Re.~ponsiblc 
Supm,isor MUST he 
ideatifieJ prier to form 
i;i~hmi~8io1). 

•When SIM i~ cho~en, 
gc.n.zral read 
pc~nnissions nte 
rcm.oved. Coniriburn 
p¢tn1i$$kms ar~ gra11tc<l 
to specified CDC, 
AS,\C. aud SAC. 

t ........................... ., ........................ . 

.Sopen.,isor 
Decision: 

------- ---''-----.. -··· ..................... . 

Supervisor.Review~ F,1an :• 

NOTE: 

•Em.ail a.lert is repealed if 
tile period end date is 
C-'<ceedeJ unJ cc'ed to 
st,p~r.v\so-r. 

b7E 



FBI Official Record of 

Training for Records 

between 08/12/2012 
• and 12/31/2012 



Public Access Line 

Training Schedule 

September 12, 2012 

Through 

September 14, 2012 



0 

T:lf"l4'1J1, S.f,lw.'1Dl:f C4. N.!~ 9 ,'.II • to MA 

T.....day,S..:-:~r04,2'J1!i tQMA, 1tA». 

~r. S•~~04. 2:.~? 11 AM. 1i Fi+A 

r-,,_.,,~OC.lCt2 ltf\f.:PSA •·. 
n_,,..,, s.-~~:,o,a , ,,. • 2~ 

l,:~1 -Sr,_)l~:it,e.-Ct,~~~ :PM~lN. 

1---Y ___ ,.-,. $,c.r~104, 2"J1::C 3 P'A· 4 PM 

0 b6 
b7C 
b7E 



i 
,..,._,_se,~.,,:>.~1~j 

....... , ... _, .. ,,,,,j 

0 0 b6 
b7C 
b7E 

I 
j 
t 
I 



fnMy. Ser-wr.oor 1-4. Z>12 11 AM ~ t2' FM 

-·············- ~ri@v. $~t-lYbM 1.c, ~11: ~. ( : 12 eM~ , -p.,~. 
f-'N.~-,.~,:~ 1ol, .?C1~ t PV. ·~PM 

f----f~-',"-.. s.;;,;;;·1-.:;:~.;;i··-··;·P3J.-:;1·~;;· 

f----''"";c.•.:.:•.:..•°";..:..;,"_:!Nrtol, 2<:12j ~ FM - !?11. 

Fdfb)I. s,-:u~ 14. 2o;, _2j S PU~~ NJ, 

'it®t1!'%'<''.'~®CC>W,''."I'~·,,=,,:,m't<'.'.'.)::i:=:,,,,,.,.,,,,.::,:""ti,,_c3~~:-,,_DN",'·"""''''.,,c;M:'.>;_,:,:_,,_,,,.,,,_,_,_,_,_,,,,,,_,_,,_,,,,c,,,_,,,_,:·,,,,,,_,.,,,,,,,,.,,::,~,,,,.,,,,,,;e,,,,, ,,,,,,,,,,.,,.,,,_,«c,.s·,,,;:,,.,,,,,,,,,.,_,,,,,._._,_, ,,,,,,,,,,,,w-,,,,rn,,e,,>e<w~M'!':>s,-,,-.~, ''"'' ''""'·'"•'• """'·=>•w-,«¾N, .,.,. . .,, u . , .. '" 

~ 

i 
I 

I 
I 
~ 

I 

I 
I • I 
I 
I 
1 
i 
I 
I 
~ 

~ 

I 

' 



The NCIC File 
Reference 

Revised October 2012 



u 
~ u z 

~:·~~:-~; ,•· . 

; ,_ , ., 

The NCIC File 
Reference 

The N\Hini~~1l CdnH,' fnf,iuruiim, 
Cent{'!' iNC!C) i~ .1 tomputl·ri,-:cd 

j nt(,rn:l(\U.on srst,~·rn (lV(~iL.1b!e Hl L'1,v 

enforct'mcm ili)d <.Ti min.~! iti~!k <' ,)g('iKk,:. llk 
Systt~rn incltfd<~:s n~<:ord~ cf \v,1nt<:d p(in;on~, rnis,ing 

pi~'n:f}ns. ~:rnd pt:·n~nns \-vhn p-o,c a tb n.}:u ro offlt-Pf ,:fnd 

public s,'lfr?ty, a !: wdl ,H, n •cords fr,r su.iiPn prnpe:·ty iinn,;. 
Hcco r{h; ~.sr p<.~tS{!l !~ ()((: gt~Hi?r,c.:Hy indc.:>;ed cu,d CH . .-ct.~~st\d 

using identifier::; such .:'t?'> n,rnH~:,; ~uid d.)! (c' S ,,i bin h, Sod,\l. S<·,. urit\ 
num!wr.,;, ,rnd op('rJwr·s b:.:t'flS•e numb<.:·rn. Renm!i,nf prnpi:dy 
ai'f' geoei-.,Hy in(k,;l•d ,rnd ,H:n ts1>Ni using kkni i!i!~t., ;,u,. h ,l:- ~,L' l !,d 
rn;iHb«?r~;( ii<.:1:--n~s~ plc'lh.~ nurn!'H::'fS~ V(•hi<~h:' kk•i~td!( .. ~d ·~\)f-1 tHHnbt~r~. 
,1nd owrwi· ,~pplied nurnh:r!;. 

N CIC files~ the year of hnplemeota tion, ond 
the record s the files contain 

A diSCt.t:isiun of 1:.•,)d; NCiC flli,·, t be yi'ar the f'ik h1::t\rnw p,:1r1 
of rhc NCf( Sy:;ti~m , th1c· fyp1~cf infi:imwhon ,x int~1ined in ,!w iii <:•. 
;rnd how !ong ,l ,e(ord r 1c·m,1iiVi in t:h,~ iik kiil<.nv:-., Tlw hk;; Mt: 

grouped by type ,rnd ,1rt.· in ,:hrnndogical 1,nkr by i he yt.•,H l ',tdi w ,H; 

inq:ii(~nwn h ~d. 

PERSON FILES 

Wa nted Person File (1967) 
Th{' VVMH{!d !\•r~on Fiie cm ,t,,ins recon!i, nf individuah wl ;u 

h<'l\·(· an m.ststanding '-"'Mt-.int{i.;). Thii. fik abo con1ai1H f\'<.<H<!'- oi 
jt.:.V('.nik:; wh(; h,wc been judged ddinqm~ni: ,rnd >N h;..1 h ,\Vt'. <i.'$C!p1,:d 

from n{st(>dy ot :;up<•,·visi;:,n 01 who h.:ive .:1h.'>comkd whi!,.• oo 
pwb,,1ti1)n Qr parok, Thi~ fik ,1]:;c, coni',iins n~nwd!'i ;,f ju, t n1k\ ~f iH, 

we:-(• -:hal'g<:<.l wi:h comrni!l.ing i.Hl i.K!. ()fdeiinqt,~n<: )· th,ii ~q,u)d 
l:w ,) b ·imt~ i/"(omn·1itted by an <1du!i and who h;iv<• Hed fr<,rn !'IH,· 

st.ii(' in which tlw ,let w,)S ,-ommi!'tcd . /\g('fK it•~: m<ly ,1l::m <' ;Her 
. t:i.:mpor<1ry ldony w.:int· rtcor<.b into thii, hh:. 'fomp1>r,,!·y fr-k1ny 

ll ·w ,1nt 1·e<.:ord~ alhlW a law ('!'lforn•nwnt ,1g(~111:y to iake prompt 
, acf:on to ,1ppr<d-1(•nd ., JKn,nn ;,;uspecrNl ·of cornrniuing ~1 folony 



\\.lit•n :.irrum:c,1,)111:1.·~ p:<•vt•nt t.lw ,1gn,cy f1·un, 
i,nm1;.'diJ1dy obt;1i ning ,, w,111,:mt L>s(('PI for 
, nnpor;uy foiony w,,ni n·1:• ;rd~ . .-·; 1id1 ;tr1.· ,1{·! ;v,_. f;lf 
•tX hour.~. Vv,,nt.cd Pt~~·~on Fih-· r(·ford~ n~•nt..: in in 
t hi!i fik inddtnitdy. 

Missing Person File (1975) 
The Missing P<•rn11n hi<· ,·ont;;in!\ r(·t:~):d, Q/ 

111!',i,.ini;; p1.·rs1:>rt!> of ,\i'I} ,,gi.> ,•,he, h<w~• n pn>, ,·n 
physi,. ,1) or nicnt,,i di,;.~hili ty; n:<·orcb of p(•:·1-on~. 
wht, ,H~ missing 11n(h:•r ('.in. rn1·;.<:t,1n,e:-; indic11 ing 

:h,H t!wy nwy be i;1 physic.~! d~mg1.·r or ,ihd11cH·d ; 
!1.'1-:• mis ofp<•rsrn1:< 111i!i-.'>in~ ,1ft1c•r H <'.,)t,1~1,oph:; 
f€:(ords of j>(?r~oni; nnd<·r th· ,lg•:· f1f 21 1dio nrc 
nw,,sjn!t h1.,t who do nnt mcf.•, anr ')f th• ,ibpv<• 
n1t1.·ri,1: ,md re!'.:ordji of' p!:'!'Si)!)!, .~g('.d ;:, ,,nd o!dt:r 
wh1, ,!fC mi:ssin~ l>ut v,,hu do nnl 1111,·ei ,,ny of !ht· 

;iho,r(' rritcri,1 b1:i for wlwm ,her~· lS ,l m,;i;1)11,1blc 

wr,('l';-n f'oi- tht•ir i;.,f~1 y. R~·cwd?'i rernain in thi:-. (ik 
ind:!linitc:!y. 

Unidentified Person File ( 1 983) 
Th<• Unidcnt iH~d Pi:-n;nn filt• ,.:1.mh1ins 

n,,rnrd~· o( unid1mtihed dt.·n~aM•1.I person::., hvi ng 
pPn,rm:; whu ,ire un,ibk· f<' \:trify their i(kntitili's. 
unid{•ntifi<id <·a1.1:;trr.1piw vi;.~tirn!,. «rid renn·<·n~d 
body pans, Rcomb nmwin in thi~ /-He indefinif·ttly. 

foreign Fugitive File ( 1987) 
Only rhe st,1ff of' thi! lni-emational Criminal 

Pnlice (Jrganiz,1tion (iNTt~RPOL) ,,nd the Roy;il 
Cinildi,m Mount1.·d PoH<:~i (RGvl P) c,rn 1,_.nfN 
n:<:ords inw this fik, which is av .. il.tb!c to .-ill 
uimh1.)I just in· ngendes. I NTEH P( n. n:wrcb 
c;1m<1in informati,.m on perso.ns w,rnrt.id in <)tber 
countries for <Timi:-s i-h,H· <.\'Otild be fdonies ii 
cnmmilled int h11 Unit1;•d St,,t!?r.. Tht• \.t,lnl'i.ng 
t·ornitry rm.1st h,·lH' i.ig.ncd Jn N,, (.it1.li1iori i re.Hy o.r 
,·0:w;!nrim1 \Vi!h the Unit~d Stat('s. or t.h1:.• s;.1bjen 
mu<-t be '\,v,mk·d for ,l violt!IH (Tiffi(• or othen\'i:-.<· 
musr be kn()Wn to l)c vio.knt, ,unw<L oi· di'l.nitcfm1s. 
Th•? RCM P l'<'l:'ofd<. cnnt.~in inforn~atinn on persons 
\\·IIO <1rt' w,mted foir violationi: of 1·h1c• Criminal Ct><k 
of C~ui.:ufo ,ind J<)r '.dwm dwn~ is an out:,t,mding 
Crn,1d.1-wkk w<11TJnt. H~t:or(ls remain in this file 
;nddiniw!y. 

Immigration Violator FUe (1996) 
0:)?y t lie .'-I ,df of rht· f'>,:p,lrt n ,,:nt oi i i1:1iH·i,,11d 

\1.·1.u d1 i '... lh:rc.:,Hi !>I i n;m:gr;!\ inn and l :u.,t•H!1" 

F.nforcs:,n(•1H c,l:t ~·nkr r,~1.Y>rds i111-.-, thi-, tik. \,hid, 
i-;.i,•,iii.::i>k l;;,ijl <:rLn\n.:d jw,l'in:..ig(::i,·i('!i. Thi, 
lilt: ci_,n;;,in!; rt•n~rd, of ciimin,11 ,l hc1 ,., \\ hmn 
irn migrdion auth<wilit>.~ d('fhH' tl•d tiw dntg or 
iin:;,n11s; r.ilfid, ing. !i<:•ri1:u, ._ iu!('J ,t ni111t··:-.. nr 
both; inforrn«tion 1.,n ,1lkns who h.1\·,,,1,Hs;,;: idi1,g 

,~ds,·iini"l t,lt ive v .. ·~1rr<H1;!l f~ fr ~-c=·n~t)v,,i fro:-o :ind ,,.t:,~ 

h,l\'C lH,!,1wh.1llr r,:in,1i1i~:..1 in! he i in!t,:\! S,,Hes 
,11~d r(xo1d~ Df ali()llS \,-'hi) ktv(• m.1ti;t,rnding 
,H:lrninisiTJti<.,~· ,,·,11-r«rll:- f()r f~1ihB'(' ii) c<,m;.>iy 
with nJli<•n.:il Sl'Curity re~ii,rration 1equi11.•nwn,,. 
Hec:ords r<•m,iin in this 11k in,khnitdy. 

Protection Order File ( 1997) 
Th,) Pnltt•ction ( lrd1.?1· Fik ~·on, ain!; l't·(.'<',rd~. nl 

:ndividt1al, \Vhn ,lrc su bj<:lt w o ,ur1·. iS.'-tH'd ' ,nh:, ~ 
w p,·eveu: vil:knt er thn?,:t1:nl,1g au,. h-H,1<,,-mt:nl 

.:ig,ai nsl:. con!~Kt o r f.ornm1 m:i:.uicn ·with. ot 
physka! prn,:miry ,n .:u1oth~~r p(•rs•mis) Th(• 
NOC Syst<•m n~t,,in~; n:o:rd~ in thi:-. fik i.mlil rh•: 
record n:,H:hc~s t IH~ dMe in I hr,, l )al(' 01 bpir<:tion 
F:dd. N0ne>.p11 ing r<:::,1n.b rctn,\io in th· t·;JCI( • 

Sy:;t.1~n1 indd1nitdy The Systt·m nit,\!ll:s ,•,pin:d 
,l!'ld ck<;ir(•d r(•o.>nh in ,m i11<1,.:ti V<• s t,,rtJ!. for th· 
n~m.1inckr of rhe ye,lr in which 1!11.- n~cnrd v:,1'., 

dcMt'.d m i~xpirt>d plu:-- :i y(•ars. 

National Sex Offender Registry 
(1999) 

!kcvn!s 1:if s<•>: offondcrs or nther pcrM}11,; 
n•qwr<!J to n:·gi!;ter Hn1.h:r a juri.,;d i,:! ion\ sc,, 
ol·fonde:· rfr,istry prngr,rn1 .ta· t:mH.~iiwd wit hin th1, 

fik• . Rernrd.,; %1y in the l\h_. until tht' rcrnrd re,id:1:\-
1 ht? date-in tht'. Lod.ing Rq~ii.1:rat inn D,11<· hdd 
Norio,pirin~; H•rord~ 1vm,,in io th,) hk in~fdinitdy. 
Tl1(• Nl'lC Syst;;•m rct,,hl~ expired or (k<Ht·d n?rnid, 
in ,in i11JCti<.'i:· i,latus indd1nitdy. 

Supervised Release File { 1999) 
T!w Soperv;~~d Rd<'.<1~e File <'<)tH,iios n?rnnb 

t)i' imlividu,ds who arr• under sp1~d!ic H•q rkt ion~ 
during thdr prnbMion, paroie, s1.1p~n-ised rd(•.i~c. 
pr1.• .. rri.~l ~C1'l'cndng, w· rdt'M;1:•d on t.hdr•Jwll 

rerngni,anct·. Tia· Sy!<.t<.•m ret.:iins n~nird~ iintil 



tht> d,,tt in l1W D<ll(• n( Prob,)hon Expir,,ri,;n Ftdd 
i~ r1:_•.,<:h,~d, Non-expiring ({!C:)rd~ ;•,c-nHHi in; IH· 
System inddinitdy. 

Identity Theft File (2005) 
Tlw !dt'.ntity Thdt Fi!c:'. conr.;in~ H'(\)rd~ of 

vin irns rif idemii'y t lwfr \vi, h d,;_•,;,:ripliv~• and ; i!"h(•r 

inform..:i! iPn ! kH law t'.nfrn<:elnt.·1H p<.Zn;ornwl c,~n 
\JS(' iodet~rmin~· iLrn individu.i! is.~ victim o/' 
identity thef, or if t:hi: individH<!l mighl be using 
,~ 1;1bt· idt.·otil}"- Tlw NC!C Sr~,ern n;-tain~; records 
in thi~ ft!e unt ii tln:· l't:'cnrd n!,Klws tfw d,,i!e iH 
tht D,ati:· <)f Purge (DOP} ridd The maximum 
rtit{mtio n p('rind is 5 y,~,lf<:. 

Gong File (2009) 
Thif; l-i.ie 'N,~t; origin,1Hy p,H't of Uw Vin!ent C-lVig 

.1ml Terrori:,;t Oi·1pni:za1 i<;n { VGTOF) Fill• cr(',1t(•d • 
in 199,,-. Tl!(~ Gang Fik cont,lin-s n~o:rrds Qf viok•nf 
g,rngs and rbdr mem!wrn, Rl~(:ords of g,i.ngl- rt.•nwin 
in dw hie hiddtfti!:dy. R(~C(mb uf gang mem!:K·rn 
.rn.' (·(.•taini~d until th~ nicord r{•,icht-~: thi:.· date in th'. 

DOP Fidd. rks.:·ordli \~"ilh a 110!1!.:'Xpiring DOP <lf(' 

rdaiM:d itiddinit1}iy, 

Known or Appropr1ately 
Suspected Terrorist (KST) File 
(2009) 

This fik w,,s originally p<1rt of die V(;TOF 
1:n!al·(•d in 1995, Th~ FBI'~ 1.1:'n'i>risr Scree:nhig 
C(>JHer crsn i?> dw only 1,~ntily th,lt c,:1n ('ntt~!' 

ri'l::oi'i:I,; inti;, this fik•, wlii..::h is ,w.~llabk tv aH 
,Tlrnhul .iu~tice age·ndes. J<ST f(.'<:on:b cnnf:ain 
infornui.inn on person:.; who h,,vt.:' bN'.r\ (H)min..:Hed 

,ha knowr1 or ~U$p<;!t;led t('!Torisl to thi_, TSC Thi~,~ 
!'Hord.,; remiiin in !he fik indefinitely ur until dw 
lSC st·,,ff n•move!> rlwm, 

Protedive Interest File c2d11) 
The Pro!:ti<.:t:ivt'. fnteH!St Fik t:ontain,, n·cui'd!> 

for indivi·d.u.-ils !·ix wl1<:im an ,Hahoriwd aw~ncy 
/'<.:.'.<l·s;m.-1bly bdil•Ve:1., b;i?-;<.~d on its f;iw ,;•nfhrcernf~n;­

_im'('~;tig,H km, might pose 4 thre,H m rhts J}hysie.:d 
$.1foly of pi-utN:t.~<.~s or dwir irnmedi,m'. fornilie:<>, 
Only tiw l,'nfor(',l'tl1t~nt ,lg_{!n<.'.ies \.\'it:h ,"l prnlerl ive 
mission ,1)'; tipi~:ified w·ithin municip.:d, st,il:e, or 
fa-<kral st,H.utes, r~guhHkins, or other ,:ippn:ipri«tc 
l(•iyil authorit:j' m.~y enter r<.!t::ords intl) this fik'.. 

Th;,• P:·nfl•f!iv<' int1,·n•st hlc cxpdn(1!i upnn 1h1: U.\. 
){'<:rct Sl'rvin: Pnm:('hw hk, which w·<1s ,,f'igina!ly 
n,,,atcd in 1•)8'>. Hi:·.:ord« n:•rn.w) ;n; hii; !d1..· 
inddinitdy. 

NICS Denied Transodion file . 
(2012) 

Th,? Nl('S Deuk·d ·r;·,)n~M:tion Fik C\PTFl 
t<Hitdin:; record;; f'l'.'gardirw ir1divid1 .. 1i~i<: ,Yho .. 
h,;~·ing h·e() det(' lT;)ined ,'l~ !w p-rnhfoit1:.-d pi:- r,;(,;1/i 

<)c,~ord 3f1g to : hi:• Br~uiy il:H)dgun \Jioi{~nf•t;• 

Ptt'Vt'n! ion ;\ct uf :99 ~ { HrMly An J. h,1v(~ lwn, 

rknied ,1,; i'l re:-:-ol t uf .~ N,uion,d ln:,t,mt Crintin,1! 
Backgro1.H'HI Uwd<, Spt(•rn { .~✓ !C'.-i) h,,ckgrn; md 
s:..-h(~Ck~ r~J rr rF infc)nn,1! ~on \o,;: jlJ n( )t. he tn'l~ ~nt,:-t~ned 
on the NOC ~ysrem log~. NDTF n,q,rds ,)r.­

,:n tt.~n~d and (··.:!nct~h.-d tl)~·(stt.g.h <Hl intt.··rf:i,t:- b(•tvr"ct·r: 

NCIC ,\nd NJCS. t,~rnT ri;-cord<, <1r,_a ,1\-.11Libk- in 
NCIC for 180 (fays frnm t!1<c' UMe vf NlCS U\·ni,l!. 
l Ft he !-il·at os nf .~ NlCS den k:d tranf;.)-cti<:,n ii; 

i;i.d:i~eqmmt!y ch,mg~d, such as the 1\~stdi- of,) 
.'>ll('.Ce'\sful ,;pp~.,1- th1.;'i) tlw COtT(c'~P<)od i ng N PTF 
r1::'cnn:] ,will b,: renuw<'d fr<Jm NCIC. 

Violent Person File (2012) 
The Viokn!: P,~rnnn Fik { VPF) con ta ii ;s rcconk 

of individu,!l~ who have be(:n z·otwicH'd of Vi<1-k·nt 
crimes, or h,w,~ m,!d(• rredihl-<' t h:\'.,H s, <1t,di1,1 

lil't\' -enfi:n-cenwni: a.nd individ~i.,f <; wbo h ,Wt' b~·,::, 
c1.mvit.tt·d of cen,,in orhi~r vic,font nlmt'!,. The \-TF 
1N,l!; de.;igncd to akrr !,,w f:nforG:·rnent offln•r\ i h:u 
,1n individu.::i! ~h~v ,tr(• cncGt,owring m,i,· li-:,V<' th· 
p-rt::-pJl~n~ii'y fi)r vh;h.~nc~ .. ,)gai n:;t Ll'.-\·· .. entn;·ct~n1{~n~ , 

Records rem.mi in thi8 fo"' inddinirdy. 

PROPERTY FILES 

Article File (1967) 
The Anick Fil(~ nrnf,1in.,; rernrds ,;f .::ny 

swkn item valut:d at $'-:,00 or mnn:-; r<.'-COrds o/ 
,11! propen y t,1k._:n, t'('gardkss of v.,lhH.', if !:lw 
~lt~gn:.~gat(~ '/ilh.t~~ t,~k(~n in one th~:h e~ct~t~d~: ).nf!fl: 

n'(<)rd.i; of pmpNty !:ab!n, wg,ttdit'.:>S nh,,due, J 
tht ilWi:!s.tigation indicates 1nl<'ri,t,i.e movi'.nwoi 

of dw prop(:rry; mcon:h of prnp(~t'ty t,ikt!n in 
which ! he si::riousoes;-; or i-hi:• cririw indica<i:·s 
th,H the inv-c~tlgating i.lg('!K:Y !:-h<)uld ,:nter ,1 

n~om-:1 for invest igati,'(' puq.>osii,; or n?i:'(}rd<; n!' 



!ni;t i\rbh.: S<ifoty, flon-u:·!.,ind ~.;ec.1rity, or Criri"il 
!nfr,lstrutttm· il<'m~; of identihc,:i!ion. Thi: !\nkk 
File H~.for d:~ rctna1n ~;11.::tive .frJr th<~ b>:tl.~:n<·c oft h,~ 
y~•,H {~r cnt ry plus j yi•;u, with the ('>:C(~ption ;;f 
losl Pubk Sai1~1y, !·h.JmtLu H! Security, o, Cri i l<:;,i 
f1Jt ;}sln1tl,m! ((atq;or y Q ) ir1_-n-;~ of ideJrtifkMicn. 
which ;';l.,)f -1.niw inddinitdy. 

Gun l=ile ( 196 7) 
·rh~.t (~un Filt~ s:·ont <:; r1s n ~<·on:{~ of stoJt--n 

w;i,Jpom,: renw(•n:d (.,b,:.ndo.:wd, ~(:i/td. or kH.!nd) 
w,;:apons: io~t or mbsini~ W<'<)pon!'>; nr '.<>'1~;1p<m::; 
t:h,l! hav(i been lrn1::d in t!w nm;mi~;;Jon of a foiony. 
!<(?f:or<ls of sto:kn, lnst. or iidnny gun:, rcm .. in in 
the fik• imkfoiit~!y. lk{·own?d gun i-t•cor(b n:rn.-iiJ; 
,1~-tivs:- fort lw b.~i;;irKe of i he y,~'<ir of entr y plus:?. 
re~n-sf 

License Plate File (1967) 
Tht' Lk'<'nse Pl<1t;~ Fi.I,! cont,~iqi_; r(•cor<:h of 

½tnk,11 lkenS(! pl,H1::!i. Tb<• Lil:enw Pl,He Fik H•,;q.1d,\; 

n•m«\n ild:iv(i for the bal.:ino~ of th*· y<•.in>i\~ntry 
pl.u% ,1. Ji{!a rs. 

Vehide File (1967) 
Thx· Vdikk Fik c<mt,-1ins fx'.t:Grds of i;.roln1 

Vl'hi;:·-k~ •. ¥eh1d11s w;ed in the conrn,Iss.1()1' nf ,l 
fdony, Of vehkk~. tl1.n ,1 i .:1w i:-nl\m .. ·(•ni~nt agt·rn: r 
~('i1.(!l, b ,1S('d rm .1 led(!raHr•iSSU(!d onot (;)'(kr, 

Rernnh of folony vdiidcs ,ind v~hkk'.s :;,ubjlt'cf: to · 
sdz·ure rcn-1.:i.ln active for 90 day5 frnti'l ttH.: 1fare of 
s:ntry; rt~l'f)!'ds o f swl1m v~·hides n~in.~in an:ive for 
the bal.in(e ,;,f ti-H: y~!M ·o[ e1H ry plus ,i year:;, 

Securities File (1968) 
Tlw S1,•furi1 ir·i, Fik ,:ontainr; rc<::vrd~ (,f 

1Hin1ririe:s; i hat W<!r~ Hol(•n, ~.mhe:rzk-d, u-:ed i;_Jr 
ran:>(}m, or rnunterfoit{'d.. S"'nH·itie, Mk' icfontihcd 
,ls n1tn~ncy <'ind dorunwnt~ or ;:·ertifir;,1U!s th.it 
ilf(.' evi<km::(' of debr or 11wn1~rnhip nf pmp,~n:>' <lr 
d,>rnments; ! h,!t rq:B'(•Si;'ni :n:k,c:-iption rights. 
Ex;irn.pb, (}f ~(!nJrities indt.a:k Federal Rs~~(~rve 

no.ks. ~\','tr~hvm;;~ ren?i!1t'!>, t'ravekr's dwcks. mont~v . ~ ., 
l:in:!t?t-X, .stm:·ks, .~nd bonds, Securiii~~.s Fik rl:'cnrds 
of t~i.nsnm s1~cmifi~is rfina.in ,)ctiv(; indd·initdy, 
f<(~cMd~ ,,)f' stolen tt,1.-,-d<tr\ dwdii, ;ind money 
<.lfdt·rs remain .:t<.'tiv(~ fr,r dw baL:ocP of the ye:1r 
(Jf entry p!w; 2 yt!,m,:; r~:orch: uf all oth;_:r stnkn, 
(!mbez:dt!d, or cm.mt~rfoited .sen1l'itk:. nm1ain 

4 

,~Cl i V(' fr,;- th{.~' b<danct:- of the )"('~H' nf t~n.try rdil:-; { 

Yt'ctl'~. 

Boot File ( 1969) 
Th~ BoM Fik c,:ir1t,)irij; n ,' <..Y•r&; ,')f' ;';tqkn bo,,h 

'fbf~ Hnat Filt~ r-~~'t:ords rcrnah"~ ~)cth--( " f{.,r ~ h ~:- h.1L1.nc{~ 
of t hi~ y<.'M nf tnfry plu~ 4 >'('ar<.. 

Ve hide/ Boot Port File ( 1999) 
·The \/<~hich~/Bo~,t !\irt FH,~ t:<1ntu;u~ rt'(·~>rd~ (;f 

-,wkn (:ompontn! pan~ from a veh:ck or hnat (.lf 
o,\ .. n1:·rshipdonnnenr.::H:ion. T!w \!d;ii::k/!·l·o,it l\ir: 
hk \'{'('()I'd~ f(}m.ai!) ,)('.fi,,<;;, for !lw bd,HH.:e or th~ 
Y"-'<lf o f enrry plu~: ,l ye,'lr,;. 

OTHER FILES 

Interstate identification Index (Ill} 
('l'983) • 

Th1c- l!! i1; not Ml NC!C f-dc lnH is ,Hl ind(•\. 
an:<::;sihk rhrnugh the NCiC Syiaern. lhe !H 
<:onl:a'lns p(~rn(rnd de~c.ripwr inform,H ion t b .;i t ,in 

authnriz(•d ;igency Ciln t;):.'(! w df•rNmine if .~ suhje,:t 
has .-, si-at(• or feder;d rrimin,)! hr.,;!(HY r(•cmd on 
rile. ;\ p:;-.i t i;_,e 1'.t':,poniw fr1>tn the ll! wiil indu<k 
instt~1ctions Dn how t tw ,igt·nc.y ran retriev,? th,: 
(Of r e$ponding hi~;tnry n.?(·ord. 

Originating Agency Identifier 
(ORI) File (1985) 

/\gt~ncit:'~ rnut>t h,;1ve iln ()RI in ordeT" lo ii('~~:-?'~~~ 

th!' Nt"·ir· sv~'-"')l ··1·;)" ,~){,,-'i r:-,:(, /VJYl' 'l. "" {'•'"'l ""' ' . • , . , ... c :. ,~i~. , ... ,: . .. , r < . .. , . .a., ,~ < -l>::c ... , .,J~ ~., .... .. 

ir,form,itioi) (:rnch as .:1n ,,gt•rn;-y\ iiddr(;s:, ,rn(l • 
tdqihqm~ nwnber} o f'agf'11cie$ rhi.lt h.::ve Ml om 
l?<!rnnl<. r(•main in this f,k 1r1ddirii1dy. 

Image File {l 999} 
lm,iw·i. <:an LH:: i.!ssodated with NCJC n?<.:nrd;; .t<"> 

.~s$ist ,,geocks i.n i<knti fying 1wc.1ple <1r1d propnty 
lti:<nis. In ,iddi!'lon ro idt!mifying images, t!w 
fi k cont.ams g~n.erk imagi~s th,ir CM) h,.:- us,·d· a~: 
reforenn::}; for p,1rti(:i.d,1r ;mik<~~ and medt•is of 
whicie,:; and bt><1ts. !f dwre is ,rn identifying imai!,e 
i,~socia1:1~d \.vith ;i r1xord in this 1-ile, dw imaw., 
n~r1Hillli in th(? frk until th"' mcord is ;~;mi:.:ekd 

nr (':-.pirf/S. Genei·k im<1t~t'!s f<•nMit, in l:!w fik 
lndefin it1dy. 



RETRI EVABI UTY 

l\.-1;_indJt:)ry d.e~cripiorn for NCC inquiries ,m, 
ii~l"i.'d below: 

Wonted Person f i!e 
A. \,\i',Hth?d Pt•rson File inquir}' will ,1bo se,H·ch 

the Fnn,·ign Fug.iliv1:.·, Gang, !dcntiiy Thd\,. 
!n1tni.gr~tkm Viol,~tor. KST. Misslt.g 1\•p ;un, 
N,,tion,1! Sf.'Xtt.il OH(•.ndt>r· Registry. Prot('et :on 

t)rdet'., Supt:rviscd Rdease. Prnt<.:.~t:ti\.'~'. lrH(•n~st, 

,rnd th(• Vfokni- h :rson fiks, tnqti irii;-!t t:<Hllaining 
vlc.'hi.de kkntiliers will ;.1bo sc,m:h the UG:nsi: Ft,He, 
Vehi::le/Hoiit P,,rt,Mid Vd11de Files. l nqu!rics !h.~, 
t:Ont,'.lin .a t-...1iscd1a1wow; Nurnbi~·!, Soehl! S(:i.;·urity 
m.unher, or Opern!:or\; Lken:,{· t'•J'umb(:r wi!! ,)bo 
!Seard, the An id~ Fik· . .-<\ Want<~d Pt.·r•;nn Fil:, 
inq.t1iry 1t1u~t iDd1.11:k: 

♦ Name (NAM} and one or mon~ of t h1' 
following id1,•ni-ifa~rs; [ht(' of Birth (D()B), 
()p1.:•rawr's Li('ens.e Ntmibcr (OLN.L Sod,1i 
S.t•tt;rity Number {SOC), FB! Number (Fili ), 
MlS<'\>':!l,ui~rms Nt1ml:wr (tvlNU), Vi:hkk< 
ldentifica.tkm Numtwr (V!N}. and Lkw;se 
P!,lt(! N1..1mi:11,,r (U(). Thi~ U<.:,~nil(•State 

· {US), &ex {.SEX). and Raff (RAC) Fif•kl<. are 
m:it rtquir1;,•d, bur <.lg~nries shook! i1~du::k• 
infon:n,ation in thosl~ hdd:. to limit !'hie' s.:ope 
of 'tiw se,.lf{:h, 

♦ UC, VIN, 1w brith, 
♦ N,mw (NAiv!) .1nd Origin,)ting AgE-rn:y c.~~;1:• 

N~1mhl•r {OCA) only. 

Missing Person file 
,.-\-geode~ irn.1:.t u~t! ,; yV,mted Person Fik 

inquiry to SE~;\rd, the t'vlisslng Person Fi!f• with 
.n.,,mHi ;Wd unique identifiers. Ag(m<.:ics mus!: use .:1 
fvl i$ing f\inwn Fih• ini.:p.tiry t.n s~·arch m:niunique 
identifiers, T!w Missing Person Flit~ inquiry im;st 

indw.:k: Approximat(' Ag(' (AGE), Sex (SEX}. lbce 
{ lV\C), Height {HG"f)_. \-Vdght {\VG!), Eye Cnlor 
(EYE}, ,ind H:1ir Color {HAI). 

Unidentified Person File 
♦ i\11 U~iidi:-ni-ified Person Fik fsvdy P<1rt St.,t'u:; 

( HPS) inqHil'y must indtid(•: th~ BPS Fidd. 
,·· (S'-''X' l' 'R' ~ ") ! ~ • jH," :>ex ,,, 1.~1 .!, ,,ice { ;,,. , ~m~ hr<ia {A ,1.·.J an· 
.nut rn.quir~d. bot ,1g1! 11ci,.is ,;hcmk! indude 
inform~1tion in rhi•:-.(• fields to !irnit the .-,o:ipi;• 

of lhi;- s,:,arc-h. 

♦ ;\n Unilknti fiNI Person hk H()n;miqrn• 
inquiry rm,sl: indude.: Appiqxirndt.{' AW' 
J(;E), S (•x (SEX), ftux.• f!~AC) , fy,i Cnlo1· 
( EVEi. l l,tir Colin (HA;}. Height (l lCT!. and 
IN<•ight (\VGT}. 

Foreign Fugitive File 
/ \gcocie~ rfi;_t!>t \..J~t~ a \tv·anted Pt}f.son Fi fi~ 

inquiry,\> s<.·arch fhc~ Ft)reign f\1gitiv(' Fdt.·. 

lmmigt·otim1 Violator File 
/>1..g(?ncies rr)u~;f us<.~ ;1 \,·V<tfH{~d Pt\rStJn FHt> 

inquiry to xeawh t iK !rnmigr.:tl:ioo Vinl.:!!or Fik 

Protection Order Fifo 
/\gi>ncies r'n,))· u~1~ ,1 \·V,rnkd Per;,<)!1 Fik i11ql1ir:­

to se,ud1 ilw ProH•clinn Clrd(ir fiit,. lnfonn.,tiun 
in the N,rnie, Date of Birth, ,rnd $1;.H:i,il Secw 1i.y 
Nurnbt~f Fidds \\' iii .. ~l;:;o s~•,H'(h the Proti.'.i::tt•d 

Person N,mw. Prs:.>tt't:Hld P~rnnn DMe of Binh. 
,:tr!d !he Prol:!i'<:t<Nl P<•r.,;on Srn.:ia.l S(•curity Noi'nht:r 
Fidds. Tn hmfr d;(, :,e,m:h to !'ht Prot·e<.:ti<.l.n 
01·der hl<: l.:'td iYi'.', (•:,.,pirt:d. ,.nd ;,:h:•,:irt~d r<;.·Gm.1:-.), 
agendj~~ mw,l cundw:t ,1 P'rnW<'t ion {.\·der hlP 
(QPO) inquiry using t!w Sil!lk d1~~cripwrs ,l!i in ,i 
\·V,rni<d Perl;nn File inquiry, e:•tn ~pt ;i QPO ,an iw 
ni,idt' ni,ing: N,mw (N,\M) and PmH·cti:)n Ordt·r 
Nutrib(•r {PN()) nnly 

Ncdionul Sex Offondet Registry (NSOR} 
Agtiw:;ie!> m,1y us{?,, V,/ant(;d P('n.nn Hie 

inquiry tG ~e«n::b thi NSOR. To !imii ! ht.· se.:i.rd, 
to rh,~ Nation,,! SeJ< OHcnckr Registry·, ~tgern:ie; 
triust rnndi.;ct ,l sey; 1>ffi:\mkr inquiry {QXS} u5;ing 
the sMiw de;;:cripi:m:?> ,1;; in a \.-Van!i.?il Person Vil!-: 
inqHi ry, e1<(ep1: a QXS <:an 1:w made ~i sing; Zip Cod<' 
fllP) only, 

Supervised Release File 
Agnides ()']U ~t" US(' it vVantf-d Pi~n;(,n hk 

inq11iry t<., se,~rch th.' Siipervlsed Rdi:·<1<-(i f- ,k .. 

identity Theft FHe 
Ag{~!K!('S may ww a \V,rnl:~·d P ;;-rso11 Fik- inquiry 

I() !ili'<lrdl dw kknhry Thefr Flit.•. ··10 !irnl.L 1hc 

i:i'.,,tr('h to t!w kh:ntir~, Th~•ft File, ag~ncies nw:;r 
,:;(rndct<.T an !di;-ntity Thdt File in91iry (Q!D) using 
the s,irni' descrip!"ors .-as in ,l \V;mtt:·d Pffson Fik. 
inquiry. 



Gang File 
;\g~·nt:i(>s r11w;f t1:w th(· following t<') \('Mch t !w 

(J,;ng Fili.-: 
♦ Croup Rdnem:e (apahilit·y 

Group Nanw ((;NC). Subgmup N,rnw (SCP;. 
mbuih. 

♦ Group ~kmfwr C,p.tbility 
Ag(!lll:ks nrny us<; a \.Vanttid Pcr:-.on rik­
inquiry. · l'i.) limit th• se,\r{·h l{) dw ( ;,mg ,rnd 
KST Fi!i~_:;., .1gend,~s nrnst <-onduct .;1 (;roup 
Mernb1tr i11q\1try (Q(;M) ushig d H> :-;,irm~ 

dt•si:Tlp:Or:, as in ,l W,intcd Persnn Fik inq1my. 

Known or Appropriat-efy Suspedecl 
Terrorist {KST) File 

Ag<!nd(!S may u5e a ·wa.ntcd Person Fili:· inquiry 
w s,Mrd) f·)H:- !<ST 1"-'ile /\g(!n<·k:; m,siy d~n ,:ondot:t 
,) l_}t.iM ioqoi,y \ISing tht' s.itn(! d E:sr.-ript,) r~ a:-; a 
Wmited Pi::rson Fik- inquil'y. • 

Protective Interest File 
i\ .gt·ndc~-mllst titK· .1 \.-V,1ntcd f'(~:-son flk 

ioq\11ry w se<1n:h the Pn)tc<·tivc lnH•r(·i,t· Fik. 

NICS Denied Tt·c:mscs<fioo File 
AgendE..'s rm.1st ust•1lw Nl(S l)t•ri.i~-d <)lwty tn 

~\·:1r(h the NKS ON!•tJd TrM,~,1nion File . 

Vio1ent Person File 
Aizendcs niust t1se a \.-V,1nt1;.•d Person File 

inquiry U> Sf•,wd1 t l1{• V\olent P{!J'son Fik. 

Arlide File 
Ag{•-ndli•s mtjSI ~!S{' t lw follm-,:ing 'w . ..-e,nd1 l'lw 

:\rfo.l~ File: SNid Number {SER). whkh wili.1bo 
~(.\ltc:h tlH~ Chv·n1.·r Applied Numht r Fidd, nnd Type 
(TYP). 

Gun fife 
,-\gi~1Ki<•.-, mus, usi:' rhe fo!luwing m s<•~1ffh th{' 

i :1111 File: Serial Numb('r (SEH}. 

license Plate File 
f\gendes nwsr us~ the fol!ow,ng to srarch th(' 

Li1.<'n !i1~ Pbt.~ Fih'.: Lict•ns~· P)at1:.• Numh,,·r ( UC). 
Ucen<;t! St.He {LIS) is not n•quired. hut agende~ 
should indttdi:- info:rmarion in tlw US Fic:-!d w limit 
tl-11;• !:<copt of i-lw se;)rdi, 

Vehicle Fi!e-
Agt'nck •s nw~t t Vit' dv .. • fol l~)wi.ng 10 :-;c,m:h 

th(: Vd!;de hi{•: Lken~t• r'l.11e Nu1ntwr {LIU. 
Vt•hidE> lden1iiK,1ti<:m Number (VIN}. which ,~ill 
,1!,o si~-1rch !hi> Owiwr i\ppli<·d Nuir11.l~·r Fidd, 
or bni-h. Lic~tH;e:- Sr.1tt· (LIS} is not req~Hrtid. b11t 
,lgE,rKk·s shmild inch1<.k inforrn.;tion in the US 
Fidd to limi t thf: ~rnpe nf th<' ~<•,m :h. 

Securities Hie 
;\gen<:k:!, mw,t ti St' rtw following tq st•,;rd: I he 

s(~("U!'it :es Fik: 
♦ '!\pit (TYP), Lknoimnatio.1 (DEN_;, ,ntd S~·ri,:; 

N,Hnber (SERL 
♦ O\.,,·n,~r (CWN}. Social s,~curiry Nwnb<·r 

iSOC), <H borh. 'T\ipt~ iTYP) i~ rH}t f'NJliin.•d , 
but ,lg('nCh.'i; shmlid im::h1dt• inh,rmatinn 111 
th1~ TYP Fidd ro Ii roit the s-cop,~ vi £ iw ikilH'h. 

aootfile 
Ag<•ncies mw,t use the fo!iow1ng t'() sc-~trdl dw 

Ho,H File; R.(~gisrrn t km Nuin b<:r ( REG}. whKh will 
Jlso s~•,ir<·h the CO,l!->t Cua-:-<.! D!":cum1.:nt Numiwr 
Fidd: Bo-:if Ht!!! N1.11nb• .. ·r ( BH N).. whkh will ,,bo 
~(•arch tbi,· ChflWI' Appli~!d Nunibt!r Field: or !Hith. 

Vehide/Soaf Part File 
i\gi:-ncies must USt' dw followi ng tc .;.~.)rch 

llw Vehide/Bo,H P"n FHe: Vchkh.' !dentihc,,1iw, 
Numlwr (VIN). which will se.ll'th tht.:· S<!ria! 
Num!wr and O,"'m1~r Appli1'.d N1onbcr Fiei1k 

Originating Agenty Identifier {ORI} file 
Ag<.:11<:ies nwi;t u~(' llw fr;llnwing rn ~(•;1rch tlw 

(;Ri File· ORI. 

Image File 
/\gt•nd('S must use the following tn s~;1n:h t lw 

lm,1gi:-Fil{.>: 
♦ NCI( Number (NlC) w retrieve: ~1II irnai;pi; 

,1ssnc:<1t(:d with a part i<..-td,,, r record. 
♦ im;\i,:1~ NumbN {!MN' ) t n n,.-tri(' V{' ,l !<p,icJk•d 

in],1nt•. 

♦ Vehide Make {V!'vlA;. \,\•hide ~fodd !VM( ll. 
Vd11de Si y-k· (VST) , -1nd Vehkk Ye.,r {VYR) :·o 
rettit•w ,1 generic vchidt• im,1ge. 

♦ Bo~)t' Make {lHvtA). lfoat '!\•~·w (BTY). ,md B1.,,,1 
Length (BL!:.) to rt•1-rievti .1 gener ic bo,u im<1µ.e. 

······••· • ···············"'''········································· ··········•·························································•······•············· .... ···••·· ···~ ................. -.-.-.-.~ 
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------··-·-···---······-----
How PhoneMail Helps You 

The PhoneMail system helps you heGm1se it: 

• Answers your telephone &lltomaticaily and pluys yon.r perst.)nal greeting. 
Accepts ;3:1u:h;mre~ voice mesimges in your 1-'hone:Jv1ai1 m~ilbox. 

• .Lets you play hac.k ycru:r message.~ at yi)-u:r conveniem:e. 
• Lets you semi a!ld :receive message-~~ anytimo, fro:m anywhere. 

Notifie-s you ofnew me&~age~ furottgh page.TH .an<l teleph.o~es. 

Your Telephone Keypad 
(- ----- ., 
f RECORD SKIP LIS"T'F..N \,,, 

l w·- (¥) foy) i 1 WW · 1 
• 1_1 I MVE C4J ll] ( ~~} DElElF. i 

i,! --~··-· ~E ~mu r~s:;;-l PY!:;) r.-c·,·-.,·A~l"' i:_ :,;,; v~><5. ! 7 lJl}' -''"''~ , ,:., ! 

l ww~ I 
\__ ____ s_r_o_P _ _ KELP _E_·-~_.r_E_ .... _. __ . __ ., . ./. 

Contents 
'in.is quick reforen.Ge gt1i<le tells Yi)ll.: 

• How to acce.~s PhorniMail, get he~>, and leave Pliom~Mail. 
• Jfow r.o t1~e Phon.eMail•~ :most popular foatmes. 
• How to use l'honeMail ·s telecomtminicatioi-is device for the dc,if (TDD) 

features. 
• How to ur.e the PhoncMail decision iree, 
• Where to write you;- access numbe-rs and personai distribution lists. 

FelH'll Ar)' l 9Yti 
llevisfoi, l Oet,>btt· 19% 
.lob No. ~iil9 
.!''1<11>:'>Mtil ii, ~ ~\$ll!red tmrl=!'k, ~r;d l'ho1tcl'.!.ul SI' ii & t."ICClfJ$.llc or ::lie= 11~:sfoe.,s C1,1:lmuJ>ieJ1tk,n S}'Slotll$ 
JI>~. 
S:emen~ ,s • rogl:Atrl:<! ~clcm~n: ,;f Sfameu~ AG. 
Copyright S'iem-e:us Uus;.ne~s Co:nim.r~kz.i~ Sy1:t"tl}....""U ln:.. HJi;S. AH rlz_ht:: :-e.c;er~d. 



Accessing Your Mailbo.x 

])irect ;<focess 

L Di,\l the Phonel:vfa_il direct. acc'!ss .number. 

2, Press@ rl' calling from your own ~tension,. or 

• if calling from another c-.xteruion, dfoi you:r exiettsitm n1tmber ( or your nam~i 
• if peimitted), theii.pi:ess GiJ • • •••• 

3. Diai your password, then press@). 

Callback Access (Availabie in Phone Mail Re.l. 6.0 or later} 

1. From your t:xtern,icm, pn~ss the callback buttan on your R.OLMphmie 
tekph.one (or your telephone's eqnivalent repeat dial or 1,peed dial button.), 

2. Di.al ymir passw{Jrd, then press@ 

The first time you access fae PhoneMail system, chan.ge yonr pa.-sswor<l. (Refer to 
"Cru::n.ging P}loneMail Messages" on pitge S.) 

• Your PhoneMail Access Numbers 

Your system udmruistrator.Pn>\'ides·access n.umbets. Write yo1..1n here: 

Diroc.t access number 
GlJest acc;ess 1mmher 

TDD ac:cess n11mher ................. ________ _ 
Forw,i.rdcd or transfer m~cess nurob{ir ·-···---.... ·-···---·-............ .. . 

Getting Help 

J>ra;;s @ tc, get help in. using the Phoni..Maii sy~tcm. 

Leaving PhoneMail 
When. i1on finish u.i;i11g the PhoncMail system, ym1 C3:o: 

Hang up, u, prnss (B G:J® in disdrnnect from !he Phone1fail system. 

- 3 -



Listening to Your Messages. 
l. Access yon.t t'honeM:ail mailbox .. 

2. Press® to listen. 

While you r.rre li.'tte:ning to messages, use the following control :fearures, Key ·words 
are in boJd. 
,-.-------··•······-····--·-·-···---··----·· ·········--·-··--··--------------, 

• i While you Ustcu to your mess~ges . ., Press 
•~ ••• •• • •• • • .. •...-•• • • ~ .: . •,. • . • • . • • • ,. • • • . • • • .' • •--•-•--••--n_..._.. . . ....... .,. ............ •u-•• • ................... ••• n•••-- · --•-••--•• • 

i Spe'.~d TJecrea..te.:.~peP-d ?f mes~:.:~~-- (I) 
l1tcrersse speed ofm<'~,sage. (~ 

n,•v• v-•ou •••••••uu . , .. _, .. . .... ._ _ _..,.,...,.n ........ . - ......... -•••-••h••-n--• u .... ..... ........... ._ ..... ........ . ,. .. • .. .. .,. ~~ --••~•--•·• ••• •·.._.._ 

Vnium~ . .Decrea.<;e v.:ilunie c,f m¢Ssages wd promp,s. l]J 
lnc:rease: w>lume of m~s:ag,'lS imd prompts. . (j) • \ 

···ii;;_;j~;,--··-··---·----§j;fp;~~--;;;;,_-,;ead,~r, pia;y me.-.sage. · GD 7 
• GJ(~ • Sk111 to prei>it>us header, 

-----------··----·--(;fi ···--···· 
, .. :..J 

• • • •n••••••• ••• •••• • •--• 

Skip to nextlu,-.skr. 



Recording Messages 

L Access your nm:ilhcx, 

2. Press (i) to recard. 

.A.J; yoti record m~sHge-,<;, a~e tlw folkiwing Gontrol features: k~y words a..,e in bold: 
,-.---------····-·-................. -.................. ________________ _ 
1 \Vhileyou record your me.~sage~.,, l're~ 
•--~--- -•-~•-•~ • • -------------•--~• -- ·~••u•~•••••---• ••~•u•u•-~-.-•-~• .. • ••••h ......... O..; 

i Skip Skip in:.-truciions ,~n il<J\\." to r:~.,(.,'rli. $◊ you c:m bcgil! CD ! 
l Im,tn:ictioii re-1.00:ro.ing you.r r:tl<'-SS11,go. 

Recording 

.Addressing 

Special 
Dc!iv~1y 

Stopping and 

Pausing 

Matkprii>a.te. 

Mark urgent. 

Stop recording. start over (rc---re.cord message). • ;..,...---------~ ....................... -... .. 
Stop re::.ording, c<mcel dels.ver-_v of mr,~age. 

Qwit 

l!,l 

m 
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Recording Messages {continued} 
Use these conl:rni foam.res when you call some<m~ :md. PhoncMail wiswc!:s. 

Record.mg messages when PbottcMail answers your calt .. • 

Rer.ording 
MesS\1g~, 

........ ___ ·····••··•····--------

Wait f<>t the rei::urd tone after t.he grnetbg, tben, 

Changing PhoneMail Messages 
1. Access yom mailoo>:.. then use the applicable ke~-~ he{oyv: 

,.................. · · ···•• ·••·· ... ····----
l ... !.o cb:rnge yOlir n~.~.~.'..~~~iug!, prompt ~~~el or ~~.~~~:~.~~::.: ____ •_P:_~:~.·---
1 Personal Recard or change your petso~1a1 greeting. 
! Gre~f.ings 
t······--·····--------
1 While recording i.he greeting, siop and Nplay it ·®®® 
i-----··········-··········- ········---···············-----···-·-···-··---··· 
• '\¥bile reco~iing tile gro..,--ting, delete i-.:i.d Y<!l'e.t.<iril it. @ ® (D 

i -N,m, _ =~~::;;~~=•-~-• ~~CD J 
i ·······--·········:~~i!.~~ ycu arefmisli~.~.~~otding ?~': .. 1:.a._w_._e_. ___ @@ I I--- ............ r,, ,,_········1 
1 l'rornpts . Chang:::. fo Pbbreviaied prompt.,;. ® t1} ~I} ! 

CiHDCD 

________ C_b_an--;~·~~-~;,;;;·a--r-p-ro_tr._.-p-!s. ®@) (D ! 
• Pnss_w_o-rd ___ C_'h_u_ng-•e-· your pM,w._·o_r_d. _______ -----@-9--@g. 

Enter th:: n~w pa..~~"l',,--ord followed by: ® 
.. --................ . ............. ____ ......... ·-·---........... ___ _ 



Using Distribution Lists 
To set up a personal distributlori l:i.st 

L A<'.cess y<Hl, mni.1bo;,;, then: 
~ •••••••••• ···········--·····-·····-··-···························-·-·-·--------------, 

To change your perimnal <listribufiou IM·s... Pr¢:ss 

P•~sona.i 
Distributkn 
list.<; 

Create a person.a\ distribution list. The lYhoneMail 
sys.tern assigns adimno1.."tion !ist .iur.iber {write rhis 
nu.>1~ber in List {t: -tlXU.-~:~ belc.'A-,•), 

EntGr addrt'>SS t>.xt.m.sfon .. r, each follow:::d by: 

I~nter a.dili:oss nasnt'!"S'~ disI h:..:;t name, the!t.fi:st na1:r~e 

~ ..... ·_-·_··_···_···_···_··_··-_··_··_···_···_··:_:_;:_::_~~-:_~u_~_:_:_:~_··:_ •• _:-7_u_·i.~_~:_···_···_··_···_···_···_··_···_··-_. ··_··_--_·_··_·-_··· __ .. . ~-·-····-··...J 

('Write the name'.S and ext~?nsions of your distrib1,tion list below.) 

··1---•···········-•···············- ; 

List# List#. ··- ·-······· 

Name Extension Name Extension . Name 

. 9 .. 



Other Options and Features . 
Transferring Out 
~------·········-·-····-· .. -· ................................... _____ ···---··········--------~ 

Tu triuisfor out from liome sfa.te ... Press 

Tnmsfoning 
Ont 

TrMsfu- out of the Phm,dvfaii syw:.m. CD® 

Tmnsfrx to fue/ax sm-·er. • CV@ 
--------··················-------------------1 

1'rimsjer (if you b.ave cailcd somwne aud the . @) 
Phmid\foil system ;msw~). 

l ... -~---·--------------

Using a.TDD 

To use a TllD: 
···············••······----

Settingcp 
theTDD 

Dial the TIU> act:t'.SS munber. 

-----·-······················-····-·-·-··· .. ································-·· 
If caning from ar:oth~r e>:tension, did your e:xt.msic,,s. @ 
mnnheT ( or nw,u} follo~ved by: 
--------•• • •••••••••••-----•n•n••---------~u•H-•~••..,• •u .• 

Dial you:: p11snwmt, followed by: @) ! ____ ........... ··--·········· .. ····. ···--···----····················· .... ·.·-···-······· .. ····· ........... .... ..... - ......... . 

CD 

I 

Sending a. 
me&sag,::: 
through 
TDD. 

Access your ms:ilbox{i;s above), followed by: 

Atl:er GA appears, i1se yo-i,, TDD tt, r;9mpm,,~ yaur 
mt~sttge, fulki\Ved by: • 

\ • . Address the messag.~. (R~fo;: to "Addte$l-lhl-g" \\t:der i 
L ...................... "Recording Me-ss&ges." on pagt:, 5.J -····•······•··· ··········-.. -· ....................... __ ..J 
. ,, 

• ! tl •• 



Other Options and Features (continued) · 

Using the Enhanced Multlltnguai Feature 

Tbe optional enhanced multilingual system per.mil'> oallei:$ to sekct on~ oftwo 
12.ngnagcs and TDD. • • 

1. Press@or@at any time to invoke theprnropt: 

"For inst ... '1lction i11 <language>, µrcsr. <number>." 

Usl_ng the Voice-Activated Call Routing Feature 

The voice-.activaied <:all muting fea11,re is an option.al speech recognition foi,.ture, 
There a,re no-cl:mnges to prompts or the decision trne, 

Using the Decision Tree 

Exam.inc the decision lree on p2.ge 6 to 1x'.m:me farr.ilinr with the PhcmcMail. 
system's option paths. W11en in doubt, follow the PhoM1\.faU p.n.1:npts. , 

•· Ji -
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SlEMENS 

Quick Reference Guide 

Optiset E Advance1 Advance Plus 
• for Hie.om 300 E GS 



Welc'ome to Your Optiset E 
Standard; Advance, Advance Plus,­

•• or Advance Conference Telephone· 
. . 

The Optiset® E St1.nd.ar~ .Advance, Advant~e Plus, and. 
Advance Conference digital telephones work with ym1r . 
company's Siemem® Hicorn® 300 E Cornmunications Server 
to g,ive you advanced~ easi-to-use telephone featnres. The • 
cor.nmunications server is your facility\; internal 
telecomm1.mications svstem. . . , 

1) 

... . . .. .. . .. : ·--..,..,. -·--1· 
:::: :; : t!'!l ;.. .• -----

2) -·-
.... . C • ♦ "' 

..... ,. ,i .. ,. 

3) ~----UIIU 
• • •• B1111 . 

-1r- ~•'fl----=·=J-.c..-· ----- 8) 
)j ~]~ ~ -- 5b) 

5a_~~=:::::::r---===::::'.=¥.,§_~~=-~---- 9} 

Figure 1. Optiset E. Standard, .Advance, Advance Plus, and 
Advance Conference Telephones 

1) Handset • 
2) Spe-aker {ringing tone.toix--n iisteuin.g) 
3) Keys fot- te1eph.:mc ~tti.ligs . 
4) Key pad 

Sa) M1ero11hone for hllndsfree talklng 
(fur Optiset E Stll,."tdat<l, Advance, im..-i . 
. Advanc:e Ph:u;) 

Sb) Mic:rop.hone fot han.dsfre4:l talkix.ig 
(for Optiset E A<lvimce Coii.fo~.et1ci) 

6) Display \>t'ifa 2 lines, 24 characte.rs each • 
7) Fe.atnn: keys with s~rus lights 
8) Gu.idanc:e key "Select" (con.firms :fi...'!lctio!l.) 
9) • Guidan,:e keys "Scron Forward" and 

"Scro.H Back"' for browsing. 
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Status Lights 
The red status light;; 11ext to the Line kevs te:11 vou what is ..... . .,. ,,, . 

happening on those lines. A tine key statu.s light may tum on 
steadily, bl.ink>o.r t1.ash afdifferent rat.es to signal the status of 
that line. 

Table 1, Line Key Status Light Fla.sh Rates 

Flash Rate L.inc Status 

Off /wailable 

On steady In use 

Bliriking Ringing 

Flashing (faster) On hold. 

Flickering (fasteE-1) :Forwanled 

The OptiGuide Display 
• The OptiGuideTM display pmvides information to help y011 use 

yo-r1.r pho.n.e. The top line} generally in all capital letters, shows 
the time and' d2.te and cal.1-related in.fo.rrr.mtion Bke the extension 
Galling you, 

The secon:d line, in initial capital letters, in die-at.es so·me of the 
:features available to your phone i.n Its ~:Tnxeut state and provides 

• prompts on how to use tbem. For example, when you a.re on .a 
call, the prompt Start trar,sfer? appears, to kt you transfer the 
call if you want '\vhe11 the > symbol appears at the right of the 
display, morn features are available for your phone's curret?-t 
state, ·:n1e second 1.ine·a.1so presents call-related information. 
Y o'u can configure·yourphoue to.di.splay this line a:q.toma.tically 
or manually. (See Configure display? on page 16.) 

You can also use the OptiGuide d1$play to show features yon 
have activated, scroll tlmmgh messages sentto your phone, a..ud 
change the audio ·settings on your phone. 

Guidance Keys ( ✓ ) (~ :J C►---··1 

The three l.a.rgekeys at the bottom of the phone are used to scroll _ 
tbtough prom_pts and se1ect features. 

• The. ( ► ) key (Scroll Forward) is used to scroll to the 
next option. 



• The a_-·J key (Scroll Back) is used to scroll to the 
previous option. 

• The E) key (Select) is used to-select or start the 
displayed feature or function. 

A.fter you have selected a feature, new prompts appear which 
help you complete the feature's operation. 

~Main 1\1enu 

To go to the. main menu, press the Menu key. lf your phone is 
idle: you can also press ( ~ or fE:·-J . (This manual 
a.sst1mes that a Menn.key has been setup for the user's phoue irt 
the communications_ server. 

Then use ( ► ) or G::J to scroll to any of the following 
prompts, which vary in son1e cases, depending on whether y9ur 
phone is idle or active (when yo1.1 haye a dia1 tone or are on a 
call): 

" Speed dial features? 

• A1orejeatures? 

• View a.c#vefeatures? 

• Program/Service? (only available from the idle state) 

• Audio settings? ( o.rily av.ailabJe from the idle state) 

• Exit? 
. . 

Speed dia1 features? provides acc-..ess to the fo11owing feature.s: 

• Last number -redial? - to redia.1 the last nuniber you dialed. • 

• Station speed•di,1l? - to set up single digit codes to dial fre­
quently nsed dialing-sequences. 

• Saved number redial? - to 1edial a number you. have saved. 

• • l:>ystem speed dial? - to use oodes set up at your communic-a­
tions server to dial frequently used dialing seque11ces. Yori 
may have two system speed dial lists. -

• Previous Menu? - to return. to the Main Menu. • 

More. features? provides access to.prompts not available. for 
activati.on through other prompts. If your phone is idle, the 
following pn?mpts appear: 

• Callfor.varding? - to forward calls to an.other extension. or 
outside number. 

• Do 110t disturb?~ to block inccJm111g calls. 

• l•reviou.s Menu - to .re tum to the Main Menu. 

If your phone is active, a d.itforent set of pmmpts appears: 

13 



•❖ .. -:~~\t:::. 

fl4~F 

• .EntrJr account code? - to enter a codt~ to charge a:n external 
call to an account 

• Tune and date? - to display the time and date, when your 
phone is active. 

• Open listen/speaker? - to use yom· handset and let s0111e~11,1e 

nea:rov listen to the conversation over the snea .. \:er at the 
- A • 

same time ( on a phone with a speakerphone ). 

• Private hold? - to place a call in a temporary waitittg posi­
tion from whkh it can be retrieved o.n.1y from your phone. 

• Line in-use? - to determine whfoh e:..\."tension line you are 
currently using . . 

. . 
• A.fark bad line? - to·report a had connection \i,,ith an external 

can, so that it is.logged at the con11rn.micati-ons server. • 

• Previous Menu? - to rcrJrn to the Main 1Y1entL 

View acdve features';' lets wm view the features von have 
✓ -

activated on y6u-r phone and lets you deactivate th.em. From it, 
you can scroll through subme-:)11S that show the state of the 
following featu.r_es: 

• FWD-ALL-BOTH? -fr1 fonvard both internal and external 
calls under all conditions . 

.. Do Not Disturb? •· to block iJ.1corn.ing calls, 

.. Hunt Grc.mp.? - to show whether you are actively part of a 
hunt group that automatically move.~ a call to the first • 
,rvailable membl~r extensio11. 

• Speaker Call Rejection? - to blo?k incoming speaker calls. 

• Call 'Waiting Tenninate? - to immediately alert you with. a. 
tone when a caller is tryin.g tn rtach you with Busy Standby 
·Queuing.' 

• CalJhack? - to show whether you have a callback request 
p.en<l:ing to help you reach another extensiuu. 

Probrranl.!Service'? This is only available from the idle state an.d 
can be reached by pressing tl:te Program key. The Program/ 
Service menu _gives you access to the follo\Vi.ng s-ubme.nus: 

• Change destinations? - to create or change destinations fur 
the foll.owing features: 

14 

- Ca1l :Fo.rw~.rdmg? - to forward calls to another extension 
or outside nun1ber, • 

-- Repdia1s? - to set up keys for one-i.ouch dia1ii1g. 



- Station Speed Dial? - to assign .frequently used dialing 
sequences to codes for easy dialing. 

•··· S:aved Number Redia17 - to redial a n:umbcr you have 
saved. 

- · D.i;red: Station Select (DSS)? - to .monitor and 
automatically dial or answer a.11 extension. 

• Featu:re settings? - to display and·activat.c or deactivate the 
follavving fo.atures: 

•··· Call Forwardtng? - to forward calls to another extension 
or outside number. 

•··· Do Not Di_sturb?.- to block ·incoming calls. 

- St.op Hunt? - to Uf;e the No-Bunt featme to remove your 
phone fro.m a Hunt group. A Hunt group is a gro-up of 
pho_nes that move an incoming call from one member's 
phone to anotb.e.r until it is an..qwered or the caller hangs 
up. 

- Speaker Call Rejection.? - io block incoming six~ak.er 
cans. 

- Call WaitingTemu.na.te?- to immedia.te.lyalertyou ~'ith 
a tone when a ~1Ucr is trying to reach you. with Busy 
Standby Que11ing. 

•·- View Callbacks Sent? - to show whether you have sent 
a callbac.k request to help you re.ach another extension. 

• I11ailbox? - to scmll through the :Phonervfail and rem.inder . 
messages t~at have been left on your.pho.o.e and view the 
author, 4ate, and time of the messa.ge. (You can also press 
the :tviailbox key, if one appears 011 your phone, to reach. the 
.Mai!box?-prompt.) It takes you to the following Slmmcnus: 

- A.11 messages? 

···· PhoneMail messages? 

- Remi.ndermessage~? 

., Viei .. feature keys? - to display the feature keys configured 
.011 your phone. l t prompts you to press tlle key whose fu.nc­
tfon you v,,ish to display, 

.. Audio setf:in.gs? - to adjust the following audio settings for 
your phone: 

15 



Ring volume? - to chaI1ge the rin.g volume. 

- Ring tone? - to change the nn.g tone. 

- Alert tone volume? - ~o_ch,mge the volume off.he alert 
tone. 

Speakerphone mode? -to remove ed1oing from your 
spea ... tc.erphone . 

.. Configure dis_play? - to con.figure your phone for automatic 
or manual presentation. of feamres prompts on t.rie second 
display line when you are. m.i a call. If you choose manual, 

· push the right or left arrow keys to display p.roinpts. ' 

• Phone t?St? - to test the followings aspects of your pho11e: 

···· LED? - to Iiflht ~Jl LEDs simulta.nem.1s1v. w . J 

.. . 
-: Di.splay?~ tn activate an pix.els in the display. 

-·· :Key? - to sonnd as each key is activated and show key 
code for fond.ion keys. 

A.udio tests? .. to som.1d ring vohlme, ring tone, and alert 
t.ont.~. 

- Asset ID? - to display the pbcJn.e's asset-:□) uu.mb~r. 

.... Fkmware version.? - to display the phone's firmware . . 

-- Power level? - to show whether a Local Power Supply 
is needed. for your phone. 

- Exit? ~ to return to the time and date screen. 

You can press the Program key, if nne .appt~rrs on yonr pbo.ne, 
to reach the Program/Service? prompt. 

Also notice tbe service code numbers in the lower left of the • 
subprompts available through the 'Progr,.mt.!Service prompts . 

.------------------- ...... , 
• l PROGRAM/SERVICE 
t 1-Change destinatJcms_-? ____ .-:_..>l 

From the J).rogram/Se.rvice prompt, you cai1 dial these numbers 
to go directly to these subme-nus. Similm:ly, the subsections 
within the submenus have rrn.merals that you can dial to gn to 
tbose subsect.ior,s. 
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. A.udio Settings? (also available from the Program!Service 
menu) lets you adjust the follow·ing audio settings for your 
phone: ring volum.e,_rit~g tone, alert tone volume, and 
speak.erphone mode. • 

Featur~ Keys and Access Codes 
You Gan also press featn.re keys to gain acctiss to Siemens 
teleph(?ne system feat.ure.s st1ch as Hold> Transfor, Mailbox~ and 
Program. Si.nee. yum phone has already bee1i assigned a set of 
feature ke·vs, it in.av not have son1e of the feature kevs d.escribt~d 

J ~ - ~ 

here. However, you may still use any feaiure available on. your 
system and permiited by your class of service by dialing its 
feature access code, .if it has o:ne. This guide e.xphrins the hasic 
steps for ·using many features, including the default feature 
i1ccess codes. Your system admi-n.istrat:w may have configured 
both the ac.ronyms for foatnre keys and the access codes 
differently from how they appear bere. 

Volume K,eys 
Use the Volume. Up f:B and Volume Down (::1 keys to adjust 
the voice volmne of your telephone. \VhUe on a ·call, press (B 
• to raise the volume of the voice you are libaring, or press 0 to 
-1ow~r'i-L Press either key until you re~ch the desired voice level. 
Holding do\vn either key only changes the volume on.e step. 

Wbe.n you hang up nr mvitch to another call, the voice voh.u:ne 
• returns to the default level. Dr you can store the nc\v setting to 
override the default setting before hang)11g up, by pre-.ssing the 
[ .l ) (Select) ke.y or by pressing the GJ and 0 keys 
together~ before you hang up. • 

Sounds 
Your ph<.Y.ne .makes differe1it sounds to l.et you know \Vhat' s 
going on. Rings occtir on a 1ir.te that you ~.re not. using to indicate 
tha.t you have an inc.oming call Tones oc.cur whil~ you are usin.g 
• your phone and provide infopnation about call.s and feature..s. 

·Table 2. Rings 

! , 
; Sound 

TJouble (rept-ated) 

Meaning .. .c . -~ 
Internal or Emergency ! . 
call 

External caH 
: - ..:-- - _, _______ .,... __________ -! 

l T:!~.e (rtpeatcd) Callback 



Table 3. Tones 

Souru.i 
,-,. ........ --··-·-···-••............-.. 

! 
1\-Ieaning 

••••••••--•,n• 

Busy toae The party you cal.led is 
on the phone. 

··--·-...... ···--

Dial tone Youcau make a caJJ or 
invoke a fes.tn.re . 

Fast busy tone 
.. .._...... ................ -- --- -~ ! 

Invalid ",all I 
Short tone eve.1y 20 Internal call waiting 
secs. 

.......... __ , ... _ ...... . .................... -. 
3 ahort tones ( confa- A fr.aturc has been sue-
mation tc)ne) oossfaUy activated. 

........... _.. ............ .....,._ ................ 

3 ~hort ton~s foHo·we<l· Additional . . 
mput, :mer.( 

by dial tone as a PU~, iR required. 
- .. " ............ 

2 short tones every 20 . External call v,:aiting 
i 

• secs. ---···· ••'-•··-·-·-····j··••v••-·-----------; 

Wavering (erro.r) tone Invalid feature request ! 
...._ _____________________ ~-··-·--···' 

18 



C~anging YourAudio Settings 
To ~hauge ihe audio settings on your phone: · 

1. From the Pro gran.1/S ervice menu o.r the 11:ain meuu in the idle 
t t ·1 ..+ ,l ,,,. • ;> s a e> se. ec~ .'1.U:.+W settm.gs . . 

2. Press the ( ► )' k~r._-~~~go tc, the audio setting you want to 
change. Press the (◄ . J key if you want to go back to a 
prev.ious audio setting. 

3. Pre8s the ( ✓ • ) key. Your phone wiJl display the currnnt 
setting for the audio setting you have selected. It Vvill also 
make the sooo.d of the cu..."nmt ·setting for ring volume, ring 
tone, and alert tone. 

4. If you want to exit without 1naking changes, hang up or 
press#. 

5. To adjust tbc setting higher. or lower, ·press fue (±} or G • 
keys: For ring volume, .ring tone, and alert tone, ·.your phone 
'I.Vin make the sound of the adjustment. 

6. If you want to exit \Vi:th.ou.t making changes, hang up or 
press#. 

7. To save the adjustment you have. made, press the (l __ J 
_ key. Or press the G) a.nd G keys· together. 
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Callback Request 
Callback Reqt1est helps y<;m complete calls to ex.tensions that 
~ busy, ringing, orin Do Not Disturb mode. It lets you hang 
up and have the communications server call you back '\VJth ~ 
triple ring notification. \Vhe.n you ans\ver, tbe con.i.n-mnications 
se-.rver automatically dials the 11un1ber. • • 

To request a callback, 

1. Listen for the phone to ring or for the busy signal. . 

2. Select Callback? on your OptiGuid.e displa,y, 

()r press the Callhtick. (CAL.LpCK) key, or dial# L 

3. Hangup. 

4. Vlhen the comrrn.mications server calls backwiili triple rings, 
answe-r. The com,'lmnications server win then dial the 
exteD.Bion. 
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Conference 
· The Conference feature lets you .have up to eight parties, 
-incfudin~Jl'Setf, tn. a tele:plitl:It7)t)J!VerSatilm:-!fh&-other 
pa.rtics bes.ides yourself cau be-on t.runks (c>utsil.ie I.in~. 
•· •v••• •--•-----~·•••-~••-·-•--...,! 

To set up a conference, 

1. During a call, scroll through the prompts on your OptiGuide 
display ru1d. sekct Start conference?. 

Or press the Transfer (TR,'\NSFR) key. 

2. Dial the ex.tension you want to ad.d, or dial 9 imd the outside 
number. 

3. A.ft.er the party answers, select Conference? from your 
OptiGuide display to joi.n all the parties. 

Or press the Co~erence (CONF) key (m: Til.A . ..i'l°SFR). 

1'o reconnect ta the conference when a called party 
isn 't joining, 

Scroll through the prompts on your OphGuide display and· 
select Release and return?. 

•. ·o r press the Collllect key. 

To.drop the last added·party, 

Scroll through the prompt,;· on your OptiGuide display and 
sel_ect Remove last party?. . 

Or press the Clear }cey, or: press T.~.A.NSFR a..11.<l' dial *. * * 4. 
Then press the Conforem·,e (CONF) key (or the Connect. key 
or TRANSFR) to rejoin the conference. 

21 



Connect 
Co11:nect lets you. 

• reconnect \'-ith a call vlaced on. consultation hold 
~ • ~ .a. . 

.. reconnect ,v.ith a transferred call before the transfer is com­
plete 

• alternate between two parties, when you have one of them 
o.n consu]tation hold 

To reconnect with a call, 

22 

Scroll through the protnpts on your OptiGuide display arid 
sele.ct Toggle/Connect? 

Or press the ConI1ect k~y, 



Jfil½::;;, 
,¥,s-

Consultation 
Consultation lets you pu.t the other ·party in a call on 
consultation hold, so that you can call and talk privately with a 
second party, You can th.en use the Connect faatur.e to alternate 
between the two parties. 

·ro consult with a second party during a call, . 
. . . • 

1. Scroll th.rough the prompts on your Opti.Guide d.Tu-play a.:.--id 
select Cor.sult?. 

Or press the Transfer (TRANSFR) key. 

2, Dial the second pruty's extension or 9 aud the outside 
number. 

3. Talk with the secon.d party._ 

To reconnect with the first parlj\ 

Scroll through. the prompts 011 your OptiGuide display and 
select Toggle/Connect?. 

Or press th~ Connect key. 

You can continue to use the Connect feature to alternate 
benveen the tw9 parties. 

To release a party on consultation hold, 

While connected with the party> scroll through the prompts 
on your OptiGuide display and s~·iect Release and return?. 

Or pres~ the Clear key. 

The party will be relea.~ed, and you wiU be coonected ro the 
other party. • 
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Forwarding 
Forwarding redirect5 your incoming calls tn an.ot.¾.er extension 
or an outside n lli-nber. Variable :Forwarding lets you set up an 
extension or outside number .for forwarding under ·conditions 
vou s1Jecifv. Fixed Forwarding sends calls to extensions set up 
J ✓ -

for you at the communication..::; sc;.rver. 

To use Variable Fonw1.rding for all call~ under all 
conditions, 

l. When your phr.me .is i{i1e, press the Menu key. 

2. Scroll to Morefe.1,tw;e,_~·? and select it 

"- " l' (' 'l •• ...J, ' d 1 • .J. c'>Cro. i to .. ,at jorwanung, an se ect it 
'"'·Wr ATL BO'•t•--~ .- •• ,,..,. ,. , t · d F iJ- u.., - .i f-1 - - - OP., 1s a1sp;.aye . 

4. Dial the number \Vhere you want your calls fonvardcd. . . . 

OR 

Get a dial tone. Press the Forward kev or d.ial # 91. Dial. the . ~ .. 

exte11siou1 or 9 a:nd the outside :n:umhcr, where you w·a:nt yon.r 
calls forv.rarded. Hang up. 

To cancel Variable Jlorwarding; 

1. \\,'ben your phone is idle, pre,ss the rvtenn key. 

2. Use the Opt.iGuide clispb.y to scroU to }.If ore features? and 
select :it. 

3. Select Callforwarding?. 
F"w···z· A. TJ B '),-,vrv /');\ y. d, 1 . .J . .J- .. L ,- ( .1r1 - - - v.N lS 1sp ayeu. 

4. Scroll to Deactivate? and select .it. 

OR 

Press the Fonvard key, or get a <fail tone and dial## 9 1, ,1nd 
then :hang up. 
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Hold 
.]11e Hold feature lets you hang up a line ~'ith011t disconnecting 
the other party. If you do not retrieve the ca.11 after a certain 
period oftinie ( deten.nined bythec-ommu11ications serve.r), your. 
phone wm ring, lf it is an external caU <lUd you do not f.!lS\.Vet, 

the call is transrerred to the operator. 

lfyuu want to make anothe.r call a±ter placing a call on ho1d., you 
must use another line. If your t;elepbo·ne :has only one liu.c, pre.ss 
the Trans.fer (TRA.NSFR) key, iii stead of the Hold. key, to place 
the call on consultation hold, then dial the second party. 

To put a call on hald., 

Use tbe OptiGuide d.isplay to scroll to .liold? and select it 

Or press the Hold key. 

To reconnect, 

Press the line key next to the flashing status light, or pick up 
the handset and. press the line key, 
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Last Number Redial 
Last Number Redial .lets you qu.i~k.ly .redial the last number yon 
have dialed. Each time you dial a valid. internal or external 
telephone number it fa automati.ca.lly stored so th.at vou can . " 
.redial it later. Numbers dialed dm·ing consultation calls aud 
transfers are also stonxL 011lv one number is stored at a. time, 

• w 

and one~ you dial a new number it replaces the number stored 
previnusly. 

To re.dial the last number dia/.ed, 

1. \Vb.en: your phom.i is idle, press the Menu ~ey . 

.2. Select Speed dial features? . 

3. Si~] ect Last n.u.mber redial?. 

OR 

Pre.ss the Last Number Redial (LNR) key. 

OR 

Get a dial tone and dial## 4. 
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Park 
Park lets you move a call to fill extension and hold it there· 
without ringing that extension. You or another party can then 
_retrieve tho call from the ex.tension a.s needed. 

To park a call to another· ex(ension, 

1. Scroll to Park call? and select .it . . 

2. Dial the extension where you want to park the c.ail. 

3. Hangup. 

OR 

Press the Transfer (TRANSFR) key. Dial * 6. D.i:al the extension 
• where yoll: wa:nf to park the call. H.mg up. • 

To retrieve _a parked call, 
Ift.he extension is on y01,r phone. press the line, key ne'X.t to the 
flashing status light. 

l.fthc extension is on anot.~.er phone, 

1. 1~ress tb.e Pickup ktiy. 

Or get a dial tone a:n.d dial* 3. 

2. Dial the ex.te:nsion ·where the ca_ll is p·ark.ed.. 
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Pickup 
Pic~p features let you al)swer calls ri:ngi.ng, on hold, queued, or 
parked at other extensions .. 

Group Pickup lets you ~wer a call tn an e.,_i:ensiou in your 
pickup group (set up- at the comr.nunic.ations server) even when 
you ~o not lo10\v the number for the extension. · 

Station Pick.7.l.p lets you answer a call at any extension, provided 
that ym1 know the number for tb.e extension. 

" . 

T,> ,inswer a call in your pickup gnn1p, 

Press the Pickup key hvice .. Or get a ilial tone and. dial** 3. 

To an_swer a call ringing, 011 hold, queued,. or 
parked at any. extension, 

L Press the Pfok.-up key, or get a dial tone and dial* 3. 

2 .. Dial the extension. 
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-Repertory Dialing (Repdial) Keys 
This feature lets you set up eacb repdiaJ (R-) key on you1: 
faceplate for one-touch dialing of an extension, out<.side number, 
feature access code, or combim11ion of nmnbers at3.d feature 

• access codes. 

:To set up a re_pduil key, 

l.. '\v1ien your phone is idle~ press .the Menu key. 

3. Select Change destinations?. 

4. Scroll to Repdial? and select it. 

5. Press the.~ key you want to· set up as a repdiaL 

6, Enter the dialing sequence you wish to assign to tlris repdial 
key. 

You can press G to add multiple time delays (the defauit is 
2 seconds_ fo.r ea.ch) to the sequence. 

7. Select Save?. 

8, If you want to set up an()tiler repdfaikey, scroll to Next entry? 
and select it. 

9. To end set up, select S.4VED-Exit?. 

OR 

Press foe Progra:n;i key. Press the repdial (R-) key that yon want 
. to 1.1se. Enter the dialing sequence yo11. want to a.<;sig.n. to the key, 

Press the Program key, 011 your faceplate, labd the key with the 
n.arne of the feature or person that it dials. • 

To dial using a repdial key; 
.. Press the repdial key. 
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Saved Number Redial 
This foatt1re saves a number that you have dia1ed. Later, you can 
redial your saved .number. 

To save a number you have di"led, 14•hile you are· 
siill connected with that 1u111iber; 

Select Save number? from your OptiGuitle display. 

Or press the Saved Nurnher Redial (SAVi.RDL) key. 

Or dial# 4 while the call is still ringmg or busy. 

To dial your saved number_. 

L Pre..,:;s the Ivfonu key. 

3, Scroll to Saved nu.rnber redit;1,l? and select iL 

OR 

Press the Saved :Nurnber Redial {SAV/.R.DL) key, or g~~t a dial 
tone and dial# 4. 
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Speaker 
The .Optiset _E Advance telephone has a speake;r underneath the 
handset that you cau use fo.t receiving calls or liste.ning to the 
Ph0neh.1ail system. S.ince the speaker is one-way, you must pick 
up your handset to speak to the othe~ party. _ 

To answer a call., 

Pick np th.e handset. The blinking statn.s light next to the line . 
key ttuns 011 steadily. • 

To hang up, 

Hang up th.e handset. 

~p.eakerphone 
TI1e Optiset E Standard and Advance Plus telephones have a 
m·o--way speak:eq>hone, consist.in.g of a speaker and a 
r.nicro:phon:e. Yon can.use either the b.a.miset or-the 
speakerphone to m.a.k.e or receive calls. During a conversation~ 
you can use yo11r speak.erphone :instead, of your handset by 
pressing the Speaker k.;,y a:11d hanging up the handset 1.f you 
want to·S\vitc-h back to using:your handset, pick it np. 

To make a call, 

Press a. lin.e key or the Speaker key to get a ciia1 to.ne, the.n dial. 

To answer a ca.If, 

-Press the line key next to the blinking status iight 

To hang 11,p, 

Press the line key or the Speaker key. 

To ~-•·witch during a cal!., 

If you are using the handset and want to use the speak.erphonc, 
press the Speaker key and hang up t.½.e handset ff you ~re 1.wing 
foe spcake;rphone and want to use the handset~ pick up the 
handset. 
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Station Speed. Dialing 
· Staticm Speed Dialing lets you assign frequently used dialing · 
sequem.~cs (extensions, outsfrle :mn:nben~, or feature access 
codes) to each often single-digit cod.es (0 ilirough.9). You c.:an. 
then dial a single-digit code h1stea<l ofthe entire sequence. You 
can be set up at the commu11.ic.ations server for up to 30 codes, 
in groups of l O; If you are s~~t .up for mo.re than ten, they fql1ow 
a do-ub1e-digit scheme (00 through 2.9). 

To set up a statfon speed code, 

1. When your ph(">ne is idle, press the Menu key. 

2. Scroll to J5rogram/Sen:ice? and sek<.~t it 

3. Select Change destinations?. 

4. s,).r-oil to Station speed dial? .and-select it 
Enter index: ·will be (ii.splayed, for foe station speed dialing 
code. • 

5. Dial tbe code you want to use. 
En:'er n~w number: will be displayed. 

6. Dial the sequence you want the code to dial. 

7, Select Save?. 

8. SelectExit?. 

OR 

Press the Program key. Dial 13. Dial the c:ock\ ycm want to use. 
• D-1al the sequence you ·want the code to dial. Select Save?, 
Select Exit?, 
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To dial using a stati(Jn -~1u1ed cod,(, 

1.- \Vb.en your phone is idle, press the Menu key. 

3. Scroll to Station speed dial? and select it 
ENTER. JJ.VDE/(: will be displayed. 

4. Dial the station speed dialing code. 

OR 

Pres13 the Staifon Speed (SPEED) key, a.nd dial the station speed 
code. Or get a dial tone} di.al# 3, and'tb:en dial the station speed 
code. 
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System Speed .Dialing 
If the System Speed Dialing foatll!c is set·up on your 
coro.munications ~erver, you can dial :frequently called outside 
m.rrnbers (local, long distance, and international) by dialing a 
code n.t.unber. 'C.su.ally tllese codes are published for ax1 entire 
company in a special systein spt!ed dir~cto:ry. Cou.:m.it your 
systern .administrator if you do not know your system speed 
munbers. Your co.mpany may have up fo sixte~n s:r--st-em speed 
lists. For release 6.5 and above, you may have access to i:\.v.o of 
these lists or to the first. ten lists plus one additional list A 
"'umber set un for a svstem soeed code can contain an initial u . r· ~ . ~ . 

Personal Identification ·Number (PDJ), if one is necessary to 
make outside calls . 

. To make a :,j,stem speed call, 

1. Press the !vlerxu key. 

2. Select Speed di,alfeatures?. 

3. Scroll to Svstem weed dial? and select it. You mav have n.vo 
·" ,I. • .., 

.system speed diai lists. 
• .ENTER _INDEX: wiU be displayed . 

. 4. Dial the system speed dialing code. 

OR 

Press the cmrect Systt~m Speed key (SYS-SPl :for the first 
System Speed list or SYS-SP2 for the second). Or, get a diaJ 
tone and dial # 6 1 for the first list or # 6 2 for the .second. 

• Th'-'D dial the system speed code. 
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Transfer 
-Transfer lets you move a ca11 to ano1her ex.tens.ion or to an 
outs.id~ num1.)et if your communications server is set up to do . . 
this. 

To transfer a call, 

1. Du.ring a can, select Start tr-ans.fer? 

2. Dial the· exrension, or dial 9 and tl.1e outside number. Ifynu 
• want, announce· the caller when the party answers. 

3, Hangup. 

OR 

Press the Transfer (TRAJ."JSFR) key. Dial the exte.nsion, or dial 
. ·9 and the outs;ide m.lL.'lher. lfyou want, announce the ca.Her 
'Nhen tj.le party answers. Hang up. • • 

To reconnect, 

Before hahgin.g up, scroll to Release and return? and .select 
it.. This rejoins. yon to the original can imd releases the party 
you are talking to. 

Or scroll to Toggle/Connect? and. select it. This r~joins you 
to the origi11al can. Selecting Toggle/Connect again retu.rns 
you to the ~econd. party. 
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Feature Access Codes 
"fo ll.~e foaro,-e access: co~s ,-:::, ('~ a dW l<me, ,~ pre.~s m~ Tr-mslr.r kc_y duril'it; a c~ll. Dial the 

fomire M>c~s ~-Ode. You rooy t>=i t.'> pr,,s.s (he (\,r.n,:ci. key to 
;.ellh~ ft1 y-0ur ~alt • 

l::~ b&;a:;,aJ~ 
A~cclll'lt t>t~m~.r " 2 
.Ba.d L.iu.~ Reµo.ct.ins 
.t5flS)' ()verr.:~ 

_Buz:.,. 

Cillhnck ?..eq-.:.~ 
Cassr..t~l 

Cla:.s·ofSmici 

R,1~11;re Pri.-n>1r/ 
Rctum. to S,..o:m,>..,,-:,; 

('.◊m Groo;y .&~e,ik(S' Cail 

Cooferenc-e. 
R,11n-we ):,'1Sj :l>srty 

.Remove lipe::ifa, P,u1y 
Dh~ut Trs.mk: ~:~iea. 

F,,iwmllng. Fi>:-!d 
Oiiiml 

Fo.-wardi:-4;, V mahlc 
AH 
',6'•,::;y 

Eusy/Riug Nr, Al",,n;,.,,­

Extexnai 
h:temal 

R~§. No An'$;•~l~r 

Cane~! 

~ NUll.l~. Re<lial 
M-'lilbox: ullba-:J.: l,k..,,-.,g-z 

lJ!&ve M,~~~g~ 
~lW<:-1 

Tum Off.Liiht 
h,rk 
Fickup 

Group 

Statim\ 

l'!N Autl:.o.ri7.3licn 
c,ui~.e! 

P1.:~.acy 

v':lnrel 
• s~v,ic Numoo-Re<fuiJ 

Spe.ak~t Call, faw 
Spc .. -&.e.rC.<\l~ On~-Way 

S;,'<eaker Cll!. Ons:--Wey Bm.-<dcas, 
Statlc.tt .Hunt 

l>reve.ur. 

Allow 
Set D<,;,ilni:f.◊n 

Clta::: Destiruu.iou. 

Srntit,.,. S~ed bi.s.!ing 
C'AU 

Syste.m Jfolcl 
Syst=i SF· ! • 
Sy~= S;,etti•2 
Trac«Cal! 

TJ:liveri,al N~ht Answ,::r . 

*#591 
,.;:590 

"'. 6 

##lt 

i/9 0 
##90 

it 9 .l 

#94 

#Y5 

#93 
#'}6 

!/#9 l 

#H 

.. ~ 3 

.. 3 

* #·5 7 
*· # .S 8 
#2 

##2. 

-!/4 
j/*'! 

#81 

!IS 0 

# * 92 
#"'9() 

#•99 

ii 3 

~ li{•-9 

1J 6 l 

#62 

###j 

'>'#:l 
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Public Access Line 
• Some Basic Scripts 

• Drafting and Submission of a PAL FD-71 in 

Sentinel 

• FD-71 Routing Protocol for SSA's 



Some:basic scriRtS : • 

Answering a ca.II: 

• . 
11Good (morning, afternoon, evening}, Thank you for calling the 

FBI. · How may I help you?" · • 

Closing a call: 

• uwe appreciate your calL Is there anything else I can help you 

with?. Thank you for calling." 

Putting someone on hold: 

• "May I put you on hold for a moment?" Check back within 2 .. 
.. ..... ·•• · ••· ... 

minutes. 
. . 

Transferring a call: Do not ever do a cold transfer ~·brief your supervisor 

on the situation prior to the transfer. 

• Tell the caller why you .are transferring. The reason will vary ie, 

"My supervisor can best. handle your situation ... n 

If the Caller asks for your name: 

• "I'm ... first name onlvlL--_________ ____.I" 

If the Caller asks to speak with a Special Agent: . 
. . 

• "Our Special Agents wilt review the information you provide at 

their first opportunity." 

Hev: 09/2012 
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Atrest Records · 
·.·~·.·• . The FBI wili not provide arrest records to third parties, 
• Arrest records are housed in database repositories within CJIS Division 

(304) 625-2000 (hey, this is where you live!). 
• The caller can go to WW\-V.fbLgov under Stats and Services for instructions 

or you can 
• Advise a caller to request a copy of their <:frresf record, and include the 

following: 
- . Fufl Name 
- Any Aliases 
- Date and place of birth 
•· Social Security Number (optional) 
- A set of your fingerprints (this can be obtained by going to your 

local police department and have them take your fingerprints. The 
Ideal FBI office will not do this for you) 

- Either a certified check or rnoney order in the amount of $18,00 
. made payable to the Treasury of the United States, 

- Send all of the above to the following address: 
• Federal Bureau of Investigation 
Criminal Justice Information Services. Division 
1000 Custer Hollow Road 
Clarksburg, VVest Virginia 26306 

ATF {Bureau of Alcoh.ol Tobacco Firearms and Explo-sives) 
• All ATF violations should be directed to: 

¼WW,at[g_g~ 
1-800-ATF-GUNS (1~800~283-4867) or 
1 ·800~ATF-T!PS (1-800-283-8477) 

A TM (Automated Teller Machine Card} Fraud 
• Report to the Sepret Service, vmvv.secretservice.gov 

• You can advise the caller the nurnbers to each field office are available on 
this site, or you can provide the number yourself from the site, 

Automobile Dealer C~mplaints 
• Federal Trade Commission, vvvvw.ftc,gov 
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Bankruptcy .Fraud 
• • Report to Depart.\J-llii'1.ll..~~~.:.....i:l~:i.:!..!.l~~..!..!hJ::e"""U~niwte~dL.;S~t!.S:!a~te~st....Twr.!:iu'~st~e£e.:.... -. 

www.do·. ov/ust 

Businesses (Fraudulent) 
• Callers who want t6 report or find out if a business is legitimate should 

contact and/or make reports to: 
• Better Business Bureau (wvvv1.bbb,ora) 
• Federal Trade Commission (w1NWJi:c.org_) 

• _I ________ ____, 
Cable Television Complaints 

• Report to Federal Communications Commission 
wW\/\!Jcc,gov 
Phone: 1-888-225~5322 
Write: Federal Communications Cornrnlssion 

Cable SeNices Bureau -
Consumer Protection and Competition Division 
445 1 zlh Street, S. W. 
Washington, D.C. 20554 

Cell Phones, Pagers, Wireless Complaints 
• Report to the Federal Communications Commission 

WINW.fcc.gov 
-Phone: 888""225~5322 
Write; Federal Communications Commission 

Wireless Telecommunications Bureau 
Enforcement and Consumer tnforrnatio11 Division 
Informal Complaints and Public Inquiry Branch 
1270 Fairfield Road -
Gettysburg, PA 17325 

• __ 1 _____ ____.I 

Check Fraud 
• lnternot check Fraud Schemes should be reported to ic3.gov 
• Stolen, forged, or-'hot' checks are handled by the local police department 
.

1 

or Attorney General's Office 

Law 1"!1.fo.-..ce!'t'le:et Beaeitive -1 
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La:J EnforasrR.10nt .ecj1r1isiti1rs 

. Child Support Recovery Act (CSRA) 
(www.fbi.oov./hg/cidfcac/recovery.htm) 

• The Attorney General's guidelines make the United States Attorney in 
each judicial distri.ct responsible for determining which cases will be 
selected for investigation and prosecution, The FBI cannot accept 
individual complaints from lawyers, advocacy groups, or from individual 
citizens. According to AG guidellnes1 the FBI can only open cases upon 
referral from a United States Attorney's Office {USAO) . . 

• the Attomey General's guidelines are intended to ensure effective 
prosecution of the CSRA by providing a means.for selecting egregious 
cases which states are unable to handle because of the interstate nature 
of the case or in which federal prosecution is deemed more appropriate. 
As a gelleral principle, cases are usually accepted only when the referral 
clearly indicates that all reasonable and available remedies at the state 
!eve! have been exhausted, Among such cases, priority ls given to those 
where the following ls established: 

- a pattern of. interstate flight to avo_id payment or flight after service 
of process for contempt or contempt hearings; 

- a pattern of deception to avoid payment, such as changing 
employment, concealing assets or location, or using false names 
and/or social security account numbers; 
failure to make support payments after being held in contempt; 

- particular circumstances exist which dictate the need for imrnedfate 
federal intervention, such as where the custodial parent and/or child 
have special medical needs or where the custodial family" is in 
danger of eviction and homelessness; • 

- when the failure to make child support payments has nexus to other 
. potential federal charges, such as bankruptcy fraud, bank fraudj 

federal income tax charges or other related cdmina! conduct; and 
- Priority may also be given to those cases where the children of the 

non paying parent are still rninors. 

Civil Rights 
• The FBI. is the lead agency for investigating violations of federal civil rights 

laws; however the decision to prosecute allegations of civil rights 
violations Is made by the Department of Justice. 

• The Civil Rights Program is divided into four sub-programs: 
- Hate Crimes 
- "Color of Lawn 
- Human Trafficking 
- Freedom of Access to Clinic Entrances (FACE) Act 

• The following information should be provided by the complainant. It ls 
ok~y to ask the Cornp1ainant to write a narrative and mail/fax it in: 

- Al! identifying information for the victim(s); 

L:a_v,! l!:tiftJJ. c .. ett;,~.,_#-l.. Sc.1~.si.t,i,rt) 5 



- As m~ch identifying infort'nati;-~ ~s possible for the subject(s},-
-including position, rank, and agency employed; 

- Date and tfrne of the Incident; 
- Location of Incident; 
- Names, addresses, and telephone nurnbers of any \tVitness(es); 
- A complete chronology of events; and • • • 
-~ Any report numbers and charges with respect to the incident 

• LI ___________ _____.I 
Color of Law 

• L...,..,,..............,....,,.......,~":"'::""";'-:,:"'"-:------::"-:------;-----:----::--:-:-------' 
• , :C, 242 (Color of Law) - unlawful for any person acting under 

color of law to wmfully deprive someone of any rights secured or protected 
by the Constitution or laws of the U -8. -

• 18 U.S.C. § 241 (Conspiracy Against Rights):... unlawful for two or more· 
persons to conspire-to injure,. oppress, threaten, or intimidate any 
person ... ili the free exercise or ·enjoyt'nent of any right secured to him by 
the Constitution or laws of the United States. 

• "Color of Law" simply means that the person is using authority given to 
him or her by a local, state, or federal government agency. 

• _Most Color of Law crimes fa!! into five broad an:ras: 
Excessive. Force: ln making arrests, maintaining orderj and 
defending life, law enforcement offiGers are allowed to use 
whatever force is "reasonably" necessary. The breadth and scope 
of the use of force is vasMrorn just the physical. presence of the 
officer ... to the use of deadly force. Violations of federal law occur 
when it can be shown that the force used was willfully 
"unreasonable" or "excessive." • 
Sexual Assaults by officials acting under color of !aw can happen_in 
jails~ during traffic stops, or ln other settings where officials might 
use their position of authority to coerce an individual into sexu~I 
compliance. The compliance is generally gained because of a 
threat of an official action against the person lf he or she doesn't 
Cdmp!y, 
Fafse arrest and fabrication of evidence: The Foi.nih Amendment of 
the U.S. Constitution guarantees the right against unreasonable 
searches or seizures. A law enforcement official using authority 
provided under the color of law is allowed to stop individua!s and, 
under certain circumstances, to search them $nd retain their 
property. It is in the abuse of the discretionary power-such as an 
unlawful detention or illegal conflscatlon of property,that a violation 
of a person's dvi! rights may occur. Fabricating evidence against 
or falsely arresting an individual aiso violates the color of law 
statute, taking away t~e person's rights of due process and 
unreasonable seizure. In the case of deprivation of property, the 
color of !aw statute would be violated by unlawfully obtaining or 
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mafnt~ining a person's property, which oversteps or misapplies the 
official's authority. The Fourteenth Amendment secures the right to 

. due process; the Eight Amendment prohibits the use of cruel and 
unusual punishment During an arrest or detention, these rights 
can be violated by the use ·of force amounting to punishment 
(summary judgment). The person accused of a crime must be 
allowed the opportunity to have a trial and should not be subjected 
to punishment without having been afforded the opportunity of the 
_ !egal process. 

- f=ailure to keep from harm: The public counts on its law 
enforcement officials to protect local communities. If.it's shown that 
an official willfully failed to keep an individual from harm, that official 
could be in violation of the color of law statute. 

-Computer Intrusion 
• Computer Intrusion is defined as an individual or entity that is gaining or 

attempting to gain access to a personal computer or netv.tork system 
illegally with the internet to corrupt/destroy informatiotl, or use the 
information to commit further crim~s. • 

• Computer Intrusion includes government entities, private sectors : I companies, and individuals. 

Copyright, Trademark lnfringement3 and theft of Trade -Secrets 
• 

• 

• t-'eop1e can also be reterred to the Nationaf !nteilectual Property Rights 
Coordination Center 

• lntel!ectuaf Prooerty Rights is the monopoly protection for' creative works 
• such as writing (copyright), inventions (patents), processes (trade secrets} 
• and identifiers (t_rademarks). 

• The National lntel.lectual Property Rights Coordination Genter (lPR 
Coordination Center) is the U.S. government's latest weapon in the fight 
against violations of Intellectual Property Rights (IPR) laws. Located !n 
Washington, D.C., the IPR Coordination center is a multi-agency Genter 

. responsible for coordinating a unified U.S. government response 
regarding !PRenforcement issues, Investigative personnel provide core 
st?iffing from Immigration and Customs Enforcement (!GE) atid the 
Federal Bureau of investigation (FBI). Particular emphasis is given to 
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investigating major crin1inal organizations and those using the Internet to 
facilitate IPR crime~ · 

• Internet: \.\IWW:ice,govlpi/comerstone/lpr/ 

• Mail: U.S. Immigration and Customs Enforcement 
National lntellectuai Property Rights 
500 1 zlh Street SVV . 
\<Vashington, D.C. 20224 

Phone: 866--IPR.a2060, or 866-477..;2060 
Fax: {202) 307-2127 

• Cotinterfeit Money 
• Report to the U.S. Secret Service, www,secretservlce,gov 

Credit Bureaus 
• Equifax Credit Information Services ~ Consumer Fraud Division 

P.O. Box 105496 
Atlanta, Georgia 30348-5496 
Tel: (800) 997-2493 
Fraud Alert (800) 525--6285 
www.eguifax.com 

• Experian 
P.O. Box 2104 
Allen, Texas 75013-2104 
Tel: (888) ·EXPERJAN (397-3742) 
Fraud Alert: (B88) 397-37 42 
www.experian. corn 

• · Trans Union f!raud Victim Assistance Department 
P.O. Box 390 . • 
Springfield, PA 19064·0390 
Tel: (800) 680-7289 

· Fraud Alert: (800) 680~7289 
wwv>1.transunion.com 

Credit Card Fraud 
• Report to the U.S. Secret Service, 'IJWw.secretservice.gov 
• The Secret Service investigates offenses against the laws of the United 

States. relating to the obligations and securities of the United States and 
• foreign governments, such as counterfeittng (currency, credit cards/debit 
cards) and forgery of government securities. 

• ff the complaint is essentially a non-criminal dispute with a retailer or other 
business, the caller should contact and must immediately dispute the 
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charge(s) in writing with the customer relations office of your credit card . 
company. Here are some tips: 
• - Report the crime to the police immediately 

- Immediately contact your credit card issuers 
- Call the fraud unit of the three credit reporting bureaus (listed below) 

• Equifax (800) 525-6285 
• Experian (888) 397-37 42 
• Trans Union (800) 680-7289 

Crittle on the High Seas 
• Crimes include sexual and physical assaults, death, drug smuggling, theft, 

" 
• 

• 

Crim·es against Children . 
• The National Center for Missing and Exploited Children 

(NCMEC/www,tnissingklds,corn), in conjunctbn with the U.S. Postal 
Inspection Service, U.S. Ct:stoms Service, and the .Federal Bureau of 
Investigation, serves as the National Child Pornography Tip line. The 
Congressionally mandated CyberTiplhie is a reporting mechanism for 
·cases of child sexual exploitation including child pornography, onlirte 
enticement of children for sex acts, molestation of children outside the 
family, sex tourism of chiidren, child victims of prostitution, and unsolicited 
obscene material sent to a child, Reports may be rnade 24-hours per day, 
7 days per week on!ine at www.cyb~rtioline.com or by calling 1-800-843- • 
5678, 

• 
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• 
Debt Collectors (Fair Debt Collection Practices Act) 

• The Fair Debt Collection Practices Act requires that debt collectors treat 
you fairly and prohibits certain .methods of debt collection. This law does 
not erase any legitimate debt you owe. 

• Report any problems that you have with a debt collector to your state 
Attorney General's office and the Federal Trade Commission. 

• FTC - ftc.gov or 817-382-4357 

Drugs : I Refer to the local Police deoartment and/or the DE A www iustice aavtdea I 

Elder Fraud 
. • More·and more of the Elderly are the victims ot fraud/scams. Why : 

- . AccessibHity • 
- The gaining of Trust 
- Isolation 
- The belief that most senior citizens have cash available. 

• wvvv.r.aarpelderwatch.org 

FACE Act 
• . The FACE Act (18 U.S.C. § 248) prohibits the use of force, threat of force, 

or physical obstruction to, or attempt to, intentionally injure, intimidate or 
interfere with the right of another person to obtain or provide reproductive 
health services. This situation makes it unlawful to damage or attempt to 

• . damage property because the facility provides reproduction health 
services. This includes places of worship. • 

• (WY-JV4fbi.gov./hg/cid/clvilrights/civi!rts.htm) 

• L....--1 ----------1 

FD .. 71s .,.:..:::::...._ ________________________ --, 

• 

• 
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• 

• 
• 

• 

• Federal Election Crimes 
• Federal Election crimes include: Vote Buying, Giving False information 

when voting, voting multiple times, voting by ine!ig.ibles, intirnidation, 
destruction of ballots, falsifying vote tames, baseless votar challenges, 
voter deception, and campaign finance fraud. 

• • Federal Election crimes do NOT include: False charges. about opponents. 
trying to convince an opponent to withdraw, campaigning too close to the · 
polls, paying fol' endorsements, taking voters to the polls, offering a stamp 
to mail an absentee bailot, giving voters time off to vote, and technical 
errors in election management (These offenses come under local/state 
Jurisdiction.) 

• 

• 

Federal Trade Commission (FTC} 
• Clearinghouse for victims of identity theft: 

By phone: ToH-free 877-FiC-Hl::LP (382--4357); TDD 202~326~2502; 
Identity Theft Hotline: {877) 438~4338 
By Mail: Consumer Response Center 

Federal Trade Commission 
600 Pennsylvania Ave, NVV 
\Nashington, DC 20580 

lf./WVJ. fto~gov/ftc/comQ!.aint. htm 
• For Consumer !nfom1ation: wvi1wJtc.gov/ftc/consumer.htm 
• NOTE: Also suggest they contact Social ·security: W\l\iVi1.ssa.gov, (800) 

772-,-1213 
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Federal Treasury Checks (stolen/fraudulent) 
• •. • Report to the U.S .• Secret Service -www.secretservice.gov 

Fingerprints 
~ The !='Bl only fingerprints arrestees and applicants. Those who need to be 

fingerprinted for other jobs or other reasons should contact their police 
depart?T1ent Those who want a copy of their criminal history (rap sheet) 
from the FBI must submit a check and a set of fingerprints to the CJIS 
Division. See Arrest section. 

• Freedom of Information Act (FOIA) Requests 
• The PAL cannot release infot1i1ation to a person regarding themselves or 

another individual. A Freedom of lnforrnatlorf Act reque.st has to be 
approved a11d managed through FBlHQ, Advise the caller that 

o To make a freedom of information request a letter should be written 
stating you would like any infonnation the FBI has on you and 
include the following: • 

- !=ul! Name 
,.. • Any Aliases 
- Date and Place of Birth · 
- Social Security Number (optional) 
- Have your letter notarized (if this ~ request for infom-iation about a 

third partyi you must submit a notarized authorization or Privacy 
Waiver & Certlficatio11 of Identity Form from that party) 

• State how much you are willing to pay for duplication fees if any are 
assessed, · • • 

- Send al! of the.above to the following address: · 
Federal Bureau of Investigation 
Record lnformation!Dissemination Section 
170 Marcel Drive 
Winchester, VA 22602-4843 

• . These requests can also be faxed to 540:-868-4995. 
• Online Requests for Freedom of information act can go to FBI.gov and 

dick on Freedqm of Information Act at the bottom of the screen. Then 
click on FOIPA Request Form and click "send." 

Gift Card Fraud 
• Gift Card Fraud is reported to the Federal Trade Commission. They can 

be contacted in any of the following ways: • 
Online: vvww.ftc.gov/idtheff 
By phone.: 1-677-438-4338 or TTY, 1-866-6534261 

. By Mai!: Identify Theft Clearinghouse 
Federal Trade Commission 
600 Pennsylvania Ave., N.VV. 
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Hate Crimes 
• A hate crime is defined as a criminal offense against a.person or property 

motivated·in whole or in part by the offender's bias against race, religion, 
disability, ethnic/national origin, or sexual orientation . 

• 

• 
• 18 U.S.C. § 245 (Federally Protected Activities) - prohibtts injury, 

intimidation, interference by force or thre~t of force, of any person 
because of race, color, religion, national origin, or sexual orientation 
because of their participation in certain activities. 

• i8 U.S.C. § 247 (Damage of Religious Pmperty)- prohibits intentional . 
. defacement, damage, or destruction of any religious real property because 
of its religious, racial, or ethnic characteristics, 

· Healthcare Fraud 
• See Medicare/Medicaid section 

: C' is ~'w p::a: ~sti:ativ: anencv for Healtbrare Eralld 

• ... "'xarnp,es o ea t 1care • rau • are: 
• - Hospitals, doctors, pharmacists, and other ca.re providers 

submitting bills for services never rendered. 
- Ser✓ice Providers charging insurance for unnecessaiy and costly . 

procedures. 
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- Doctors selling prescriptions to patients for cash. . 
Companies billing insurance for expensive equipment but providing 
poor substitl)tes. 
Crooked physicians enticing patients to visit their offices for "free 
servi_ces" or gifts, then stealing their personal information and using 
it to file fraudulent clairns. • 

- Hf PAA Priva_cy 
• Health Insurance Portability ~nd Accountability Act 
• MUST refer to Health & Human Services at wW\,v.HHS.gov 

• I...__ _________________ ___. 
Housing Discrimination 

• Office of Fair Housing and Equal Opportunity 
- Phone: 1-800-669-9777 . 
- W1ite (National): Office of Fair Housing and Equal Opportunity 

Department of Housing and Urban. Development 
451 Seventh Street, Room 5204 
Washington, D.C. 20410-2000 

.Hu.man Trafficking 
• ihe Trafficking Victims Protection Act (!VPA) {18 u.s.C. §§ 1589-1594) 

was passed in 2000 to strehgthen federal criminal laws prohibiting human 
trafficking and improve immigration benefits for qualified person. 

• The TVPA is a "victim-centered" law whereby the trafficking victim is 
• viewed as a victim of crime even if they are present in the U.S. illegally. 

• Human Trafficking occurs when someone recruits, harbors, transports, or 
obtains a person _through the use of force, fraud. Or coercion for many 
purposes including sexual exploitation and/or forced labor, • 

• Any activity related to commercial sex irivolving victims less than 18 years 
of age is considered a form of trafficking regardless of whether the victim 
was forced into that type of work. 

• Common tactics used to maintain control over trafficked person including 
debt bondage, isolation, beatings, torture, starvation, false promises, and 
threats to members of the victim's family. Traffickers may also confiscate 
the victim's passport, visa, other important documents, and any money in 

• their possession in order to keep them from running away. 
• People are trafficked for: prostitution, exotic dancing, servile marriage, 

agricultural work, landscape work, domestic services, factory work, street 
peddling, restaurant services, construction, hotel housekeeping, and day 
labor. 

• 18,000 to 2.0,000 people are trafficked into the U.S. each year. More than 
80% of victims are women and girls; of those, 70% ate forced into sexual 
servitude. • 
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Identity Theft 
• . The f=BI floes not handle identify theft. Caliers should be referred to the 

Federal Trade Commission, www.ftc.gov. 

Def end against Identity theft: 

• Place a "Fraud Alert" on your credit reports,- and review the reports 
carefully. The alert tells creditors to follow certain procedures before they 
open new accounts in your name or .make changes to your existing 
accounts. The three nationwide consumer reporting companies have toll­
free numbers for placing an initial 90-day fraud alert; a call to one 
company is sufficient: 

Equifax: 1 -800-525-6285 
- Experian: 1-888-397-3742 
- TransUnion: 1-800w680-1289 

• Placing a fraud alert entitles you to free copies of your credit reports. Look 
for inquiries from companies you haven't contacted, accounts you didn't 
open, and debts on your accounts that you can't explain. 

• Close accounts. Close any accounts that have been tampered with or 
established fraudulently. 

Contact the security or fraud departments of each company where 
an account was opened or changed without approval. Follow up in 
writing, with copies of supporting documents. 
Use the ID Theft Affidavit at www.ftc.gov/idtheft to support your 
written statement. 
Ask for verification that the disputed account has baen closed and 
the fraudulent debts discharged. 

-- • Keep GOpies of document~;and records of your conversations about 
• the theft. 

• File a police report. FHe a report with local law enforcement official to help 
you with creditors who may want proof of the crime. 

• Report the theft to the Federal Trade Commission. Your report helps law 
enforcement officials ;:!Cross the country in their investigations. 
Online: www Jtc.gov/idtheft 
By phone: 1~877-438--4338 or TTY, 1-866-653-4261 
By Mail: Identity Theft·C!earinghouse . 

Federal Trade Commission 
600 Pennsylvania Ave·., N.\N. 
Washington, D.C. 20580 

Immigration and Customs Enforcement (ICE) 
• Immigration matters contact 1-866-DHS 2 ICE (347-2423) 

• W\W.ice.gov 
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Internet Crime Complaint Center • 
• The Internet Crime Complaint Center {ic3) is an alliance between the 

National White Collar Crime Center and the FSL ic3's mission ls to • 
address crime committed over the Internet. ic3 offers a centraf repository 
for complaints related to Internet crime, uses the information to quantify 
patterns, and provides timely statistical data of current trends. 

• www.ic3._gov 
• httg://www.LooksTooGoodToJ3eTrue.com: designed to protect consumers 

against lnten1et Crimes and offer in-depth information on the latest 
lntemet schemes as well as an on-line r!sk assessment test. 

Lottery/Sweepstakes Sca1n 
• These scams involve the victim receiving notification, either by telephone 

or mail, that the vlctlm has won a large sum of money. The victim is then 
_ convinced to pay m,:::mey, under the guise of customs taxes, processing 

fees, or as a. fee to convert the winnings to United States currency, as a 
prerequisite to receiving the winnings. • 

• It is a violation of Federal Trade Gommission (FTC) trade rules to require 
a purchase or send money as a condition of receiving lottery or 
sweepstakes winnings as a condition of entering a contest, sweep-stakes, 
or other promotion. Also it is illegal to play a foreign lottery through the 
mail or on the telephone or internet ·(Title 18 Unlteu States Code, section 
1301-1307). -

Mail Fraud 
• U.S. Postal Inspectors investigate any crime in which the U.S. Mail is used 

to further a scheme-whether it originated in the mail, by telephone, or on 
the Internet. The use of the U.S. Mail is what makes it man fraud. 

• tf evidence of a postal violation exists, Postal Inspectors may seek 
prosecutorial or administrative acfion against the violator. However, if 
rrioney is ·1ost through a fraudulent scheme conducted via the mail, 
Inspectors lack the authority· to ensure you receive a refund and can't 
require that products, services, or advertisements-on the Internet or 
eisewhere-:.-be altered. . . 

• Postal Inspectors base investigations or mail fraud on the number, pattern, 
and substance of complaints received from the public. The Postal 
Inspection Service will carefully review the.information you provide. Vve 
may share the information with other agenci~s when there is a possible 
violation within theirjurisdfotion, 

• If you feel you've been victimized ir. a fraud scheme that involves the U.S. 
Mai!, submit a Mail Fraud Cort1p!aint Form to the U.S. Postal Inspection 
Service. 

• Postal Inspection Service, \WA>V,postalinspectors.uspis.gov 
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Medical Drugs ahd Medical Products Sold Online 
• Food and. Drug Administration 

Phone: 1-888-463-6332 to request a complaint form 
Fax: 1-800-332-0178·fax your complain form 
Write: MedVVatch· 

The FDA Medical Products Reporting Program . 
Food and Drug Administration 
5600 Fishers lane 
Rockville, MD 20852-9787 

Medicare/M dicaid Fra 
• 
• omp aman may a so repo lo epa men o • Health and Human 

Services, Office of Inspector Generat at 1-800--447-8477 
• Write to: Director, MFCU 

Office of Attorney General 
-1525 Sherman Street 5th Floor 
Denver, CO 80203 

Phone: (303) 866-5431 
-http://oig.hhs.gov/h9tline. html 

Missing Abroad 
• State Department (202) 64 7-5225 
• http://travel.state.gov/law/info/fnfo • 629 .html 

Missing Children 
• The National Center for Missing and Exploited Children (NCME:.C), in 

conjunction with the U.S. Postal Inspection Service, U.S. Customs Service, 
and the Federal Bureau of Investigation, serves as the National Child 
Pornography Tip line, The Congressionally mandated CyberTipllne is a 
reporting mechanism for cases of child sexual exploitation including child 
pornography, on!ine enticement of children for sex acts, inolestation of 
children outside the family, sex tourism of children, chi!<l vicfans of 
pros~itution, and unsolicited obscene material sent to a chlld. Reports may 
be made 24-hours per day, 7. days p~r week on line at 
~WNJ.cypertipline,com or by caHlng 1-800-843~5678. 

• caners should also be directed to notify there local authorities 
• Also see Kidnapping and Crimes against Children Section. 

Mortgage Fraud 
• L,I -,,---.,.,...,........,....-----,-,---....,......,,--...,....,..__,,.,.,....-.....,.......,....,..-----:-~-...,....,..---=-------' 
• If possib!ei try to get the complainant to either fax or send in a summary of 

their issue along with copies of as many of their loan documents as 
possible. 

• Typical mortgage and foreclosure scams: 
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• Property i=lipping- Property is·.purchased, falsely appraised at a higher , 
• value, and then quickly sold. What makes property flipping illegal ls that 

the appraisal information is fraudulent The schemes typically involve one 
· or more of the following: fraudulent appraisals, doctored loan 
· documentation, inflating buyer income; etc. Kickbacks to buyers, 
investors, property/loan broket·s, appraisers, title company employees are 
common in this scheme. A home worth $20,000 may be appralseo for 
$80,000 or higher in this scheme. 

Silent Second - The buyer of a property borrows the down payment from 
the seller through the issuance of a non-disclosed second mortgage. The 
primary !ender believes the borrower has invested his own money in the 
down payment, wher. in fact it is borrowed. The second mortgage may 
not be recorded to further conceal its status from the primary !ender, 

Nominee Loans/Straw Buyers - The identity of the borro1.Ner is 
concealed through the use of a nominee who aUows the borrower to use 
the nominee's name and credit history to apply fot a i.oan. 

Fictitiout/Stolen Identity - A fictitious/stolen identity may be used on the 
. loan applicatiori. The applicant may he involved in an identity theft 

scheme: the applicant's name, personal identifying information and credit 
history are used without the·true person's knowledge, · 

Inflated Appraisals - An appraiser acts in collusion with a borrower and 
provides a misleading appraisal report to the lender, The report 
inaccurately states an lnflated property value. 

Foreclosure Schemes - The perpetrator identifies homeowners who are 
at risk of defaulting on loans or whose houses are already in foreclosure. 
Perpetrators mislead the homeovmers into believing that they can save 
their homes in exchange for a transfer of the deed and up-front fees. The 
perpetrator profits from these schemes by re-mortgaging the property or 
pocketing fees paid by the homeowner. • 

Equity Skimming - -An investor may use a straw buyer, false income 
documents, and false credit reports, to obtain a mortgage loan in the straw 
buyer's name. Subsequent to closing, th$ straw buyer signs the property 
over to the investor in a quit.claim deed which relinquishes all rights to the 
property and provides no guaranty to titie. The irivestor does not make 
any mortgage payments and rents the property until foreclosure takes 
place several months !?iter. 

Air Loan$ - This is a non-existing property loan where there is qsua!ly·no 
co.!lateral. An example of an air l9an would be where a broker invents 
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borrowers and properties, establishes accounts for payment$, and 
maintains custodial accounts for escrows;· They rnay set up an office with · 
a. bank of telephones, each one u~ed as the employer, appraiser, credit 
agency, et~ .. for verification purposes. • 

Tips to avoid Mortgage Fraud 
- Get referrals for Real Estate/t;11ortgage Professionals. Check 

licenses of industry professionals with state, county, or city 
regulatory agencies. • 

- If it sounds to good to be true, it probably is. 
--- Be wary of strangersiunsolicited contacts, as well as high pressure 

sales techniques. • • 
-~ Verify the value of any property before proceeding. 
- Understand what you are signing and agreeing to and do not sign 

any b!'ank forms. If you do not understand, re-read the documents 
or seek assistance from an attorne~·. • • 

- Make sure the name on your application matches the narne on your 
identification. 

- Review the tit!$ history of the home you are anticipating to 
purchase before making the purchase. 

- Know and understand the terms of your mortgage. 
- Never sign any loan documents that contain "blanks.'.' 
- Che.ck out tips on the MBA's website (lt 

http://www.StopMortgageFraud.corn fqr additional advice on 
avoiding Mortgage Fraud. 

·•. Moving Company Hostage Freight 
• \,'\/hen· a rnovlng company ls holding a person's/company's items hostage 

and demanding more rnoney than the original cost. 
• Handled by the Federal Motor Carrrer Safety Association (FMCSA) 1-888-

368-7238 orwww.1-888-DOT-SAFT.com 

National Sex Offender Public Registry 
• . www.nsopr.gov/ 

Parental Kidnapping • 
• The FBI dose not investigate parental kidnapping unless there is evidence 

that the parent is tl:;!king the child out of the country, or unless the parent 
can provide: 

- A copy of the court order tl1at st~tes who has custody of the child. 
- An official letter from the district attorney or local po!ice department 

requesting the FB!'s assistance. 
-' A copy of the warrant issued by the district attorney stating that the 

parent is in violation of the court order. • 
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-• There are hasic~liy two federal cfimina! investigative options that ma~ be 
pursued when a chHd is abducted by a parent and taken over state lines · • 
and/or outside the United States. • 

• I ntemational Parental Kidnapping Crime Act (IPKCA) of "1993: A violation 
where a parent takes a juvenile under 16-years of age outside of the 
United States without the other custodial parent's permission. 

- Make sure that a missing person's report has been filed for child. 
Contact Departrnent of State, Office of Childr~n's Issues (OCI) . 
202-736--9090 (tel)/202-736--9133 (faX). 

- Have Qhi!d's name entered into Children's Passport Issuance Alert 
Prograi'n at Dept. of State (202-736-9156) to be notified if dept 
receives passport application for child. 

- -• Contact National Center for Missing and Exploited Children 
(NCMEC) at '1-800-843-5678, 
. Hague Convention 
- No Custody decree needed. 
- Submit Application to U.S. Central Authority (DOS. OCI). 

• • Unlawful Flighf'to Avoid P_rosecution (UFAP)- Parental Kidnapping: In • 
any parentat kidnapping case, a UF AP -- Parental Kidnapping arrest 
warrant may be issued for the abducting parent who takes their chifd(ren) 
interstate or internationally. In order for the F'BI to assist with a UFAP 
warrant, the following criteria must be met: 

·1) There must be probable cause to believe the abducting pa·rent has 
fled interstate or internationally to avoid prosecution or 
confinement. • 

2) The state authorities must have_ an outstanding warrant tor the 
abductor's arrest charging him/her with a felony under the iaws of 
the state from vlhich the fugitive flees. 

3) The state authorities must agree to extradite and prosecute that 
fugitive from anywhere in the U.S. the subject is apprehended by 
the FBI. • 

· 4} • The local prosecuting attorney or police agency should make a 
wrltten request-to the·Un.ited States Attorney for FBI assistance, 

5} The United States Attorney miist authorize the filing of a complaint 
and the federal arrest proCE!SS must be outstanding prior to the 
time that investigation_ is instituted, 

(wv-.rw.fbi.gov/hg/cid/cac/kidnap.htm) 

Passports 
• Stolen, Fraudulent, or·inforrnation regarding passports should be referred 

to the Department of State -travel. www.state.gov, or the National 
Passport Information Center--- 1-877-487-2778. • 

Public Corruption 

• L-1 ------------------
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• ~Pllblic Corruption investigation" lS deffr-1~d as cfr)Y crimirialcase, opened • 
und~~ any classification, where\n it is alleged that either a public officia·1 
• (either elected, appointed, or under contact), and/or a ·private Individual, 
has been or is engaging in a corrupt scheme that involves either a direct 
or indirect abuse of the public official's trust and/or undermines the 
integrity of federal, state or local governmental operations, in violation of 
federal law. • 

• Type of Public Corruption are: 
Contract 

. Judicial 
Law Enforcement 

- legislative 
Regulatory 

- Election Fraud 

Contract- Payment of bribes or kickbacks (i.e. anything of value} to local, state, 
or federal-public officials in exchange for favorable treatment regarding 
government contracts and -can include: 

- "Pay to play" schemes , . 
- Improper disclosure of competitor bid informations 

. -- Discretionary awarding of ''no Bid" contracts 
... Approving fal~e invoices or cost overruns for the bidding contractor. 

• Judicial - \IVhen and individual or organization seek to influence an act taken by 
· a court by engaging· in behavior that corrupts a member of the judicial syste.rtL 

- Reduction of bond or sentence 
- Waiv!ng fines 
- Dismissal of charges 

Law Er1forcement - Can involve payment or benefit-of local; state, or federal law 
enforcement officials in exchange for some desired action or inaction, such as: 

- .Theft of items during an investigation 
- "Protecting" iliegal activity 
- Leaking sensitive.information to unauthorized ·parties· 

Legislative - Bribes or kickbacks to legislators, their staff, lobbyists, or 
consuttants in exchange for some action or inaction conceming pending or future 
legislation or policy, This may lnciude any of the following: 

Voting for/against legislation . 
Confirmation of an executive appointment 

- • Appropriation considerations • 
- "Pay to play" schemes 

Regulatory - Typically involves payments to public officials in exchange for 
some action or inaction pertaining to licensing, inspections, zoning variances, or 
other public docwnerits, Regulatory corruption can include: 
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- Failure to report violations of regulatory codes in exchange for 
something of value, 

- Fraudulent issuance of identific.ation documents. 
- · Improper issuance of identification documents. 
- f mp roper issuance of licerrses (!iqtior, vehicle, constr-uction, adult 

entertainment, etc,) 
•- Aitering -zoning variances 

Election Fraud - Election fraud can occur in state or federal election and 
encompasses activities such as buying votes, intimidating voters, voting more 
than once in an election, tampering v,tith ballot boxes, destroying ballots, or any 
other inteiitional disruptions of the polling process, 
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Social Security Admini$tration, Fraud 
• ·lnternet: WWV..t'.ssa.goy_(.9J9.{. 

Phone: 1-800-772-1213, or 1-800-269-0271 
Write: Social Security Fraud Hotline 

P.O. Box 17768 
Baltimore, Maryland 21235 

Spam or Junk E-mails 
• Federal Trade Commission 

Phone: 1-877-38Z-4357 -
.\Nrite:. Federal r r~de Commission 

CRC-240 
VVashington, D.C. 20580 

Spam or Junk Facsimiles 
• Federal Communications Commission 

Phone : 1-888-225-5322 
Internet : vWN./JCc.gov 

Student Loans 
• f:raudulent loans or information regarding student loans should be referred 

• to the Department of Education, 1-800-872-5327 . 

.Telemarketing Fraud . 
• ihe Federal Trade Commission (FTC) enters all telemarketing, identity 

theft, and other fraud complaints into Consumer Sentinel, which is a 
secure database available to hundreds of civil and criminal law 
enforcement agendes in the U.S. and abroad, The Flt offers a 
telemarketing fraud hotline, as well as a website: 
·1-877-382--4357 
Vv'WVJ.ftc,gov 

• If there is a Canadian nexus, ·caller should be referred to Phonebusters 
Email: lnfo@phonebusters.com, Fax: (888) 654-9426 or Telephone: (888) 
495-8501. By mail: Box 686 North Bay, Ontario P1B8J8, 
www.phonebusters.com. 
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.•. Telephone.Servite {Billing, Access, ·service, Long Distance) · 
• Federai Communications Commission, ~,.fee.gov 

Phone: 1-888-225-5322 
Write: Federal Communications Commission 

Consumer information Bureau 
Consumer Complaints-Telephone 

• VVashington, D.C. 20554 

Travel Advisories 
• Department of State 

www. Travel. State .gov 
202--647-4000 

Valot {Stolen) 
• Wearing, manufacturing, or selling any decoration of rnedal authorized by 

Congress for the Armed Forces or any medal, badge, or decoration 
awarded.to members of such forces without authority . 

• 

Watch List 
• 

..______.Refer them to the Transportation • ecurity A ministration 
866-289-9673 or the Terrorist Screening Center - 866-872-5678. 

Witness Protection 
• This program is handled-by the U.S. Marshal's service, 

'>N'vVw.usmarshals.gov. 
• USMS also apprehends federal fugitives 
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• Comm.on Referrals ·(other gove·rnment agencies and public • 
service organizations) • 

BA!F (Bureau of Alcohol, Tobacco and Firearms, and Explosives) 
• www.atf.gov • -· 

• 1-800-ATF-GUNS (283-4867) or 
• 1-800-ATF-TIPS (283-8477) 

Better Business Bureau 
• www.bbb.org 

Department of Homeland .Security 
• www.dhs.gov 

Department of Health and Human Services 
• • v.<vv'\o\<hhs.gov -

Drug Enforcement Agency 
• 'Nwvv.justice.gov/dea 

Federal Trade Commission 
• v\f\NW.ftc.org 

Federal Communications Commission 
• Wvvw.fcc.org 
• 1 ~888-225-5322 

Food and Drug Administration 
• Food and Drug Administration 
• . 1-888-463-6332 to request a complaint form 
• Fax: r--800-332-0178 fax your complain form 
• Write: MedVVatch 

• The FDA Medical Products Reporting Program 
Food and Drug Adrr1inistration 
5600 Fishers Lane 
Rockville, MD 20852-9787 

Immigrations and Customs Enforcement.(ICE) 
• www.ice.gov 
• 1-866-DHS 2 ICE (347--242.3) 

lntemet Crime Complaint Center (an FBI initiative) 
• • \>V\N\iV.ic3.aov 

.:....tdw !11..Cc..,1-... .. en.c .. r:t. iJensiti, .... 'i 26 



Nat_ional Center for Misskig or Exploited Children -­
• . www.ncmec.com 

... • • ·_ vWvvV.cypertipline.cori1 
• 1-8-00~843-5678 

National Sex Offender Public Registry 
• www.nsopr.gov/ 

Office of f=air Housing and Equal Opportunity 
• ·1-800-669-9777 

• Office of Fair Housing and Equal Opportunity 

Department of Housing and Urban Development 
451 Seventh Street, Room 5204 
Washington, O.C. 20410:-2000 

• www.hud.gov 

US Marshals Service 
• www.usmarshals.9ov 

US Postal Inspection Service 
• www.postalinspectors.uspis.gov 

US Immigrations and Customs Enforcement (ICE) 
• -www.ice.g~N 

US State Department 
• \o\!VJW.state.gov • 

• 202-647-2000 

US Secret Service 
• \AAVW.secretservice.gov 

Social Security Administratio~ 
• www.ssa.gov/oig 

• 1-800-772-1213, or 1-800-269-0271 
• Social Security Fraud Hotline, P.O, Box 17768, Baltimore, Maryland 

2·1235 

Transportation Security Adrninistration 
• 866-289-9673 
• www.tsa.gov 
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Arrest Records 
• The FBI will not provide arrest records to third parties. 
• Arrest records are housed in database repositories within CJlS Division 

(304) 625-2000 (hey, this is where you live!). 
• The caller can go to www.fbi.gov under Stats and Services for instructions 

or you can 
• Advise a caller to request a copy of their arrest record, and include the 

following: 

• Full Name 
• Any Aliases 
• Date and place of birth 
• Socia! Security Number (optional) 
• A set of fingerprints, which can be obtained by going to a local police 

department. The local FBI office will not do this, 
111 Either a certified check or money order in the amount of $18.00 made 

payable to the Treasury of the United States, 
Ill Send all of the above to the following address: 

Federal Bureau of Investigation 
Criminal Justice Information Services Division 
1000 Custer Hollow Road 
Clarksburg, West Virginia .26306 

ATF (Bureau of Alcohol Tobacco Firearms and Explosives). 
• . All .A TF violations should be directed to: 

1-800-ATF-GUNS (1-800-283-4867) 

ATM (Automated Teller Machine} Card Fraud 
• Report to the Secret Service, www.secretservice.gov 
• You can advise the caller the numbers to each field office are available on 

this site, or you can provide the number yourself from the site. 
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Automobile Dealer Complaints 
• . Federal Trade Commission, wvv'<N.fh>gc:lv 

Bank Fraud 
• Bank fraud is the criminal offense of knowingly executing or attempting to 

execute a scheme or artifice to defraud a financial institution or to obtain 
property owned by or under control of a financial institution by means false 
or fraudulent retenses, re resentations or romises. 

Bankruptcy Fraud 
• Report to Departmen~~.111,.:.i.l=~~=-~..w..i:i......i.i:=~.w.w-~~--. 

www.justice.gov/ust. 

Businesses (Fraudulent) 
• Callers who want to report or find out if a business is legitimate should 

contact and/or rnake reports to: 
• Better Business Bureau (,MN_V'J,bbb_.o(o) 
• Federal Trade Commission (·N\t,i\.,v. rte. ;)W) 

Cable Television Complaints 
• Report to Federal Communications Commission 

www.fcc.gov 
Phone: 1-888-225-5322 
Write: Federal Commllnications Commission 

Cable Services Bureau 
Consumer Protection and Coiupetition Division 
445 12th Street, S,W. 
Washington, D.C. 20554 

Cell Phones, Pagers, Wireless Complaints 
• Report to the Federal Communicatlons Commission 

www.fcc.gov 
Phone: 888-225-5322 
Write: Federal Communications Commission 

Wireless Telecommunications Bureau 
Enforcement and Consumer Information Division 
Informal Complaints and Public Inquiry Branch 
1270 Fairfield Road 
Gettysburg, PA 17325 

Check Fraud 
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• Internet check fraud schemes should be reported to lc3,gov 

• Stolen, forged, or 'hot' checks are handled by the local police department 
or Attorney General's Office unless they are US Treasury checks 

Child Support Recovery Act (CSRA) 

• The Attorney General's guidelines make the ~nited States Attorney in 
each judicial district responsible for determining which cases will be 
selected for investigation and prosecution. The FBI cannot accept 
individual complaints from lawyers, advocacy groups, or from individual 
citizens. According to AG guidelines, the FBI can only open cases upon 
referral from a United States Attorney's Office (USAO). 

• The Attorney General's guidelines are intended to ensure effective 
prosecution of the CSRA by providing a means for selecting egregious 
cases which states are unable to handle because of the interstate nature 
of the case or in which federal prosecution is deemed more appropriate. 
As a general principle, cases are usually accepted only when the referral 
clearly indicates that all reasonable and available remedies at the state 
levei have been exhausted. Among such cases, priority is given to those 
where the following is established: 

o a pattern of interstate flight to avoid payment or flight after 
service of process for contempt or contempt hearings; 

o a pattern of deception to avoid payment, such as changing 
employment, concealing assets or location, or using false 
names and/or social security account numbers; 

o failure to make support payments after being held in 
contempt; 

o particular circumstances exist which dictate the need fur 
immediate federal intervention, such as where the custodial 
parent and/or child have special medical needs or where the 
custodial family is in danger of eviction and homelessness; 

o when the failure to mak.e child support payments has nexus 
to other potential federal charges, such as bankruptcy fraud, 
bank fraud, federal income tax charges or other related 
criminal conduct; and 

o Priority may also be given to those cases where the children 
of the non paying parent are still minors. 
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Civil Rights 
• The FBI is the lead agency fur investigating violations of federal civil rights 

laws; however the decision to prosecute al!egat\ons of civi! rights 
violations ls made by the Department of . .Justice. 

• The Civil Rights Program is divided into four sub-programs - these are the 
FB!'s priority: 

c Hate Crimes 
o "Color of Law" 
i:) Human Trafficking 
o Freedom of Access to Clinic Entrances {FACE) Act 

• The following information should be provided by the complainant AU 
identifying information for the victim(s); 

o As much identifying information as possible for the subject{s), . 
including position, rank, and agency employed; 

o Date and time of the Incident; 
o Location of Incident; 
o Names, addresses, and telephone numbers of any witness(es); 
o A complete chronology of events; .and 
o Any report numbers and charges with respect to the incident. 

Color of Law 
• 18 U.S.C. § 242 (Color of Law)- unlawful for any person acting under 

color of law to willfully deprive someone of any rights secured or protected 
by the Constitution or laws of the U.S. 

• 18 U.S.C. § 241 (Conspiracy Against Rights)- unlawful for two or more 
persons to conspire to injure, oppress, threaten, or intimidate any 
person .. . in the free exercise or enjoyment of any right secured to him by 
the Constitution or taws of the United States. 

• "Color of Law" sirnp!y means that the person ls using atithorlty given to 
him or her by a local, state, or federal government agency. 

• Most Color of Law crimes fall into five broad areas: 

• ExcessiY.@ Force: In making arrests, maintaining order, and 
defending lite, law enforcement officers are allowed to use 
whatever force is "reasonably" necessary. The breadth and scope 
of the use of force is vast-from just the physical presence of the 
officer.,, to the use of deadly force. Violations of federal law occur 
when it can be shown that the force used was willfully 
"unreasonable" or "excessive." 
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• Sexual Assaults by officials acting under color of !aw can happen in 
jails, during traffic stops, or in other settings where officials rnight 
use their position of authority to coerce an individual into sexual 
compliance. The compliance is generally gained because.of a 
threat of an official action against the person if he or s.he doesn't 
comply. 

• False arrest and fabrication of evidence: The Fourth Amendment of 
the U.S. Constitution guarantees the right against unreasonable 
searches or seizures. A !aw enforcement official using authority 
provided under the color of law is allowed to stop individuals and, 
under certain circumstances, to search them and retain their 
property. It is in the abuse of the discretionary power-such as an 
unlawful detention or illegal confiscation of property-that a violation 
of a person's civH rights may occur. Fabricating evidence against 
or falsely arresting an individual also violates the color of law 
statute, taking away the person's rights of due process and 
unreasonable seizure. ln the case of deprivation of.property, the 
color of law statute would be violated by unlawfully obtaining or 
maintaining a person's property, which oversteps or misapplies the 

. official's authority. The Fourteenth Amendrnent secures the right to 
due process; the Eight Amendment prohibits the use of cruel and 
unusual punishment. During an arrest or detention, these rights 
can be violated. by the use of force amounting to punishment 
(sumrnary judgment). The person accused of a crime must be 
allowed the opportunity to have a trial and should not be subjected 
to punishment without having been afforded the opportunity of the 
legal process. 

• Failure to keep from harm: The public counts on its law 
enforcement officials to protect iocal communities. If it's shown that 
an official willfully failed to keep an individual from harm, that official 
could be in violation of the color of law statute. 

Computer Intrusion/Hacking 
• Computer Intrusion is defined as an individual or entity gaining or 

attempting to gain access to a personal computer or network system 
illegally with the internet to corrupt/destroy information, or use the 
information to commit further crimes. 

• Computer Intrusion includes government entities, private sectors 
companies, and individuals. 
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• Refer to IC3 jf there js ao lotemet oredicate I 

Copyright, Trademark Infringement, and Theft of Trade Secrets 
• Supported by ICE: Ww\iv.}prceqtr.,r.qov or go to www.copyright.gov 

• Intellectual Property Right§. is the monopoly protection for creative works 
such as writing (copyright), inventions (patents), processes (trade secrets) 
and identifiers (trademarks). 

o The Nationa! Intellectual Property Rights Coordination Center (IPR 
Coordination Center) is the U.S. government's latest weapon in the 
fight against violations of Intellectual Property Rights (IPR) laws. 
Located in Washington, D.C., the !PR Coordination center is a 
multi-agency Center .responsible for coordinating a unified U.S. 
government response regarding IPR enforcement issues. 
Investigative personnel provide core staffing from Immigration and 
Customs Enforcement (ICE) and the Federal Bureau of 
Investigation (FBI), Particular emphasis is given to investigating 
rnajor criminal organizations and those using the Internet to 
facilitate IPR crime. 

c, MaB: U.S. Immigration and Customs Enforcement 
National Intellectual Property Rights 
500 12th Street SW 
Washington, D _ C, 20224 
Phone: 866-IPR-2060, or 866-477-2060 
Fax: (202) 307--2127 

Counterfeit Money 
• Report to the U,S, Secret Service, www.secretservice,gov 

Credit Card Fraud 
• Report to the U.S. Secret Service, ~,'J\:V\:V.b~\,u·~~,t~crvtcz=?..pov 
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• The Secret Service investigates offenses against the laws of the United 
States, relating to the obligations and securities of the United States and 
foreign governments, such as counterfeiting (currency, credit cards/debit 
cards) and forgery of government securities. 

• If the complaint is essentially a non-criminal dispute with a retailer or other 
business, the caller should contact and rnust immediately dispute the 
charge(s) in writing with the customer relations office of your credit card 
company, Here are some tips: 

- Report the crime to the police immediately 
·- Immediately contact your credit card issuers 
- Call the fraud unit of the three credit reporting bureaus (listed 

below) 

o Equifax Credit Information Services N Consumer Fraud 
Division 
P.O. Box 105496 
Atlanta, Georgia 30348-·5496 
Tel: (800) 997-2493 
Fraud Alert: (800) 525N6285 
'.·\i\{.te,~~ ··'·(:~ ··"a\~ r·~rv'_ 

c; Experian 
P.O. Box 2104 
Allen, Texas 750·13 .. 2104 
Te!: (888) EXPERIAN (397-3742). 
Fraud Alert: (888) 397-37 42 

o Trans Union Fraud Victim Assistance Department 
P.O. Box 390 
Springfield, PA 19064N0390 
Tel: (800) 680-7289 
Fraud Alert: (800} 680-7289 

Crime on the High Seas 
• Crimes include sex"Ua! and physical assaults, death, drug smuggling, theft, 

and "vessel conversion." 
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Crimes against Children 
• The National Center for Missing and Exploited Children 

(NCMEC/www.missingkids.com), in conjunction with the U.S. Postal 
Inspection Service, U.S, Customs Service, and the Federal Bureau of 
investigation, serves as the National Child Pornography Tip tine. The 
Congressionally mandated CyberTipline is a reporting mechanism for 
cases of child sexual exploitation including child pornography, on!ine 
enticement of children for sex acts, molestation of children outside the 
family, sex tourism of children, child victims of prostitution, and unsolicited 
obscene material sent to a child. Reports may be made 24-hours per day, 
7 days per week online at \>V\i\<",N_,:;yb;::-,-rfa,En~,.cnrn or by ca!Hng 1-800--843--
5678, 

Cyber Threats to FBI Systems (not specific to a Field Office) 

: I I 
Debt Collectors (Fair Debt Collection Practices Act) 

• The Fair Debt Collection Practices Act requires that debt collectors treat 
you fairly and prohibits certain methods of debt collection. This law does 
not erase any legitimate debt you owe. 

• Report any problems that you have with a debt collector to your state 
Attorney General's office and the Federal Trade Commission. 
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Law Gnferocmsnt Sensitive 

• FTC - ftc,gov or 877-382-4357 

Drugs 
• Refer to the local police department and/or the DEA, ~,vw~,v.ju~~k:e,pcv/d~';::~ 

Elder Fraud (this is not a federal violation per se) 
• More and more of the Elderly are the victims-of fraud/scams. Why : 

- Accessibility 
- The gaining of Trust 
- Isolation 
••• The belief that most senior citizens have cash available. 

FACE Act 
• The FACE Act (18 U.S.C. § 248) prohibits the use of force. threat of force, 

or physical obstruction to, or attempt to, intentionally injure, intimidate or 
interfere ~tjth the right of another person to obtain or provide reproductive 
health services, This situation rnakes it unlawful to damage or attempt to 
damage property because the facility provides reproduction health 
services. This.includes places of worship. • 

• 

FD--7.-!-1.:2.s _____________________ -----, 
• 

• 

• 
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• 

Federal Election Crimes 
• Federal Election crimes include: Vote Buying, Giving False information 

when voting, voting multiple times, voting by ineligibles, intimidation, 
destruction of ballots, falsifying vote tallies, baseless voter challenges, 
voter deception, and campaign finance fraud. 

• Federal Election crimes do NOT include: False charges about opponents,· 
trying to convince an opponent to withdraw, campaigning too close to the 
polls, paying for endorsements, taking voters to the polls, offering a stamp 

. to maH an absentee ballot, giving voters t ime off to vote, and technical 
errors in election management (These offenses come under local/state 
jurisdiction.) 

• • 

Federal Trade Commission (FTC) 
• The FTC is the clearinghouse for identity theft victims. 

o By phone: Toil-free 877-FTC-HELP (382-4357); TDD 202-326-· 
2502; Identity Theft Hotline: (877) 438-4338 Online: 

() By Mai!: Consurner Response Center 
Federal Trade Commission 
600 Pennsylvania Ave, NW 
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Washington. DC 20580 

• For Consumer Information: ''l/J.Y.~Y.ftc.qgymr{pon~,LffnQ[J}tm 
• NOTE: Also suggest they contacting the Social Security Administration: . 

~·'J\V<N ~ ... s~.~ ,,()\' {'SQQ) 772-· 1213 
... ':'. ........ h . .. ~ .. 'i -~~':~ .~:: .. ".::~~-{~~ .......... ':..1 ; 

Federal Treasury Checks (stolen/fraudulent) 
• Report to the U.S. Secret Service -www.secretservice.gov 

Fingerprints 
• The FBI only fingerprints arrestees and applicants. Those who need to be 

fingerprinted for other jobs or other reasons should contact their local 
police department Those who want a copy of their criminal history (rap 
sheet) from the FBI must submit a check and a set of fingerprints to the 
CJIS Division. See Arrest section. 

Food Stamp Fraud 
• Refer the caller to the Secret Service 

Freedom of Information Act (FOIA} Requests 
• The PAL cannot release information to a person regarding themselves or 

another individual. A Freedom of lnfom1ation Act request has to be 
approved and managed through FBIHQ. Advise the caller that 

o To make a freedom of information request a letter should be written 
stating you would like any information the FBI has on you and 
include the following: 

• Full Name 
• Any Aliases 
• Date and Place of Birth 
• Social Security Nurnber (optional) 
• Have your letter notarized (if this a request for information 

about a third party, you must subrnit a notarized 
authorization or Privacy Waiver & Certification of Identity 
Form from that party) 

• State how much you are willing to pay for duplication fees if 
any are assessed. 

• Send al! of the above to the following address: 
Federal Bureau of Investigation 
Record Information/Dissemination Section 
170 Marcel Drive 
Winchester, VA 22602-4843 
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• These requests can also be faxed to 540-868--4995, 

• Online Requests for Freedom of information act can go to fbLgov and click 
on Freedom of Information Act at the bottom of the screen, Then click on 
FOIPA Request Form and click "send," 

Gift Card Fraud 
• Gift Card Fraud Is reported to the Federal Trade Commission. They can 

be contacted in any of tile following ways: 

• 

• 

• 

• 

By phone: 1--877-438-4338 or TTY, ·1-866 .. 653-4.261 
By Mail: Federal Trade Commission 

600 Pennsylvania Ave,, N.VV. 
Washington, D,C. 20580 

~·-ow .Er~tef>e .. ~.:1 .. 1e-r1t C:21:Hit. -.L·••,: .. _, 

b 6 
b 7C 
b 7E 



Harassment 
• Via the internet: refer to ic3 and local police department 
• Via the n,ai!: refer to postalinspectors,uspis.gov 
• Via the phone: refer to local police department 

Hate Crimes 
• A hate crime is defined as a criminal offense against a person or property 

motivated in whole or in part by the offender's bias against race, religion, 
disability, ethniclnational origin, or sexual orientation, 

• 18 U.S.C. § 245 (Federally Protected Activities) - prohibits injury, 
intimidation, interference by force or threat of force. of any person 
because of race, color, religion, national origin, or sexual orientation 
because of their participation in certain activities, 

• 18 U.S.C, § 247 (Damage of Religious Property) - prohibits intentional 
defacement, damage, or destruction of any religious real property because 
of its religious, racial, or ethnic characteristics. 

· L---1 -------­
Healthcare Fraud 

• FBI is the primary investigative agency for Health Care Fraud. 

• Examples of Healthcare Fraud are: 
• Hospitals, doctors, pharmacists, and other care providers 

submitting bills for services never rendered. 
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• 

• Service Providers charging insurance for unnecessary and costly 
procedures. 

• Doctors seliing prescriptions to patients for ca.sh. 
• Companies billing insurance for expensive equipment but providing 

poor substitutes, 
• Crooked physicians enticing patients to visit their offices for "free 

services" or gifts, then stealing their personal information and using 
it to file fraudulent claims. 

• Physicians receiving kickbacks for referrals, or paying a third party 
for 

L_ __________________ _ 

• Can also refer to the Department of Health and Human Services, Office of 
the Inspector Genera! at 1-800-447--8477 or oig.hhs.gov/hotline.htm! 

HIPAA Privacy 
• Health Insurance Portability and Accountability .Act 
• MUST refer to Health & Hurnan Services at W\<Vvv.HH_S .gG\i 

Housing Discrimination 
• Refer to the Offic-.e of Fair Housing and Equal Opportunity 

• Phone: 1-800-669-9777 • 
• \Nrite (National): Office of Fair HmJSing and Equal Opportunity 

Department of Housing and Urban Development 
451 Seventh Street, Room 5204 
\Nashington, D.C. 20410-2000 

Human Trafficking 
• Refer to DOJ's Trafficking in Persons and Worker Exploitation Task Force 

Complaint Line at 1-888-428-7581, Monday through Friday 9:00am-
5:00pm_ After hours voice mail/instructions. 

· L__I -----

• The Trafficking Victims Protection Act (TVPA) (18 U.S.C. §§ 1589-1594) 
was passed in 2000 to strengthen federal criminal laws prohibiting human 
trafficking and improve irnmigration benefits for qualified person. 

• The TVPA is a "victirn--centered" law whereby the trafficking victim is 
viewed as a victim of crime even if they are present in the U.S. ii!egally, 
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• Human Trafficking occurs when someone recruits, harbors, transports, or 
obtains a person through the use of force, fraud . Or coercion for many 
purposes including sexual exploitation and/or forced labor. 

• Any activity related to commercial sex involving victims less than 18 years 
of age is considered a fom1 of trafficking regardless of whether the victim 
was forced into that type of work. 

• Common tactics used to maintain control over trafficked person including 
debt bondage, isolation, beatings; torture, starvation, false promises, and 
threats to members of the victim's family. Traffickers may also confiscate 
the victim's passport, visa, other important docurnents, and any money in 
their possession in order to keep them from running away. 

• People are trafficked for: prostitution, exotic dancing, servile marriage, 
agricultural work, landscape work, domestic services, factory work, street 
peddling, restaurant services. construction, hotel housekeeping, and day 
labor. 

• 18,000 to 20,000 people are trafficked into the U.S. each year. More than 
80% of victims are women and girls; of those, 70% are forced into sexual 
servitude. 

Identity Theft 
• FBI identity theft investigations typically focus on large groups of identity 

thieves and criminal enterprises which are the most difficult to investigate 
and invofve a substantial number of vi i • 

Defend against Identity theft: 

• Place a "Fraud Alert" on your credit reports. and review the reports 
carefully. The alert tells creditors to follow certain procedures before they 
open new accounts in your name or make changes to your existing 
accounts. The three nationwide consumer reporting companies have toll­
free numbers for placing an initial 90-day fraud alert; a call to Qf.le 
company is sufficient: 

T.,o.r;, i!:n .. fc.1:'oe1tte:r1t:. Scr12.i.t..i..T.i.tC 18 
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• Equifax: 1-800-525-6285 
• Experian: 1-888-397--3742 
• TransUnion: 1-800--680-7289 

• Placing a fraud alert entitles the victim to free copies of their credit reports. 
Advise them to look for inquiries from companies that have not been 
contacted, accounts they didn't open, and unexplained debt. 

• Free credit reports are obtainable once per year at 
www.annualcreditreport.com 

• Close any accounts that have been tampered with or established 
fraudulently. 

• Contact the security or fraud departments of each company where 
an account was opened or changed without approval. Follow up in 
writing, wtth copies of supporting documents. 

• Use the ID Theft Affidavit at W'l-.t~v.ftc. <.1nviidtr1en to support the 
written statement. 

• Ask for verification that the disputed account has been closed and 
the fraudulent debts discharged. 

• Keep copies of documents and records of your conversations about 
the theft . 

• File a police report. File a report with local law enforcement official to help 
with creditors who may want proof of the crime. 

• Report the theft to the Federal Trade Commission. 

By phone: 1-877-438-4338 or TTY, 1-866-653-4261 
By Mail: Identify Theft Clearinghouse 

Federal Trade Commission 
600 Pennsylvania Ave., N.W. 
Washington, D.C. 20580 

Immigration and Customs Enforcement (ICE} 
• Immigration matters contact 1--866~DHS 2 ICE (347 ~2423) 
• www.ice.gov 

Internet Crime Complaint Center 
• The Internet Crime Complaint Center (IC3) is an alliance between the 

National White Collar Crime Center and the FBI. IC3's mission is to 
address crime committed over the Internet. IC3 offers a central repository 
for complaints related to Internet crime, uses the information to quantify 
patterns, and provides timely statistical data of current trends. 

Law Enferacrueat Seftcitive 1 " 'j 
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• When the fraudulent activity has an internet nexus. (started via email or 
website, or a social networking site) refer callers to 11v'stY:i lc3.oov 

• hih,·!/wwv1 ! '""('k,~Tr,,•·\f:;,,,ci(t'T\'-P(-~·-r·F,,., t~'"""l"' This site is designed to protect .: ... :.::::.':~~~ :· ...... ~! . ....... ~ ...... A;:~':.:.': .. -~--~ .... ~:.~ .. ! ...... :.~~::..~~ .. ~~--~ .... :.~ .. ! ...... .::: .. ':~ .. ~: .. ;_ . ~ . ~~ :-::·.; ... : :: :': ~ .. ~ .. t .. 

consurners against internet crimes and offer in-depth information on the 
latest Internet schemes as well as an on-line risk assessment test 

Lottery/Sweepstakes Scam 
• These scams involve the victim receiving notification, either by telephone 

or mail, that the victim has won a large sum of money. The vidim_ is then 
convinced to pay money, under the guise of customs taxes, processing 
fees, or as a fee to convert the winnings to United States currency, as a 
prerequisite to receiving the winnings. 

• It is a violation of Federal Trade Commission (FTC) trade ru_!es to require 
a purchase or send money as a condition of receiving ·lottery or 
sweepstakes winnings as a condition of entering a contest, sweepstakes, 
or other promotion, Also it is H!egal to play a foreign lottery through the 
mail or on the telephone or internet (Title 18 United States Code, section 
1301-1307). 

Mail Fraud 

• 1-877-876-2455 

• U.S. Postal Inspectors investigate any crime in which the. U,S. Mal! is used 
to further a scheme-whether it originated in the mail, by telephone, or on 
the Internet The use of the U.S. Mail is what makes it mail fraud. 

• If evidence of a postal violation exists, Postal Inspectors may seek 
prosecutoria! or administrative action against the violator. However, if 
money is lost through a fraudulent scheme conducted via the mail, 
Inspectors lack the authority to ensure you receive a refund and can't 
require that products. services, or advertisements-on the Internet or 
elsewhere--be altered. 

• Postal Inspectors base investigations or mail fraud on the number, pattern, 
and substance of complaints received from the public, The Postal 
Inspection Service will carefully review the information you provide, We 
may share the information with other agencies when there is a possible 
violation within their jurisdiction, 

Medical Drugs and Medical Products Sold Online 
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• Refer to Food and Drug Administration 
Phone: 1-888--463-6332 to request a complaint fom1 
Fax: 1-800-332-0178 fax your complain form 
Write: MedWatch 

The FDA Medical Products Reporting Program 
Food and Drug Administration 
5600 Fishers Lane 
Rockville, MD 20852-9787 

Missing Abroad 
• State Department (202) 647--5225 

1-888-407-4747 

Missing Children 
• The National Center for Missing and Exploited Children (NCMEC), in 

conjunction wlth the U.S. Postal Inspection Service, U.S. Customs 

• 

• 

Service, and the Federal Bureau of Investigation, serves as the National 
Child Pornography Tip line. The Congressionally mandated CyberTipline 
is a reporting mechanism for cases of child sexual exploitation including 
child pornography, onllne enticement of children for sex acts, molestation 
of children outside the family, sex tourism of children, child victims of 
prostitution, and unsolicited obscene material sent to a child. Reports may 
be made 24-hours per day, 7 days per week online at 
\:V'-tJVv'.G\{~)~~rnr~~;_nE'.?.r;{)rn , ~v.\~~N.r~1issir1g}~~~is.C{)(n., or by catting 1-800-843-
5678, 

Mortgage Fraud 

• Typical mortgage and foreclosure scams: 

o Property Flipping - Property ls purchased, falsely appraised at a 
higher value, and then quickly sold. What makes property flipping 
illegal is that the appraisal information is fraudulent. The schemes 
typically lrwolve one or rnore of the following: fraudulent appraisals, 
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doctored loan documentation, inflating buyer income, etc. 
Kickbacks to buyers, investors, propertynoan brokers, appraisers, 
title company employees are common in this scheme. A home 
worth $20,000 may be appraised for $80,000 or higher. 

o Silent Second - The buyer of a property borrows the down 
payment from the seller through the issuance of a non-disclosed 
second mortgage. The primary lender believes the borrower has 
invested his ovm money in the down payment, when in fact it is 
borrowed. The second mortgage may not be recorded to further 
conceal its status from the primary lender. 

o Nominee Loans/Straw Buyers - The identity of the borrower is 
concealed through the use of a nominee who allows the borrower 
to use the nominee's name and credit history to apply for a loan. 

o Fictitious/Stolen Identity - A fictitious/stolen identity may be used 
on the loan application. The applicant may be involved in an 
identity theft scheme: the applicant's name, personal identifying 
information and credit history are used without the true person's 
knowledge. 

o Inflated Appraisals - An appraiser acts in collusion with a 
borrower and provides a mis!eading appraisal report to the lender. 
The report inaccurately states an inflated property value. 

o Foreclosure Schemes - The perpetrator identifies homeowners 
who are at risk of defaulting on loans or whose houses are already 
in foreclosure. Perpetrators mislead the homeowners into believing 
that they can save their homes in exchange for a transfer of the 
deed and up-front fees. The perpetrator profits from these 
schemes by re.mortgaging the property or pocketing fees paid by 
the homeowner. 

o Equity Skimming - An investor may use a straw buyer, false 
income documents, and false credit reports, to obtain a mortgage 
loan in the straw buyer's name. Subsequent to closing, the straw 
buyer signs the property over to the investor in a quit claim deed 
which relinquishes all rights to the property and provides no . 
guaranty to title. The investor does not make any mortgage 
payments and rents the property until foreclosure takes place 
several months later. 

o Air loans - This is a non-existing property loan where there is 
usually no collateral. An example of an air loan would be where a 
broker invents borrowers and properties, establishes accounts for 
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payments, and maintains custodial accounts for escrows. They 
may set up an office with a bank of telephones, each one used as 
the employer, appraiser, credit agency, etc., for verification 
purposes, 

***Tips to avoid Mortgage Fraud 
• Get referrals for Real Estate/Mortgage Professionals, Check 

licenses of industry professionals with state, county, or city 
regulatory. agencies. 

• If it sounds too good to be true, it probably is. 
• Be wary of strangers/unsolicited contacts, as well as high pressure 

sales techniques. • 
• Verify the value of any property before proceeding, 
• Understand what you are signing and agreeing to and do not sign 

any blank forms. If you do not understand, re-read the documents 
or seek. assistance from an attorney, . 

• Make sure the name on your application matches the name on your 
identification. 

• Review the title history of the home you are anticipating to 
purchase before rnaking the purchase. 

• Know and understand the terms of your mortgage. 
• Never sign any loan documents that contain "blanks," 
• Check out tips on the MBA's website at 

http:/ht{\..i\f\v.Stz:inlVlorh:FJP('.>F t,~~ud. ".x~rn for additional advice on 
avoiding Mortgage Fraud. 

Moving Company Hostage Freight 
• When a moving comp.any is holding a person's/company's items hostage 

and demanding more money than the original cost 

• Handled by the Federal Motor Carrier Safety Association (FMCSA) 1-888-

National Sex Offender Public Registry 
• Individuals convicted of a sex offence are required by law to register with 

the local jurisdiction. providing their current address and contact 
lnforrnation, A listing of registered sex offenders is available to the public 

Parental Kidnapping 
• The FBI does not investigate parental kidnapping. If one parent takes 

their child across state lines in violation of a state court custody order lt is 
not a federal kidnapping case. A parent cannot violate the federal 
kidnapping statute by taking their own child, even if state lines are 
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crossed, unless the individual's parental rights have been terminated in 
court. I violation of a custody order is not a termination of parental rights. 

• NCMEC (1-800-843-5678} intakes reports of missing children, including 
children who have been concealed by a parent or other family member. 

**The FBI will not work a non-custodial kidnapping unless there is evidence 
that the parent has taken the child out of the country, or unless the parent can 
provide: 

• A copy of the court order that states who has custody of the child. 
• An official letter from the district attorney or local police department 

requesting the FBl's assistance. 
• A copy of the warrant issued by the district attorney stating that the 

parent is in violation of the court order. 

• There are basically two federal criminal investigative options that may be 
pursued when a child is abducted by a parent and taken over state lines 
and/or outside the United States. 

1. International Parental Kidnapping Crime Act (/PKCA) of 1993: A 
violation where a parent takes a juvenile under 16-years of age 
outside of the United State_~ without the other custodial parent's 
permission. 

• Make sure that a missing person's report has been flied for 
child. 

• Contact Department .of State, Office of Children's issues 
(OCI) 202-736-9090 (tel)/202-736-9133 (fax). 

• Have Child's name entered into Children's Passport 
Issuance Alert Program at Dept. of State (202--736-9156) to 
be notified if dept receives passport application for child. 

• Contact National Center for Missing and Exptoited Children 
(NCMEC) at 1-800-843•·5678. 

• Hague Convention 
No Custody decree needed. 
Submit Application to· U.S. Central Authority (DOS OCI). 

2. Unlawful Flight to Avoid Prosecution (UFAP) - Parental 
Kidnapping: In any parental kidnapping case, a UFAP - Parental 
Kidnapping arrest warrant may be issued for the abducting parent 
who takes their child(ren) interstate or internationally. In order for 
the FBI to assist with a UF AP warrant the following criteria must 
be met: 

LOW ERferscKORt SeBeitivc 24 



• There must be probable cause to believe the abducting 
parent has fled interstate or internationally to avoid 
prosecution or confinement. The state authorities must have 
an outstanding warrant for the abductor's arrest charging 
him/her with a felony under the laws of the state from which 
the fugitive flees. 

• The state authorities must agree to extradite and prosecute 
that fugitive fro.m anywhere in the U.S. the subject is 
apprehended by the FBI. 

• The local prosecuting attorney or police agency should make 
a written request to the United States Attorney for FBI 
assistance. 

• The United States Attorney must authorize the filing of a 
complaint and the federal arrest process rnust be 
outstanding prior to the time that investigation is instituted. 

• The FBI has jurisdiction if, and only if, the victim is transported across 
state lines. If we are unsure if this has occurred we will often work them 
anyway. After 24hrs pass, the !aw presumes the interstate transport 
occurred, 

Passports 
• Stolen, Fraudulent, or information regarding.passports should be referred 

to the Department of State -traveL 11.tWW.state.gov, or the National 
Passport Information Center 1--877-487-2778. 

Public Corruption 

• LI--------------------

• A PubHc Corruption matter is defined as any criminal case, opened under 
any classification, wherein it is alleged that either a public official (either 
elected, appointed, or under contract), and/or a private individual, has 
been or is engaging in a corrupt scheme that involves either a direct or 
indirect abuse of the public official's trust and/or undermines the integrity 
of federal, state or local governmental operations, in violation of federal 
law. 

• Type of Public Corruption are: 

o Contract- Payment of bribes or kickbacks (Le. anything of value) 
to local, state, or federal public officials in exchange for favorable 
treatment regarding govemrnent contracts and can include: 

• "Pay to play" schemes 
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"' Improper disclosure of competitor bid information 
• Discretionary awarding of "no Bid" contracts 
• Approving false invoices or cost overruns for the bidding 

contractor. 

o Judicial - When an individual or organization seek to influence an 
act taken by a court by engaging in behavior that corrupts a 
member of the judicial system. 

• Reduction of bond or sentence 
• Waiving fines 
• Dismissal of charges 

o Law Enforcement - Can involve payment or benefit of local, state, 
or federal law enforcement officials in exchange for some desired 
action or inaction, such as: 

• Theft of items during an investigation 
• "Protecting" illegal activity 
• Leaking sensitive information to unauthorized parties 

o Legislative - Bribes or kickbacks to legislators, their staff, 
lobbyists, or consultants in exchange for some action or inaction 
concerning pending or future legislation or policy. This may include 
any of the following: 

• Voting for/against legislation 
• Confirmation of an executive appointment 
• Appropriation considerations 
• "Pay to play~ schemes 

o Regulatory-Typically involves payments to public officials in 
exchange for some action or inaction pertaining to licensing, 
inspections, zoning variances, or other pubHc documents. 
Regulatory corruption can include: 

• Failure to report violations of regulatory codes in exchange 
for something of value. 

• Fraudulent issuance of identification documents. 
• Improper issuance of identification documents. 
• Improper issuance of licenses (liquor, vehicle, construction , 

adult entertainment, etc.) 
• Altering zoning variances 

o Election Fraud - Election fraud can occur in state or federal 
election and encompasses activities such as buying votes, 
intimidating voters, voting more than once in an election, tampering 
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with ballot boxes, destroying ballots, or any other intentional 
disruptions of the polling process, • 

Social Security Number issues 
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• If the complainant can provide documentation proving they are being 
disadvantaged because of the misuse of their SSN, they should contact 
the Social Security Administration. 

• Internet· wV,/'>'i ~sa (}'·,,;1(,1"11 
. ......... ~ ~ . . -.. ......... ~.\V~~ ,..!.'},! 

Phone: 1-800-772-1213, or 1-800-269-0271 
Write: Social Security Fraud Hotline 

P.O. Box 17768 
Baltimore, Maryland 21235 

Spam or Junk E-mails 
• Federal Trade Commission _ 

Phone: 1-877-382-4357 
Write: Federal Trade Commission 

CRC-240 
Washington, D.C. 20580 

Spam or Junk Facsimiles 
• Federal Communications Commission 

Phone : 1-888-225-5322 
Internet : www.fcc.gov 

Student Loans 
• Fraudulent loans or informatiot, regarding student loans should be referred 

to the Department of Education, 1-800-872-5327 . 

.Tax Fraud 
• Refer to IRS at irs.gov, where they will fill out a form 3949-A and mail in to the 

IRS, Fresno, CA, 93888 

Telemarketing Fraud 
• The Federal Trade Commission (FTC) enters all telernarketing, identity 

theft. and other fraud complaints into Consumer Sentinel, which is a 
secure database available to hundreds of civil and criminal law 
enforcement agencies in the U.S. and abroad. The FTC offers a 
telemarketing fraud hotline, as well as a website: 
1 -877-382-4357 

Telephone Service (Billing, Access, Service, Long Distance) 
• Federal Cornrnunications Commission, www.fcc.gov 

Phone: 1-888-225--5322 
Write: Federal Communications Commission 

Consumer Information Bureau 
Consumer Complaints-Telephone 
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Washington, D.C. 20554 

Travel Advisories 
• Department of State, 202-647--4000 
• • www.Travel.State.gov 

Valor (Stolen) 
• Wearing, manufacturing, or selling any decoration of medal authorized by 

Congress for the Armeo Forces or any medal, badge, or decorati_on • 
awarded to members of such forces without authority. 

Watch List • I 
,.ii -----------,1 Refer them to the I ransportabon Security 

Administration {TSA) --· 866-289-9673 or the Terrorist Screening Center 
(TSC) - 866--872--5678. 

Wire Fraud 
• Defined as the use of electric or electronic communications facl!ity to 

intentionally_ trans ~llaWt..arllll!:ll:..!let:::flllll'..Ulfun~~le..J.Jll..ll..u:n:ier..:WL:.e..t.iL, 
fraudulent activi . 

Witness Protection 
• This program is handled by the U.S, Marshal's service, 

• USMS also apprehends federal fugitives. 
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Curriculum and 

Training Schedule for 

Public Access Line 

April 7, 2014 

Through 

• · April 11, 2014 
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Public Access Line 
• What the field can expect from the Public 

Access Line 

• What the Public Access Line expects from 

the field 



• Curriculum and 

Training Schedule for 
Public Access Line 
. June 16-27, 2014 



Ti.me Allotted 
Monday June 16, 2014 • 

8:00 AM - 9:45 AM 

9:45 AM«l0:00 AM 

. 10:00 AM-10:30 AM 

10:45 AM· 11:15 

11:15 AM - l,2.:30 PM 

June 16 ···-27, 2014 

Administrative 
• Computer program set up. of 

passwords and PKI cards 

Break 

609 

Tour PAL and observe the CSR(s) in PALU 
action. · Al 

Observation Only Please, Questions 
• will be addressed at a later time. 

PAL UC Introduction and Welcome 609 

PAL Complaint Guide 609 

. Instructor/Presenter 

CSR 

b6 
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!------------~· ---------------+------,--+-------
12:30 PM -1:15 PM lunch 

1:15 PM - 2:30 PM Cont. PAL Complaint Guide 

f---------------1---.. ··•··---·-·-···----
Break 2:30 PM - 2:45 PM 

2:45 PM -4:00 PM 

ruesday June 17, 2014 
8:00 AM - 9:00 AM 

9:00 AM - 10:00 AM 

Cont. PAL Complaint Guide 

• Access and Use 
• Practice 

Cont. - Sentinel Access and Use 
Practice 

• How is Sentinel used in the 
PALU? 

609 cs 

l 

609 cs~ rl ,__ ____ _. l 

i 

609 

' l 
. : 

------T-------····-···---··,······ 

··--·--·-·--· ·········--·-··----

Break 



10:15 AM - 11:30 AM 

11:30 AM -12:15 PM 

12!15 PM - 1 :30 PM 

1:30 PM - 2:15 PM 

2:15 PM - 2:30 PM 

2:30 PM - 4:00 PM 

Wednesday June ~8, 2014 
8:00 AM - 9:15 AM 

9:15 AM - 10:15 AM 

10:15 AM - 10:30 AM 

10:30 AM - 12:00 AM 

Sentinel 
• Using Sentinel as an 

Intelligence/ An alytlcal 
• database 

• Analyzing Results 

Lunch 

Cont. Sentinel 
• Using Sentinel as an 

Intelligence/ Analytical 
database 

• Analyzing Results 

Cont. Sentinel 
• How to draft a Sentinel FD-

71. 

• Listen to calls and draft 
narratives. 

break 

Cont. Sentinel 
• How to draft a Sentinel FD# 

71. 
• listen to calls and draft 

narratives 

• How to search/when to use 
• Show Examples 

• Test 

609 

609 

609 

609 

Purpose 
Room (El) 

i 8SS Multi 
! PL;rpose 

! Break 
--------+-~?.9..~ _____ (_El ___ }_. -+---

l 
1 
' I Llsten to Calls BSS Multi 

Purpose 
• Room {El) 
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12:00 PM - 12:45 PM lt.mch 
__ ...._.,_,. _______ ...,b7E 

12:45 PM - 2:00 PM 

2:00 PM - 2:15 PM 

2:15 PM - 4:00 PM 

Thursday June 19l 2014 
8:00 AM - 12.:00 AM 

What is it? 

• UslnU asan 
Intelligence/ Analytical 
database 

• Analyzing Results 

Break 

• Uslnd..____,~s art 
l ntetligence/ Analytic.al 
database 

• Analyzing Results 

\ 601 

,J----------------------------+-------i--------· ··-----✓ 
12:00 PM-12:45 PM r Lunch 

·-----------------------------1-------i----------~ 
12:45PM - 2:15 PM 

2:15 PM - 2:30 PM 

2:30 PM - 4:00 PM 

Friday June 20, 2014 
8:00 AM - 10:00 AM 

Overview of Crisis Sltuati-ons and 
How the Normal Job Flow May be 
Chahge/EAP 

• Boston Calls 
• Crisis Video 

Break 

listening to Calls 
• Determining proper 

resolution 

• What ,Q and How is it 

used in ie PAL~I 
• Searching 
• logging i 

605 

605 

TBD 

·------------'-------------····· .......................... -~---........ ---------
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10:00 AM - 10:15 AM 

10:15 AM - 12:00 PM 

12:00 PM- 12:45.PM 

12:40 PM - 2:00 PM 

2:00 PM _;. 2:15 PM 

2:15 PM-3:30 PM 

3:30 PM - 4:00 PM 

Monday June 23, 2014 
8:00 AM - 10:00 AM 

10:00 AM-10:lSAM 

10:15 AM - 12!00 PM 

Break 
- ... - ... •-••-.,nn•:n.....,•u 

i 
}. 

Cont 
---1------./r' -------,. .... _ ........................... ,. .. 

---• Practice 

Lunch 

• Us!nq !as an 
Intelligence/ Analytical 
database 

• Analyzing Results 

BREAK 

• How to raft a .... l __ ___. 
• listen to calls aa,d draft a 

narrative. 

Alignment with a Mentor 

601 

601 

· 60l 

601 

Practice cans 609 
• listening 

• Correct ~911@ up Af~estions 
• togging 1~ I ._ __ .... 
• Documentation to FO 

Break 

Job Shadow Mentor/Lunch/Break PAL 

: 
: 

t,rnd 

,,._ ___ _., 

• Various CSR{S) 
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1-----------+----·- . _____ .... ✓ ---·--·······-·-----· . ... ., ·,· ···------~-------

Job Shadow Mentor /Lunch/Break 12:00 PM - 12:30 PM PAL 

12:30 PM-1:00 PM Job Shadow Mentor/lunch/Break 
-----------....... ......................... ·-··---l 

PAL 

1:00 PM - 2:00 PM 

2:00 PM - 2:15 PM Break 



2:15 PM-:--4;00 PM · 

Tuesday June 24, 2014 
8:00 AM - 10:00 AM 

10:00 AM - 10:15 AM 

10:15 AM -12:00 PM 

12:00 PM-.12:30 PM 

12:30 PM -1:00 PM 

··-·--
1:00 PM - 2:00 PM 

Practice Calls 609 
• listening . 

• Correct forow up 1uestions 
• Logging ln 
• Documentation to FO 

Practice Calls 609 

• Listening 

• Correct foHow up guestions 

• logging i~ I 
• Documentation to FO 

Break 

Job Shad.ow Mentor/Lunch/Break PAL 

----------" 
Job Shadow Mentor/lurn:;h/Break P.Al. 

Job Shadow Mentor/Lunch/Sreak PAL 

Job Shadow Mentor/lunch/Break PAL 
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·-··--··----···-1 

I 

Various CSR{$) 

---------------+----·-------------+--------------
2!00 PM ... 2:15 PM Break 

!----------------~. -------·-··----····-····· ---··---·--·· .. ··--..,.,j-----------1 
2:15 PM - 4:00 PM 

Wednesday June 25, 2014 
8:00 AM - 10:00 AM 

Practice Calls 609 
• Uitening 

• Correct follow up r.iestions 
• Logging in 
• Documentation to FO 

• Listening 

• Correct f~ low upruestioris 
• Logging i 
• Documentation to FO 

1-----················· .... ··•····----l----------------l-------+------··-·-·--··· 
10:00 AM - 10:15 AM Break 

10:iS AM -12:00 PM 



12:00 PM - 12.:30 PM Job Shadow Mentor/lunch/Break PAL 

b6 
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1--.,....... ......... - ... ·----------l--------------.........j.----~·····-·---··--···-···· ......... -------------! 

12:30 PM-1:00 PM Job Shadow Mentor/lunch/Break PAL 

1------~---------+------·--" ., ·--·------·----·-- . ... •.•-----+--------"'! 
Job Shadow Mentor/Lum:h/8reak 1:00 PM-2:00 PM P.AL 

2:00 PM - 2:15 PM Break 

------.. -----+--------------i----• Practice Calls 609 2:15 PM -4:00 PM 

Thursday June 26; 2014 
8:00 AM - 10:00 AM 

• Ustenirig 

• Correct f~low up Juestions 
• Logging l 
• Documentation ta fO 

Practice cans 605 
• listening 
• Corrett follow up questlons 
• Correct Resolution 

Various CSR(S) 

--........j.-------------.....j...----..........-.·--- · ·-'-------.......i 

10:00 AM - 10:15 AM Break 

10:15 AM - 12:00 PM fob Shadow Mentor /Lunch/Break PAL 

1?:00 PM-12:30 PM fob Shadow Mentor/ lunch/Break PAL 

t ......... .-.... ---1----..;.......----1 

PAL I 
! 1-------------+-----------·----·----·-.........j.---------------.....i 

1:00 PM - 2:00 PM 

12:30 PM -1:00 PM Job Shadow Mentor/Lunch/Break 

Job Shadow Mentor/Lunch/Break PAL 

2:00 PM - 2:15 PM Break 

2:15 PM -- 4:00 PM Practice Calls 605 
• Listening 
• Correct follow up. questions 

• Correct Resolution 

, Friday J.1.me 27, 2014 
I 
[ 8:00 AM -10:00 AM • Ustening 
I • Correct: follow up questions 
l 

l • Correct Resolution 
· l.., ____ .............. .... ___ ...,...._ ______________ . . ................. · ............. · .. ·---·-----.........., 6, 'i'-'' ' '' '' '' ,,,,., ~,-----~"""~----""'-"'""'""'_ ...... ,""""°"" ..... , ... , ... ~"'----'" .... '"',__,.._...,. ... , ... .._,,_,.....,,.;. ...... ....,. ...... , ... __ .._""'"'"' ...... , .... _,__...._.,, 

~ . 



b7E 

..... ___ ......... ··•-•··· 

• Cor. rect F~ilow up !questions ! 

• logging i 
• Documentation to FO 

10:00 AM-10:15 AM Break 
.........-..... 

............. --.-- - .•'-".h"• ... 
10:15 AM-12:00 PM Job Shadow Mentor/lunch/Break PAL 

; 

............ . u .. ·-12:00 PM-12:30 PM Job Shadow Mentor/lunch/Break PAL 

l.......-....... _ _ ........... , :,, .. 
12:3-0 PM - 1:00 PM Job Shadow Ment:or/tunch/Sreak ···--., P;\L 

...................... -. --•'-••--· --
1:00 PM - 2:00 PM Jo.b Shadow Mentor/Lunch/Break PAL 

.......... 

2:00 PM- 2:15 PM Break 

.-... ,. ... . . ~-.u. ,. -~.. - · 
2:15 PM-4:00 PM End of Training Patty 6-01 Bring finger foods 

....... .,., ............................ ~ ............. noo••••u •••••"•-•---•un••• 



Training Schedule for 

Public Access Line 

July 14-25, 2014 



. • · - . • Jl1ly 14 ...... 25, 2014 . 
~i:~~~~~~~~o::itst·~~:ct:'$1t ~,t~~ ~~ ~~~~~)Q 1 Q •OM,'.:~~~~~~ 

Monday July 14, 2014 AO Greeting 601 AD MorrJs 
9:0.0 AM - 9:30 AM 

9:30 AM - 10:15 AM Administrative 
• Computer programs set up - 601 

passwords and PKI cards 

11:00 1M ¥ 11:15 AM Break 

b6 
b7C 
b7E 

~-

i-----------------~ 11:15 AM-1:15 PM Tour PAL and Silent Monitoring of PALU 
----------l------..... j ----------i 

calls -Al 
! 
' 

Observation Only Please. Questions 
will be addressed at a later time. 

1:15 PM - 2:00 PM lunch 

2:00 PM - 4:00 PM . PAl Complaint Gulde 601 TBD 

4:00 PM - 4:15 PM Break 

4:15 PM - 5:00 PM Cont. PAL Complaint Guide 601 • TBD 

Tuesday July 15; 2014 

9:00 AM-._1_1_:o_o_A_M_· _· -+-------------!---·--+' ;...· -----__ J_ 
11:00 AM - 11:15 AM Break I 
11:15 AM - 1:00 PM Communication and Grammar Cont. 601 

1:00 PM-:- 1:45 PM lunch 

1:45 PM"~ 3:45 PM 
• What i~ land How is lt 

601 TBD 

us.ed in the PALU ...l 



3:45 PM - 4:00 PM 

4:00 PM - 5:00 PM 

Wednesday July 16., 2014 
9:00 AM -11:00 AM 

• Break 

ractice 

• Access 
• What is it and how is it used 

in PALU 
• Using Sentinel as an 

l ntelligence/ Analytical 
database 

• Analyzing Results · 
11:00 AM - 11!15 AM . Break 

601 TBD 

11:15 PM - 1:00 PM Silent Monitoring of Calls • PALU A1 TBD 
Observation Only Please. Questions 
wm be addressed at a tater time . 

................ ------------
1:00 PM - 1:45 PM Lunch 

-----··~~-----1---------r----,....._-'--__ -l-_,_ . ..• ·-····--··+--------· 
Introduction t l 601 TBD 1:45 PM - 3:45 PM 

3:45 PM - 4:00 PM 

~------
• Access 

• What ls it and how is it used 
· in PALU 

• Usi.nQ san 
tntelHgence/ Analytical 
database 

• Analyzing Results 

Break 

b6 
b7C 

b7E 

.-r--,-.......---------------+--················- ···-·-··-----......., 
4:00 PM - 5;00 PM ractke 601 TBD 

. ,. 
"Thursday July 17, 2014 
. 9:00 AM -10:00 AM • How to search and when to 

use . ___ .,_____ ____ __,_ ______ ....... . J 
~-i --~~-t,i1_n ____ ,_,.....,._., _,:to1_...,.n .... ,,.,.. ____ .,__,.."'<-~-~-----------

21 



10:00 AM- 11:00 AM 

11:00 AM - 11;15 AM 

11:20 AM-1:00 PM 

1:00 PM -1:45 PM 

1:45 PM - 3:45 PM 

3:45 PM - 4:00 PM 

4:00 PM- 5:00 PM 

Friday July 18, 2014 
9:00 AM - 11:00 AM 

11:00 AM - 11:15 AM 

11:15 AM -1:00 PM 

1:00 PM - 1:45 PM 

• Examples 

• • Test 

Introduction t ...__ ___ ___, 

• Access 
• What is it and how ls it used 

ln PALU 

Break 

601 

Silent Monitoring of Calls PALU 
Observation Only Please. Questions Al 
will be addressed at a later time. 

Lunch 

ontlnued 
--.--U--sin~ ~sao 

601. 

Intelligence/ Analytical 
database 

• Analyzing results 

! Break 
' 

ractice 

Practice CaUs 
• listen to a call 
• Determine appropriate 

response 

• Log into appropriate 
Database ·-------

Break 

Continued: 
Practice Calls 

601 

601 

601 

lunch • • ·1 

1:45 PM ... 3:45 PM·--+-S-ile- nt Monitoring of Calls PALU 

,._ _________ _,__O_b_s_e_rv_a_t_io_n_O_nly_f.!~ase. Questions , Al 

TBD 

TBD 

b6 

b7C 
b7E 

l 

-··- ·-··•················•·····-··-·-··········· •.... ..l 



3:45 PM- 4:00 PM 

4:00 PM - 5:00 PM 

Monday July 21, 2014 • 
8:00 AM - 10:00 AM 

10:00 PM - 10:lS PM 

10:20 AM - 2:15 PM 

2:15 PM~ 4:00 PM 

Tuesday- July 22., 2014 
10:00 AM - 2:15 PM 

2:15 PM - 4:15 PM 

4:15 PM - 4:30 PM 

4 :30 PM - 6:00 PM 

will he addressed at a later time. 

BREAK 

Continued - Practice Calls 

Practice Calls 
• Listen to a call 

• Determine appropriate 
response 

• Log into appropriate 
Oatabase 

Break 

Job Shadow Mentor/lunch/Break 

Practice calls 

• listen to a call 
• Determine appropriate 

response 
• Log into appropriate 

• Database 

Job Shadow/Break/lunch 

Practice Calls 
• Listen to a call 
• Determine appropriate 

response 

• Log into appropriate 
O<Jtabase 

Break 

Practice Calls 

• Listen t o a call 
• Determine appropriate 

response 
• log into appropriate 

Database 

601 

601 

PAL 

601 

Al 

601 

601 

b6 
b7C 

......... -------·····--···· • • ·-·· .. . ............................ . ····-------........ "----------'--------------' 
,...,_-,.-.41""'"'""'' _ _,, . ...,(t ·.,..: . <.,_,.. _,,...;, ,...,.~,v-~ t.,.,. .. ,.. .. i'/~~~ ~ ~<61Nl(l(eM< c: c 1~~'\flCICIO,_,~'(l('l,.~,~~~,~"'(r,O,,_~~"'-»>,~~~~~>· c1 1:c1occ 

~ 



i 

Wednesday July 23, 2014 
10:00 AM - 12:00 PM 

12:00 PM - 12:15 AM Break 

i PAL 
Al 

b6 
b7C 
b7E 

i-------- --- -+----------·--------4-
12.:15 AM - 1:30 PM Job Shadow 

1:30 PM - 2:00 PM Lunch 

2:15 PM - 4:00 PM Job Shadow 

PAI. 

PAL 
Al 

!----------=--- -+-- - ----- -- ------4··-·-··········- ---!-- ---
4:00 PM - 4:15 PM Break 

4:15 PM - 6:00 PM Practice Calls 

• Listening 

• Cor.rect follow yp f·uestions 
• logging l~L.--....1-

• Document ation to FO 

Wednesday July 23, 20i4 Job Shadow 
10:00 AM·- 12:00 PM 

12:00 PM - 12:15 AM Break 

12:15 AM -1:30 PM Job Shadow 

609 

f>AL 
Al 

PAL 

·-- ---- ---.........----- ·-------+--------·_! 
1:30 PM - 2:15 PM Lunch 

1---------·- ------4--- -
2:15 PM ..:. 4:00 PM Job Shadow PAL 

Al 

·-- --- ----··--·--·------
4:DO PM - 4:15 PM Break 

4:15 PM - 6:00 PM 

~ 
-----#-------. ......... __ ._j 

Prc;1ctice Calls 609 I • j 
• Listening 
• Correct fo~ uestions 
• Logging lnl__J 
• Documentation to FO 

--- . - ~- --n-• _,.1_ ,......._,_..,.,......,_~>0t'\'«',-~~"~'"'~~ o,i- c,i110 ors-,,._~.,,._ .. , , .._ __ ~ 

5 I 

I 

I 

I 
i 
f 



Friday July 25, 2014 
8:00 AM - 10:00 AM 

10:00 AM - 10:15 AM 

10:lS AM - 12:00 PM 

12:00 PM - 12:30 PM 

12:30 PM - 1:00 PM 

Practice Calls 

• Determining correct 
• resolution 

Break 

i Job Shadow 

Job Shadow Mentor/lunch/Break 

Job Shadow Mentor/lunch/Break 

601 

PAL 

PAL 

PAL 

J..------------+--· -------·------~ 
1:00 PM - 2.:00 PM Job Shadow Mentor/Lunch/Break PAL 

2:00 PM - 2:15 PM Break 

2:15 PM - 4:00 PM End of Training Party 607 

-·-' n-ui-• ~ .... ij1~~,-~e-1e,-,a,...~1 r_...,, c-»,.,,.,.~~~11111 i * o,ce H a 1:u1 " ' ,,, , ea:ot 

61 

Bring finger foods 



Job Shadow Schedule 

July 14, 2014 Class 



Job Shadow Schedule 
July 14, 2014 Class 

Monday 14 
(10:35 - 13;00) 

Updated on: 2/17/2018 9:05 PM 

Wednesd.ay 16 
(11:20 - 13:00} 

Thursday 17 
! (11:20 -13:00) 

Friday 18 
{13:45 - 15:45) 

b6 
b7C 



b6 
b7C 



Curriculum and 

Training Schedule for 

Public Access Line 

Aug. 11- Sept. 5, 
2014 



.A11g. 11 - Sept 5, 2014 • 
~~~-..st..~~~~~~~ .. ~~~~~~tR.-o..~~~~~~,-oc,;.'1«l~~~~~~~~,'QO..~~~m~~~:~~~~~~~s»..,~,~'W: 

~.,~~~tn~·1~~·i: i·$~:~u.~ ~~~~~;;i t"l!Q:Q·o~:~¥.:a· i;ii~~·:c=~~~-~~u:si~:.::,<. l:til. 

b6 
b7C 

Time Allotted Segment R-oom ln$tructor/Presenter 
Monday Aug. 11, 2014 
8:30 AM - 10;30 AM 

Communication and Grammar Cl Lab 

1-------------t-------·-------·f------+------·~··········--·-·---· 10:30 AM - 10:45 AM Break 

10:4.5 AM - .12:30 M Communf cation and Grammar 
Continued 

ClLab 

12:30 PM ... 1:15 PM 
-----------1----·--·····------·------r---

Lunch 

1:15 PM - 2:45 

1:45 PM - 3:15 PM 

3:15 PM .... 3:30 PM 

3:30 PM - 5:00 PM 

Tuesday Aug. 12, 20i4 
8:30 AM - 10:30 AM 

10:30 AM - 10:45 AM 

10:45 AM -12:30 PM 

Administrative 
• Determine Acc;ess 
• Computer programs -

Passwords and PKJ cards 

• 
Administrative. 

• Computer programs set up • 
passwords and PK! cards 

Break 

NCIC and Certification 
• How to search and when to 

use 
• Examples 
• Test 

Break 

Complaint Guide 

Cllab 

Cl lab 

Cl Lab 

·1------+---·-···-········· 
j Cl Lab 
! 

TBD 



12:30 PM -1:15 PM 

1~15 PM - 3:15 PM 

3:15 PM - 3:30 PM 

3:30 PM - 5:00 PM 

Lunch 

Slle_nt Monitoring. of Calls PALU 
Observation only please, Questions 
will be addressed at a later time. 

Break 

b 6 
b7C 

------·· - - - --,----+--------·······--
Sllent Monitori~g of Calls PALU 
Observation only please. Questions 
will be addressed at a later time. 

Wednesday Aug. 13, 2014 
8:30 AM - 10:30 AM ,,___•__.What i~ .... ----~nd how is it 

used in t~e PAl~ I 

10:30 AM - 10:45 AM 

10:45 AM - 11:45 PM 

11:45 PM - 12:45 PM 

12:45 PM - 1:30 PM 

1:30 PM- 3:00 

3:00 PM - 3:15 PM 

3:15 PM - S:00 PM 

• Searching 

•~i 
• L_fractice 

Break 

Practice 

Introduction to Sentinel 
• Access 
• What is It and how ls it used 

in the PALU 

Lunch 

Sentinel 
• Using Sentinel as an 

intelligence/ Analytical 
database 

• Analyzing results 

Break 

Job Shadowing 

Cl lab 

Cl Lab 

Cl Lab 

PALU 



b7E 

Thursday Aug. 14, 2014 ' Sentinel Continued Cl Lab 
8:30 AM - 10:30 AM • • Searching Sentinel 

10:30 AM - 10:45 AM Break 

10:45 AM - 12:30 PM Sentinel Continued Cl Lab 
• • Oraftfng a Sentinel F0~71 

12:30 ?IV! - 1:15 PM ! lunch r 
i 

1:15 PM - 3:00 PM 
---------··---····-·------+-----...;....----------; 

[ Sentinel Practice Cl Lab 
l 

3:00 PM - l:lS PM Break 

3:15 PM - 5:00 PM [ Job Shadow 
--------....... ............ ·-------+-----------i 

Friday Aug. is, 2014 
8:30 AM -10:30 AM 

[ 

• Access 
• What is it and how is it used 

. in the PALU 
• UsinLJsan 

I ntelUgence/ Analytical 
database 

• Analy:r.ing results 

10:30 AM - 10:45 AM . Break 

10:45 AM-12:00 PM 

12:00 PM - 12:45 PM ! Lunch 
i 

r-actice 

PALU 

C1 Lab 

......., _________ _,._. ,_ . • ··-···--------·-···---·-·· ···-----4-----........C----.........j 

i Practice Calls 12:.45 PM - 2:45 PM 
l 

' ! 
C1lab 

2:45 PM - 3:00 PM 

·-----+------+------•-. . ·•·····--····· 
3:00 PM·- 5:00 PM ½ Practice Calls Cl Lab 

i 

Monday Aug. 18,. 2014 
8:30 AM - 10:30 AM 

i 

j Introduction to 
! • Access. .__ __ ___, 
i . 
"! • What is it and how is lt used ----------J....------

Cl Lab 



10:30 AM - 10:45 AM 

in the PALU 

• Usin !----..,..,,.._.as an 
Intelligence Analytical 

• database 
• Analyiing results 

Break 

b6 
b7C 
b7E 

·······---------r------,. . ..__.....,..;. ____ ......... .-........ ____ ......... _ __;.. __ -4-__ ·······-·----------.......... 

10:45 AM -12:30 PM or1tinu,..e .. d ___ .. 
--.--se_.archinJ ...._ ___ ... 

Cl Lab 

12:30 PM - 1:15 PM • lunch 

1:15 PM - 3:15 PM PALU 

3:15 PM - 3:30 PM Break Cl lab 

-----+-------------.........J---------1-------
Job Shadow PALU 3:30 PM - 5:00 PM 

. . . 

Tuesday Aug,. 19~ 2014 
10:00 AM - 2:15 PM 

2:15 PM - 4:15 PM 

4£15 PM - 4:30 PM 

4:30 PM - 6:0() PM 

Practice Calls • 

• Listen to a call 
• Determine appropriate 

response 
• Log into appropriate 

Database 

Break 

• Job Shadow 

Wednes.day 'Aug. 20, l014 •• Practice Calls 
10:00 AM - 12:00 PM • Listen to a call 

• Determine appropriate 
response 

Cl lab 

PALU 

Cl Lab 

• log into appropriate 
Database 

--------+---·•• .--·-- · ---···--······-··-------!------4--'---- • -----
12:00 PM-12:15 PM Break i 

---'-----~-... .! _____ , 



.,..........----------.--·-·--··-·-······-----·-······ .... -----.----------.----···· .. ··········• .. ········1 
12:15 PM-1:30 PM Practice Calls Continued Cl Lab ! 

! 

I -------+-- .. ····•---1---------! 
1;30 PM - 2:15 PM lunch 

2:15 PM - 4:15 PM Job Shadow 

1-----------1----•··--···· · ····------
4:15 PM - 4:30 PM Break 

4:30 PM - 6:00 PM Job Shadow 

Thursday Aug. 21) 2014 • Practice Calls 
10:00 AM - 12 :00 PM • listen to a call 

• Determine appropriate 
response 

• log into appropriate 
Database 

PALU 

· C1. Lab 

i---------------f----··-·--··· .. --· .............. _____ ................ ···-· · -··----+----------1 
12:00 PM -12:15 PM Break 

1---------------,f------· ....................... -----

12:15 PM - 1:30 PM · 

1:30 PM -2:15 PM 

2:15 PM - 4:15 PM 

4:15 PM - 4:30 PM 

4:30 PM - 6:00 PM 

Friday Aug~ 221 2014 
9:00 AM -11:00 AM 

Practice Calls Continued 

lunch 

Job Shadow 

Break 

f JoJ:) Shadow 
i 

[ Practice Calls 

• Ustert to a call 
• Determine appropriate 

response 

• Log into appropriate 
Database 

11:15 AM .... 1:00 PM Practice cans Continued 

C1 Lab 

PAL.ll 

b7C 

Cl Lab 



1:00 PM - 1:45 PM Lunch l 

1:45 PM - 3:00 PM Job Shadow PALU 

3:00 PM - 3:15 PM Break 

3:15 PM -5:00-PM Job Shadow PALU 
........... ________ __,_ ___________________________ _ .._ ____ ....,...,_ ______________________________ _ 
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Desktop Reference 
Public Access Line 
Revised 10/2015 

• FBI, CJIS Division & PAL Un.it; Mission 
Statements and Guiding Principles 

• Federal Bureau of Investigation; 
Mission Statement 

• Criminal Justice lnf·ormation Services 
- (CJIS) DIV.; Mission Statement 

• CJIS Division; Guiding Principles 

_ • Public Access Line Unit; Mission 
Statement 

• Public Access line Unit; Guiding 
Principles 

















Quick Reference . 
• Sheets 

b7E 



• 

• 

Cou nterterrorism 
Division 

Field Office Assignments 

Region Map -

·i----1 ----

b7E 



NCIC 
• NCIC Queries - Criminal History 

• NCIC Record Abbreviations 

• NCIC - Vehicle Registration Queries 

• NCIC - Driver license Queries 

• NCIC Queries - Gun Query 

• NCIC Queries -Securities Query 



NCIC QUERIES ~-CRU\t11Nit\L HISTORY b7E 

1tlll!!!lliii 

: 

I 
I 
I 
! 
l 
! 

1 
! 
~ 
i 
! 

! 
I -

I 
J 



i-• ~•~'""'""""_""'_""""'""' ,_..,,.,.,,.nc,_,_,_.,_.,.,,.a ~• ======•~•~• .~•- ~i •• ~. •~(1"t(llt'~<ese~t-t.,,,,oi-'«- .. ,,., . .. .,, ... ,,,., . ... ,,., . . ..... .................... !'l, ........ ..... .. .... .. .,..~.===========•.,,,,,cN1•,~'"~a I ~ •;,;, . ••• .... .. ...... ._.. • .... . . .. • • • • • • • • n ';';; ... 

~ - I 

I -•-------- .,--• .... ___ . -·--- i 
_L, I 

1l:IIII:m NC!C RECORD ABBRE\IIA l"'iONS ··::::. 

if 

' 
MKE: rnessage key (exampie; \,'I/anted Person-Caution) 

OR!: originating agency identifie r 

NAM: name · 

SEX: sex 

I 
I 

I 
RAC: race 

DOB: date of birth 

HGT: height 

WGT: weight 

CTZ: citizen 

SKN: skin 

SMT: scars, marks, tattoos . 

FPC Hngemrint dassification 

I MNU: misceHaneo:..is number 

tate/iocai issued LD. 

t :~:'. y
0
::~~;::nseexpirces 1 

I!jjJ!!:!!:::;;;;I:i OOC: original offense dass1ficaUon j1 

I • I 
I I 
l~.__~~'°""'~'°"""'~'-"~.ii~c,c;;;;u ;;;;, ====""ci'C .... ooc<~uo ... W™.')ii"otoW~ii...~---··· ...... .:-=»i··-----·»i,:.••rnj•-;;;~;.;,;;.._~,,w,,..,._;.;;;;:;;;;;;;;;;.;;;;:;.;..;;_;.. m a:•H••···-- 11 



r ~= .. ~~---=============•-·~•• ....... • . .......... • .................. - •.• ........ • .. --........... - ....... 1 

.i······....-. DOW: date of warrant 
tliilii:ittt-

'r OCA; orlglnal agency case m .. nnber 

WNO: warrant nurr.ber 

MIS/C: miscellaneous/caution 

!MN: image nurnber 

!MT: image type 

DTE: date & time entered 

DLU: date & time !a:,l updated 

IMR/MNAM: !rnaiw narne . .. .. 

N!C: NOC nurnber 

DLC: date of last contact 

MNP: missing P•?rson 

FPA: footprints avaiiab!1? 

BXR: bodv x-ravs 

VRX: vfsion 

MNP/CA: child ,.;bduction 

PlN: per~on \iVith irrfnrmat.ion 

CON: convi.cUon date 



! 
~ 

... ::~·:·:.: . . 

DLO: location of DN,i; 

SID: state LD, 

BHN: boat haul number 

110: internet LD, 

AO\/: age of- victim 

ROV; reiatlonship to victim 

?PN: protected per~:on 

VIN: v~ih1de identification number 

< 

UC: license plate number 

OCA: c:dgin21ting agency case nurnber 



NCIC-VEHICLE REGISTRATION QLlER!ES b7E 



NCIC- DRIVER LICENSE QUERIES b7E 



NCIC QUERIES-GUN QUERY b?E 

\11 

I 
I 
~ 
! 



I 
I 

L 



• Queryin~ I 
• PAL Unit Training 2015; Querying□& 
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Avaya Reason Codes 



" Break (22) 

• Lunch (19) 

,. Meetings (26) 

;. Training (25) 



Quick Reference 

Guide 

• • FBI - WV Call ·Center 



FBI - Ml CALL CENTER 

K<::~(!J'.i- thi~; Quick R<<:ferenc:e G,iidB (QRO) n~~arby for easy wforenc(~ to ofa:dively uU!iz:r,; Lango~:\](:= Lint/' 
Over--Hie-phone !nf.erpretatirm Service. 

1. UH(? Conferenct:! Hold lo place the fimited Engiisri spFmker on hold. 
? . Dii:t!: 1»866--874-3972 • 
::;. Enter on your tet•.Jpl·Kmi~ k>'.:ypa<1 or provi(k, tht~ repmsentativ~~: 

You tnay press O or .5ilav <..n-1 !h~~- Hnr~ (it as- :.~f;Jr:cc i;!i ar::,1iJine: 
6·digit Cli.;~nt H> .._ ____ __, 

lit Pn_:1s.~, ~ for Spanish 

~ Pre,;;:, 2 kn an ntMer !:)n9i.,c,[!8t, and spe<~k m~ nmn ,, n' Hw ian9uaqe you ntxKl at the µmrnpt. 
• . Enter Your: Accl~$S Code (AU shifts: 

l)G not bt?qin ,vour nu:nt!ar ~·vith .J zero. ----
An lnterpri;.itm will be conni:ir;ted tn the call. 

4 Brief the inl0rprt~ter, Summari?f.1 whal you wish to r:icc:ornp!is.h ,.md 9lvH any ~IXlci;:,J 
instruction$. 

5. ADD THE !imtted--CNGLiSH SPE;.\KEH t,:i the line, 
6 S.:iy "End of Cai!" b th€, inbrprQter when thf.J call is <.;ompl(ited 

NOTE: When placin9 a call l,~ }l !iroit;:.1d--Ennlish ~,pE,,~ker, i:iegin at Step 2, Ir you need ass!st"mce pli.tcing a 
c~)l! t() a !imited•tn9lish sp.;~~~ker, ph:,<)Sf.°l !nforrn !he tnt:irpret1:,r d lr1<:.1 beginnin9 of thi:, t<01il. 

,,....._ • • • • • ~---------

VNKNOWN LANGUAGE ···· lf yo~1 do not knew; which h:1n~_it1"1ge to mqum,t, our n:;presentalive will help y0~1 

UNE QUAUTY PROBLEMS •·· If you hav1_:,; proplerns before ror1ct11ng a u:;prm,Bn!ative, pr(i:,ti ··o·' lo be 
transfe1rE,d. If there is il sound quslity problem, tir,k Hie representath1;:; to stay un the !im~ to check fc,r sowKl 
q;Vliily. !J you htWi! probh;jrns connectinq to ,:in !ntorprnter cali Customer Sorvic(~ ;:il 1•800--752--G09G. 

WORKING WITH AN INTERPRETER - Giv.,i U,E.! lnterpmbr specific questkms to reby, Gwup your thm.ight~: 
or llt!E.!Stk,nt~ to lmip c0nvers.1tii:,n ·now quickly. 

LENGTH Of CALL --· Expect irl!{~rpr€iti?,! cornments lo nm <~ hit ion90r than Enn!ish pbr;Jses, Interpreter:, 
GonvBy n-it\;,)ning-for--meaninq, not vvord--for--word. Concepts fomrnar lo Ennlish SP(~;,ikert~ often require 
,;~xplanatk.)n or (:>bl:!oration in other !~r)g0,1fficis. ;:md Gu!tures. 

iNTERPRETl;R IDENTIFlCATlON --- Our !nterprel,;jrn iden!iiy thems(~!v,~s by firnt nanm an{i numhE,r onfy. For 
n:,iasons of c;onfldentla1ity, trKiy do not cHvuiqe ~,ithtir Hww full na!llf!S o;' phm:1(, number. 

OEMONSTRATION UNE ••• Tei hem a. rf-Jr.on.li:,d <lon-ionstn.ilion of over-the-phorn:.: inlerprdat;on o,U our 
(fomons!n.ition line at l-800-996-·8808 or viHit om wetl.&!t(1 ti! www.l.m1g1..iaQHLine.com 

DOCUMENT TRANSLA i lON -- WC:.: O!S() provide -..wittl'.>1"1 !rt:msk:1tion servicf}S, !or more inforrnatbn p!e,:mti 
contt:ict our 0<.K:w·iKint Tr-,::;m,!atiGn Dep;:ir;mont at ·J-8fH3-7G3--3iiG4 or (irni.~ii trnnslation@lariQuagt,iine c:en-1. 

;;;., 

• S CUSTOMER SE:RVICE ··· To provide foedtiack. commend "m !nterpmtHr, or report i;tny :,oivice comxims, caH 
c:ur>tt)fYk.:r z.;HivicH at 1 ~-800--752~-t")Ot:6, 

' ' ' 
www .. i..angugeCine,.com , , _ 

.. .. .. .. 

I 



Reference Materials 
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COMMON PHRASES lN SPANlSH FOR IMMEDIATE RESPONSE 

,.-...... ,_ .................. ···················································· ........ , ______ _ ···························v··•··••----

SPANISH PHRASE ENGLISH PHRASE PRONUNCIATION KEY 
:,,••····················-----········--··--················· 

································· ·"·············-··---
.! ~}.?..'l.~~ .. ~~:a.~ .. ~'-'~.1.'..~~1_?_. 

I Hah-biahs een-glehs1 
----

No hai:h Espaiioi 
~----·--······· ......................................................... . 

! ! don'r speak Spariish No hah•b!oh es·pah:-1-yoi ............................ +--
i Un momei0 to por favor f One moment please 
~ ........................ ------ ; ......................................... ~---
: ... ~:.~.:9a1 es su nombre? ·· ·················- - j_ 1

Nhat_is.your_name?········· 
t i'!I ,.,., h• ck ·1•~" rn ~m'-'"t f , :J ... vr.1 , . . ~ ~ (J : V 1~~: ! ! Regre.sc en un momento '. Heh-greh·•sch ehn oori moh-rnehn-toh 

...... ................ . ..................... ,,,, ............... . 

, Qu;;: .. es soo nom-breh? 

: lMe permite buscarle ayuda? ! Will you allow me to get you help? : rneh-µehr-rnee-teh boos-kar-ieh ah-yoo .. da h? 
····f · ....... ······~··+······························· ............. ...................... . 

i iPuedo ponerlo en espera? i May I place you on hold i f'oo-eh·dch pc .. nehr··lch en es·peh·rah? 
.................................................................... ·······f·· .................................................. ················-··· ···~ 

L~·.:~.~.'..t~ .. r_e_g_re_·s_o_· ____ ... U'H be right back _____ ....... : .. ~~~.:.?..~.~r.!.~_l~~.3..h .... r:~:~.~~1.,.:?t)_h___ ................. . 
' D f I > I • j • 1 Ol . -- .,. n Y. '! .. ,~ i . or ;,var 1a,J e mas< espac10, , . ,e,,se ~p..:a .. , s ow ~r. Pohr fah••vor, ah-b!eh rnahs dehs-pah-see-oh 

. ................... ·-··-----·······--·············--· .. ·--
i tEntierdes? i Do you i.<nderstand? 
;.. .... ------·••»••- ~ · ··· ···············<-·········--·······--·----····· ........................ ····----

• i:hn-tiehn-deh;;'? 
·················· +···· 

______ .................... , ....... .......... ,c 

: Yes ! SI··-· .............................................. . 
See 

··································••••••·••••• .. ·••-i----· ···················· ··· · .. •••••••••••••••••••••••••••••• .......... ........................... . 

No No 
' ' ... ..................... ! i ..................... ,. ·-···-·--··-·---- .......................................................... ---- .................................. 

• • • 1f you he;; r wot,i£ like A.TAQUE TERR.ORlSTA (terrorist iittack), BOMBA (bomb), PEL!GRO (danger), AYUOA (he!pi, SECUESTRO 

(k,~Jnaµping)••• PLEASE LET A SUPERVISOR KNOW 

' ; 



A -ALPHA 

B - BRAVO 

C w CHARLIE 

D - DELTA 

E - ECHO 

F WFOXTROT 

G -GOLF 

H - HOTEL 

I 

j 

- INDIA 

- JULIET 

K - KILO 

l - LIMA 

M ~ MIKE 

PHONETIC ALPHABET 

N - NOVEMBER 

0 - OSCAR 

P -PAPA 

Q - QUEBEC 

R - ROMEO 

s - SIERRA 

T - TANGO 

U - UNIFORM 

V -VICTOR 

W - WHISKEY 

X - X-RAY 

V - YANKEE 

z - ZLJLU 



srATE ABBREViATIONS 
J\ii!oama Al t.oofsiana Lt, Oklilhom;; 01<. 
Alaska AK Maine Mf Oregon OR 
Ariwna Al Maryland MD Vermsylv,mii! PA 
Arkansas AR Massachusetts MA P,uerto Hico PR 
C;;!ifomia CA Michig,m Mi [Rhode 1,1,md Ri 
Colorado co Minne~oti! rv1N jS1;uth Carolina SC 
Ct'>nne{;ticut CT Mississippi MS Si)uth Dakota 5D 
Dt'!aware DE :Missouri MO Tennesse,> TN 
District cf Co!umbi;; DC Montana MT Tl?.Y.aS TX 
Florida FL Nebrc.ska N( iJtilh JT 
Georgia GA Nevi!di! NV V•~rmcnt VT 

jMav~.'.~_ii HI New Harnpshiri, NH Virginia VA 
!Idaho ID New Jersey NJ I:~ya~hingtcn WA 
:!ifo;ois ll New Mexico NM J \11\fe.st V!rginl~ 'NV 
)i!!diana IN Nev.: York NY :v•.listons!r: WI 
Iowa IA North Carolina NC ~yvnn1fr:g '.VY WY 
K,msas KS Ncrth Dakota ND 
Kentucky KY Ol~io OH 



JULIAN DATE CALENDAR 
PERPETUAL 

!l!l);ljay Jan Feb Mar . Apr MayT-Jun ! Jul l Aug Sep. Oct N'ovT'"i5ec Day __ 
II::tilif 1 001-"'032 060 091 'l 2 '1 152'T-:ra2-!2 -13 2 44 27 4 305 335 1 

-----2 ' 002 033 06'1 092 122' ·153 183 214 245 275 3'66 336 i-~ 
3 003 '034''" "05'2 093 123 154 i 184 215 - "'2'4'if" ,.276 30 7 33 7 3 

_ .... , ......... ,-» .. :,,...,.,: • • ..... ......... 4,-· ...,..,_,,__._,+---+---.,.....+--+---+---i------~ 

4 004 035 063 094 ·124 155 1 185 2'16 241 277 ~108 338 4 
_----l _____________ .. ~-.:,.,: ...... ,_ ~· ............... --+--........+-----+----+----+--~-+----i 

5 005 03() 064 095 125 '156 186 217 248 278 309 339 5 
____ 6 ____ ___ ooci· ·odi 065 096 126 157 1s7 21s 249 219 310 340 s 

""''""""'"'"= :,,; . 

7 007 t 038 066 097 127 '158 188 219 250 280 31 :1 341 7 
~..................... ,...,. .. ...,.. ........ :,,,, .......... ~ .... --. .. , .. ...._ ... ,._,_,.,_.:.:,.-i-------t----i----+---t--............--i 

s oos 039 067 098 128 159 ·189 220 251 2s·1 312 342 a 
9 009 l 0-40 068 099 •129 1.60 190 221 • 252 . 282 ! 313 343 9 

·,,,._.., .. ""-~*""""'- t,-,,.-.---+----t---+---+---+---+----+------1 ............. ... ~ .r ... . ,;-,, ... · •ot' · . . .. .. , ................................................................................ . 

10 Oto 04·1 069 ·100 130 1G1 ·191 222 253 283' 314 344 10 --.. - ----:------. ..... ~"""""""' ................... _,~ .................... , ....... _,, .......... ,., .. , .. ~-..--.... ~ .......... ....,.:;,,..~. ~ .. . ..... ...... ... 

11 01 ·-i 042 • 070 101 ·13·1 162 192 223 254 284 315 345 11 
i-----<i-______ ...,......_ ____ ............. ~ _ _:__~, .. ,. ........................ _______ ., ........_ ......... ,-,t----t---~1---------i 

12 0·12 i 043 071 ·102 132 163 .. ·193 ___ 2242?? .. ... ?8? ... 3-1_6, .... 046 ... ..12 .. 
1 a • -~2-1~-! .. Q.!~- __ QL~ 103 133 164 • ·194 22s 256 2s6 ] 11 3~!__ • 13 
14 • 0·141 045 . 073 '104 134 ·165 195 226 257 287 l 3·l8 348 14 

. .............. :.. ....... ,. ...... "l'o. .... " t,"''''"'-''''''"'""'''"•"'' '"''----· ------------------ ,,. __ 

15 Q1§. ____ Q~-~-- QZ:t. _1 __ 9s ____ J}? .. ____ 166 196 227 258 288 I 319 349 1 s 
:/h•,.16 , 016 047 075 '106 136 '167 197 228 259 289 { 320 350 16 

r::ii;iiiii~~~-I. 017 048 070 107 ·131 -- ·7 68 ·19s 229 250 290 321 9_~_:t __ Jr _ 
18 0'18 049 077 ·108 138 ··169 199 230 261 291 ! 322 352 18 

--~ .......................... ,.,.... .... ~ ................ ._ ........ ..,... .. i,i-.~ · ... ~'4"•~-~-+---+---+-----+---+----i-----lf-----i-~ 

19 019 050 078 109 ·139 170 200 231 262 292 323 353 19 
-----'-~----- >. -- . ................. ~, ...... <••--+----+--+--+--..;.....,..+--+--+--~ 

2() 020 051 079 110 140 ·11-1 201 232 263 293 324 354 20 
------~~-· -· . .. ~~- ....... ~"'"'""'"""< ......... ,........ . ·'.--t----1------1----t--l----+-......; 

21 02-1 052 080 1 -1 1 -14 -1 172 . 202 233 264 294 325 355 21 
:-. ... ,.,.,_..___,.. . . i 

22 022 053 0-81 '112 142 ·173 203 234 265 295 32() 35(3 22 
'i'r, · ·>-~ . 'I" ..... , .. ,..,, .. •<<<~•, . ,,. ; .... ~.•-· ..• . ,,,,,._, .,. , 0 , , .. , ,,...,,. ,, . ... ,, .... ,, ,,,.,,_ .... ,,....,,_,, •----+-............+---+-,.......+-...........+---+--..........+-----f 

23 0.23 054. 082 1 '13 -143 17 4 ! 204 235 266 296 327 357 23 
•• ·-----'---+---+-------+-----+---+--.......,j----+---+---~--t-,------t---+--....,..--1-----1 

24 024 055 083 ·114 144 ·175 205 236 267 297 __ 328 ---~~--- _ 24 
2.5 025 056 084 115 ·145 17G l 206 237 268 298 329 359 25 

-----............... ~--------___._ __________ .. r- - ................................ t""' .._ ................ _.. .. .. 

26 026 057 0-8-5 '116 146 ·177 j 207 2:38 269 299 330 360 26 
27 027 058 086 117 14 7 1' 78 l 208 239 270 300 3C3'1 36 l 27 

>,.., .. .,,. ...... .._ .. ............................. t----t-•'•'•'•• .................... ...,, ..... .......... .,.,,.,.,.,,.,,.,.,..,.., .. u ..... >,., c • ,..,.,. • • • • • v ,,,u • • ,.,, .....,.,.~,. ..... .,,., ..... .. 

28. 028 059 087 1 '18 -148 179 ! 209 240 271 30-1 . 332 362 28 . ' '' . . .~- ,:,, ....... , ....... _..,,..,..., ...... , -.;,,. ....... ,,.,,.,.. . .. • • • • • . 

29 029 088 ·1 19 149 l 180 1 2·10 24 ··1 272 302 333 363 29 
ao , 030 • 089 ·120 1 so l 1vtf1l 211 242 213 30~1 334 - ~164 • 30 ..... 
31 0.31 I 090 1.51 I ------r2T2 243- , ...... N. "'3·5;r"'"'"""'"'"-•~--36Er 31 

.... _.......,,., ---- ...... "'--____ _... ............................................................................ ... 



JULIAN DATE CALENDAR 
FOR LEAP YEARS ONLY 

,t::!:j;j;:;:::::yay' Jan I feb Mar' Apr May "'Jun "Jul • AlJQ se,,. ___ :Oct Nov Dec .. P~x__ 
mm:u1 001 032 061 092 -122 153 183 214 245 275 30G 336 1 

""'" ... '« ,. ____ ,........... ___ -4----, _ .. ,_---i-,_.....j 

2 002 033 062 093 123 i 54 'l 84 2-15 246 276 307 337 2 
:-..,,, ...... ,.,...,.. __ , •• • :-.:, • No.,... ..--..,_ .. ,...,_,.-+---~----+-,--.... "" ...... ~,4- -------+--~ 

3 00:1 034 063 094 124 '155 185 216 247 277 308 338 .I 3 
4 004 035 064 09tf ·125 156 186 217 248 278 309 3313 4 

:......... ...................... "" . .. _""_ :,.:, · •• . ,., • .........>.'. ............... ,f-.., ....... ........;,,~-----i----...i .... - ............................. . 

• ~---v : .. .99:?,. 036 065 _Q~~~). , .. ,1 __ ?6 157 ..... :r~z. .. .. ._?.,~18 i 249 2?_~-- -~.1.Q 340 5 l 

6 006 037 066 097 ·127 158 188 219 250 280 311 341 6 
:,,._,, ........... , ...... ~...... .... .. ....,. ...... , ..... _ , .. ~-------• • .. • : •", •• •' " -..hn,o, -.. 

, 7 007 038 067 098 128 ·159 189 220 251 281 312 342 7 
~---a '" 008 03H 066~ 099 129 i 160 190 l 221 25·2-· "'2a2 3 ·13 343 8 

.......... .._ h .... .__,.., . ..... •• • • •- , • .. .._ .,•, .nn •"•'••"• • .... n '. ••~•----,l.---------4-------4-. .. ._.......,_ .. ..,._ ............ ._ .. 

9 009 040 0-69 100 '130 ·16t 191 222 253 283 314 344 9 
: .,: ......... .. . ....... ,.,,., .. ,, ... '(.,:,, ',,..: --....i.----1---------+.-........... ----4 .... .-.... « ·+ .... ,.-4-_...j...,.._4--_ 

10 010 t 041 070 ·10·1 131 '162 '192 223 254 284, 315 345 10 
11 0·11 042 "01T 102 '132 163 193 224 255 28lf 3'16 346 l 11 

-~'"''''' . . . .. ,., __ ....,__~.........-j • 'I ... ~ . """'""' ..... ., ... .., .-,,·J----+--~ 
12 t 012 043 07.2 ·103 133 '164 ·194 225 256 286 317 347 12 

•••• ... •.•,·.,-+---+--+---• '- ..• , .... . "·-----+----- •'-••-- v · "- """•--+---+-----•• ••""" . ........... . .. __. __ ..,.._....._; 

13 0··13 044 013 '104 ·134 10s 195 ~l2...1 257 287 318 348 13 
___ J1"·--014 045 074 tQ.~ '"'135 166 196 ... ,~~7 t 2ss 288 319 -~~9 14 ! 

15 0-15 046 075 106 136 167 197 228 259 289 320 350 15 1 
,:::":::::=.10 , il16 041 076 107 ··'-131--- 168 t98-- -229 ... ·-2·50 290 321 ·'j5·f· ·····::fif .. 

i::1!i:i:i:::::i:iiii::J1 011 "04a 011 10s 138--- -~169 199 2ao 2EFf 291 322 352 11 
·-:,r-:·· ........ _ .. ......_,,,..:-,.-... .... -~~ .. - ......_ ...... _,_ .. , .......... "" 

I 16 018 049 078 109 "139 170 200 23·1 262 292 323 353 18 
19"' "019 050 079 1-10 14(5' ·17·1 201 232 26:Y-"'293 324 354 19 

l;....................i~---·"" :,.,,:-,.,,.a,,x · .,.x ·· · • .... .,:..:....:; ..... · ----+.---,----4----1 

20 020 • 05 ·1 080 ·11 ·1 141 172 202 233 264 294 325 355 20 
.. ,_"'"~'''' ........ '"'-I _,, .. ...,.,.....:,; •• 

21 02·1 052 08 --1 1 -12 142 ·173 203 234 265 295 326 356 21 
i,...........-..i~_,.,.,.,, ... _....... :.... ... ,,,..: ·· · · .................... , , . • . ,._ ---+--+--+--~ 

22 022 053 082 ·113 143 17 4 204 235 266 2H6 327 357 22 
.......... - .... . ......... . · s.: • .. ......... ' • ..._ •-·. • • ••n, ....... • ~•• • • ,•H• ... • •« 

23 l 023 054 083 1 ·14 1.~1 'l 75 205 236 "2f?Z._l 297 328 358 23 
24 024 055 084 ·115 145 176 206 237 268 298 329 359 24 

.~..,.....,--.,: ... -"---i--~i------+--i-.. )1,. ................ ..,-.,: • • .~..i------tc--,..-...J.........--i-------1-·-· ---

25 025 056 085 1 ·j 6 146 'l 77 207 · 238 269 299 25 I 3~10 3GO 
""'~§ "026 057 086 -1 !1~ "1:47--- 178 208 23_~~'~210·· 300 .26] 

27 027 058 087 ·1-18 148 ·179 209 240 271 30'1 27 1 
33·1 36 '1 

. - ................ 
332 362 

28 028 05H 088 119 149 180 210 241 ! 272 302 333 363 28 
29 029 oeo" 089 120 150 ·ts-1 I 211 242 , 273 3o'~f-334 1 364 29 

j 30 030~ .. " • • ·ogo 12 ·1 151 ; 182 -: 212 243 27 4 ' 304. 335 •• ---365 30 
}---;,, ..... _..,,,,,.,......,_,,,~~ ... ~· ..... +... .. ........... , +•-----+----+-----+---I 

31 03·1 09-·1 152 j 2-13 244 305 366 31 

USE IN 2004, 2008, 2012, 201$, 2020, 2024, ETC. 
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WEES!TE ..... J TELEPHONE i /\LTERNt.r£ CONTACT j 
ATF (Bureau of A!c?.~.?..:.!,_,..:.ot::.:ia::.:~..:.co:.:•..:.F..:.ir..:.ea:;;r::.:m:.:s.,__) __ i-------'"t"".!!?f,ff;fliLE!t, 
£?.!!!.1-!.mer Firtancia! Protection Burau 11ww,Cff~y 

1-8C(>,ATF•GIJNS 

1•&55--411,2372 1 

Ccnsuml!l'. Safet1 ?reduc! Commission w,,w-SafoPm~u~t~.a;<i, 1-SQ0,638-2772 

Fedeml Commur.lcations Commission www.FCC,go¥ 1·888-225-532.2 

Fingerpr!r.1$ (BSS Customer Service) ~04-625-55$0 

Treasury Inspector G!l\'lemi (Tax Admin] flW.,!f!!aswy.00¥/t\ru! ~-800-366-4464 
fetrorisrScreening Center 1-86&-$12-5.678 

US Customs & Border Palrd hlm;fifil),fil,C;lf.&.QY~!.\1/tf\W\QB.§ 1-SC.>O•BE-ALERT 
US Marshalls .Service -eqMt.usmarsllllls.oe>, 202-30'7'9100 

US OfHce of the Trust~e WWfl:kJ§tfee.govfost 202-514--2000 

~~ lnspettors hiJ:p,;Jtf!,!_~!/l!IM~%J/.&e1~;!i.~;;;Y-4_..:.1..;.m..:.;..;-8:.;7..:.~·..:.24.:.:5..:.5_+-_<--..;0;;;P..:.=;' ::.:· ·..:.4..:.t°':..:'::.:11..:.1ld:_4--_____ ....:;:M;:.;•h..:.F.;:M.:1;;;;;.. _____ _, 
1us Postal SerllcJ! --":¥'_ .. ~'""'""'-'J"" .. l,'$"".ll"",'fi."'~l .. g .. &;""?"'''---+--1~-s~as-.m.rw. 
Netei:ans Affairs ~"""!ri 1•1iOfM2'1'·100ll 

~;~s Adm!nisl!_a_ti...c<l.;.11-'-(H.;.~;.;'a;;.;11'--'h).__ _____ ,__ ...... ,,_ ¥trt1,:,.i.w:,yfmi;ailh 1.aoo.4ae.a244 



ALABAMA Highway Patrol !334-242-4371 f MONTANA Highway Patrol 1,to6-444-3780 
ALASKA State Troopers 907-269-5511 NEBRASKA State Police 402-471-4545 
ARIZONA Highway Patrol 602-223--2504 NEVAD/1 Highway Patroi 775-687-5300 
AR KANSAS Stat,~ Poke 501-618-8000 NEW HAMPSHIRE State Police 603--223-3855 
CAUFOHNIA Highway Patrol 800-835-5247 NE\/\/ JERSEY State Police 609-882-2000 
COLORADO State Polke 303-273-1884 NEW MEXICO State Police 505-82 7-9300 
CONNECT!CUr State Police 203--630-5640 NEW YORK State Po!ice 1518--783--321:l. 
DELAWARE State Police 302-739-5901 NORTH CAROLINA Highway Patrol 919-7 33-7952 
FLORIDA Highway Patrol 850-410--3046 NORTH D:'1.KOT,~ Highwoy Patrol 701-328--2455 
GEORGIA State Patrol 404-699-4368 OHIO Highw,ay Patrol 877-772-8765 
HAWAII Sheriff Division 808-587-3621 OKLAHOMA Highway Patrol 405-425-2285 
!DAHO State Police 208-884-7200 OREGON State Po!ice 503-378·3720 
llUNO!S State Police 84 7 -294-4400 PENNSY!.VANiA State Police 717-783-5599 
IN DIANA State Police 317 232--8280 RHODE ISLAND State Po!ice 401--444--1000 
IOVVA State Criminal Invest. 515-725-6010 SOUTH CAROL!NA Highway Patrol 803-896-7920 
KANSAS Highway Patrol 785--296-6800 SOUTH DAKOTA Highway Patrol 605-773. 3105 
KENTUCKY State Police 502-782-1800 TENNESSFE Highway Patrol 731-668-9645 
LOUISIANA State Police 225-925-6006 TEXAS Highway Patrol 5-12-424-2000 
MAINE State Police 207-646-7200 · UTAH HighwcJy Patrol 80:J.-887-3800 
MARYl/.\ND State Police 301-729-2101 VERMONT St ate Police 802-241-5000 
MASSACHUSETTS State Police 508-820-2300 VIRGINIA State Police 804-674-2000 
MICHIGAN State Police 517-332 -2521 WASHINGTON State P,1trol 360-596-40{){) l 

MlNNESOTA State Patrol 651-201-7100 WEST V!HGll\llA State Poke 304-746-2100 
MtSSISS!PPl State Bureau of Invest. 601-987--1435 WISCONSIN State Patrol 608-266-3212 
MISSOURl Highway Patrol 573--525-6112 WYOMiNG Highway Patrol 3077'17-4301 



HELO DIVISION 

Albany, NY 
Albc,querque, !'lf\,1 

Anchorage, AK 
1'\tlant,11 GA 
8,dimore, MD 
Bir,ningharn, !\!. 

Boston, MA 
8uffoio, NY 

Charlotte, NC 
Chicago, IL 

Cincinnati, OH 

Cleveland, OH 
Columbia, SC 

Daii:~s, TX 

Denver, CO 
Detroit Ml 
E!Paso,TX 
Honolulu, Hl 

Houston, TX 
Indianapolis, iN 

Jackson, MS 

Jackscnvi!le, Fl 

Kansa~ City, MS 
Knoxvi!ia, TN 

Las Vegas, NV 

Little Rock, AR 
Los Angeles, CA 
Louiwiiie, KY 

Memphis, TN 
iv1i<lrni, ~l. 

Milwaukee, W! 

ATf 
bt.16-335-9000 

206-204-3205 

404-41?·2500 

443%5-2000 

615"555-1400 

617-557-1200 

646-335-9000 

704-715-1800 

312-845-7200 

704-716-1800 

459--227·4300 

303--57:,- 7(:i()(J 

313--202 • 3400 

469··22!-4300 

206-204-3205 

281··716-8200 

61'1·827 ·3400 

504-8.41--7000 

813-202-7300 

816··559--0/00 

925.-55 7--2800 

~04 .. 841··7000 

818-265--250,J 

S02••753··340t1 

615-565140{) 

305-597-4800 
&51.· 726-0200 

Attorney GeMraf 
518-474-7330 

505-827-6000 
907-465-2133 

4(},1--6';6-3300 

<l-10-576 6300 

334 .. 242 .. 7300 

617-721-2200 
5:i.8-4?4-7330 

9L9-716-5400 

312-814-3000 

514-466-4320 

614--466-4320 

803· 734-3970 

720-508-GOCO 

:iF-373-1110 

512-463-2100 

512-463-2 100 

317-232-620!. 

f:01-359-3680 
SS0-41-1--3300 

5"73··7'.,1·332:l. 

775-684-1100 

:.Ol-682-2007 

916-445-9555 

61$· 4 71--3491 

608-266--J 221 

Of.A 
212..:i37-39C0 

.i.06-553-:S443 

40,1-893-?QOO 

202-305-8500 

212--337-3900 
404--893· 7000 
312--353-7875 
313-234-4000 

404-8<) 3. 7000 

214-35&--6900 

720-895-4040 

313-234-4000 
915-83.?.-6000 

213-621-6700 

7 l.3-693-3000 

504-?AO-:!.J.QO 

t,54-650-4500 

314-538-4£00 

213-621-6700 

213-621-6700 

404-.89 3. 7000 

954--6&0-4500 

312-353-787.S 

EPA 

800--88?-6D63 

800-424-4372 
800-241-.i.754 

800-438-2474 

888-372-7341 

877--251 457S 

800--2411/54 

800--621-3431 
800-621-8431 

800--62'.!-8431 
800-241-1754 

800-887-6063 

800-227-13917 

800-621-8431 

800-88 7-605 3 

866-37?.-9378 

800-887-6063 

800-241-1754 

S00-241-1754 

S00-223-0425 
800--241-•l 7$4 

866-377.-9378 

SD0-887"6%3 
866-372-9378 

80{}-241 .. 1754 

DHHS 
212-264-4600 

214· 757 .. 3301 

2%-615--2010 

Jf,)4-562-7883 

2:!5-861.--463.3 
¥)4-562-7888 

61.7-565-1500 

212-264-<1600 

404562-7888 

312-353-5160 

404--562--7888 
214-75:--3301 

303-844--3372 

3.12··35.:3--5160 
214-767-33()1 

4,15.4_:37 .. ssoo 
214-767--3301 

31.2-353 5160 

404-562-7888 
404-562 7888 

816-426 2821 
.1()4-562-7888 

415 4378500 

2:!.4-767 3301 
4}.5-437-8500 
404-5.62-7888 

,t04-562-7888 
,1()4-562-7888 

SECRET .SEJN!CE 
718-840-1000 

205-7"1·1144 
617-565-5640 

71.6-SSl-4401 

704-442-8370 

364--233--1490 
972-868--32t:O 

303-850-2700 

313-225--6-400 

915-532-·2144 

808 .. 541··1912 

713-863-2299 
317--635-6420 

601-965--44 36 
904-2%-0133 

816-460-0600 

865-.545--462 7 

702-868 3000 

501· 324-6241 

213-894,-4830 

901-544-0333 

USMARS!tALS 
718-2€0-0400 

505-346-6400 

907-271-5154 

410·962··2220 
205-307-7300 

617--748-250D 

715~348·5.3t10 
704-350-8®') 

312-353-5290 

614-469-5.540 

216-522-2 t50 

803-765-5821 

214· 767-0S3G 

303-335-3400 

210--472-6540 

808-'.;41-3000 

713-718-,l800 

317-226-6566 

Wl-608-6800 

816-512-2000 

213--894-682(} 

901:-544-3304 
785-433-G:\4-U 



f-Ainnec.poHs, i\'1-N 651·725AO/..OO 

Mobile, J.\l. 615·56SA1400 
New Haven, CT 617-55 ?·J.20{; 

New Orl<:ans, l.A S04·841-7000 

Ne;N Ynrk, NY 546 .. 335-9000 

Newark. NJ 973-413-1179 
No,fo!k, VA 202~648 .. 80-10 

Oklahoma City, OK 469-227-4300 

Omaha, NE 816-559--0700 

Ph!lade!phia, PA :115-446-7800 

Phoenix, AZ 602· 776-5400 

Pittsburgh, PA 215-446-7800 

Portland, OR 205-204-3205 
Richmond, VA 2.02-648-8010 

Sacramento, CA 925-55 7-2800 

Salt Lake City, UT 303-5 75-7500 

San Antonio, rx 2s1-rn;.g200 

San Diego, CA 818-265-2500 

San Francisco, CA 925-557-280() 

San .luan, PR 305-597-4800 

Seattle, WA 20&-W4:3205 

Springfield, IL 3 [2-846-7200 

Sti.ouis, MO 816-559-0700 

Tampa, FL 8:l.3, 202-7300 

Wash;ngton, DC 202-Ms-im:w 

651-2%-3353 

334-242-7300 

860-808-·5 313 

225-326-6000 

518~474~7330 

609-292-4925 

804-78G-207J 

405-521-3921. 

402-411--2682 

717-787-3391 

502-542·4206 
717--787-3391 

503--378-5002 

804-786-20'71 

916"445-955~, 

801-538-96C{J 

512-463-2100 

916-445-9555 

916-445·9~•~•5 

nia 
360- 75.:Hi200 

312-814 .. 300{) 

573 ?51-::l321 

850-414 .. 3300 

n/a 

504-840-1100 

61'7 .. 557-2100 

504 .. 340,.1100 

212 .. 337.3900 

973- 7 76 .. 1100 

202- 305 .. 3500 

214-366-6900 

314·5-~B-4600 

215-86.l.•3474 

602-664-5500 

215-86:!·3474 

206-553-5443 

202-305-8500 

720-895-4040 

856-ol 6-4100 

4 [5-436-7900 

n/a 
206-553-5443 

312-353-7875 
3.i:~·538·4600 

954-fif,()-4500 

202--30:S·BSOO 

800-621·8431 

800,,241-1754 

888-372-7341 
800-887-6063 

877-251-4575 

800-438·2474 

800-887-5063 

800-223-0425 

800-438-2474 

865--372-9378 

800-438-24'14 

800-424-4372 

800--438-2474 
866-372-9318 
so0 .. 2r; .. a91, 

80() .. 887 .. 6063 

866-372--9378 

8CHJ 37 2--93 J8 

877-251--4575 

800-424-43 72 

800-521-8431 

800·223-042.5 

800·241-1754 
800-438-2474 

•~04-552-7888 

617·>65-1500 

214· 767-3301 

212--264 .. .(1600 

212-2644600 

2.15-851 .. 4633 

214-767-3301 

Ri.5-426-2821 

21.5-86 l.-46.3~1 

415-437-8500 

215-861-4533 

206-6 [5-201() 

215-861.-4633 

415•437~8.500 

303-844--3372 
214- 7S7-330L 

415-437-8500 

415-437-8500 

212-2.64-4600 

206-61S-2010 

il2-353-5l 60 

816-425-287.1 

40-1-562-7888 

215-861-4633 

61.2-348·1800 
251·441-5851 

203-865-2449 

504-84 .!. • '12 60 

718-840-1000 

973-971-3.1.(){) 

'757-441 ·3200 

40~1• 272-{)630 

402·%5-9570 

215-861-'.BOO 

602-640-5530 

412-281-7325 

503-.326-2162 

804-592 3086 

9l6··32i·548.1 

801--524-5910 

7.10-308-6220 
619-557 .. 5640 

41_5 .. 576,,1210 

·305-863-:,000 

206-553-·1922 
217 .. 725 .. 8,453 

·114-539 2238 

813-22S·263b 

2.02-406-880() 

251-690·2841 

'.:03·-773-2107 
SG4··58:H.i079 
212 .. 331 ,1200 

97.3-645-2404 

540-857-223() 

405-?.31-4206 

402~i.2 l-4781 
215-597-7273 

602-382-8758 

412-644-:!351 

';03-326· 7. 209 

S4G-85 7 • 2 230 

915-930-2030 

801-524--5693 

fi l 'J-'>57-6620 

787-766-6(){)0 

206-370-8600 

217'492-4430 

3.l-/4.·539-2/..:.LI. 
813-{~83.¥42.00 

I 
I 
I 
I 
I 
~: 

I 
I 
I 
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Public Access Line 

Training Schedule 

10/24/2016 to 
11/07/2016 



DATE 

10124121.no 

!vknday 

1012$/20!6 

TlME 

Tuesday 9:00am • 1 O:OOam 

10:v(lam • 10:30am 

1,0:30am • i2:00pm 

12:00pm • L:!:45pm 

I 2A5pm • 5:30pm 

ltl/26/2 0 l{; 

Wcdoes,by 9:00am •· 10:30am 

!0:3011111 • J2:00pm 

l'.:;OOpm • 12:45pm 

l2:45'pm • :dOpm 

IOi27/20l6 

Thursday 9:00am • 9:30am 

9:)0um -12:30pm 

l2:30pm -1: l5pm 

l:l5pm • 5::lOpm 

l.()f'.:8/20Hi 

SEGMENT:TOf>lC 

Weekfil 

W cicPme!l.nfose-: 

EAi' Presentatil>11 

PAL Worktlow 

Lunch 

Case Structure, •· FBJ ,,rganuation 

Mentoring 

Revii:w 

Senlinc 

Lunch 

/vlcntoring 

ROOM 

2C.'11 

2C. I l 

2C.1 l 

PRESENl'ER 

C,1mnwn ArcaiCaftneria 

2C.1l 

C()mmou Are,1/C,,fetcria 

2C.l l 

2C.ll 

Common Are:iJCafeleria 

b6 
b7C 
b7E 

i 

I 
I 

[ 

~ 

I 
t. 
' { 

.-.-.-.-.,,·.•-•.•.-}:.;•,·,-.,..;..,..:-;,,;,;,,x,,;<{-X-.•~~»:-:.;«-'.-»:-X-:«❖»~»x-:«-»»:-:-X-X<«-:-»»x-X-:~~~~{"«<-~«@}:-:-X{❖!-:«>}"-'¼0'«-:-"-}~W.❖)~}}~-!•!-X•❖'w.-:-'-:.-«-~~}:-:-:-X{-'❖1❖'~:-W.-:«-:-))}}:-»:{@W•x-!{~~»:-:-:~<«•:•1❖}}:-«-/-.1 



Friday 

Wee!-;#2 

"!O/.H/2{)J(j 

Monday 

9:001m1 - 9:30am 

9: i5mn- 10:15am 

10:J.:fam • 12:30pm 

12:JOpm - 1:15pm 

1:JOpm - 5:30pm 

9:00am • 9: l 5am 

9: l 5am • 10: J 5;.un 

10: l '.>am - HViOa;n 

fl):.iOam - i2:.10pm 

12:30pm - l: l 5pm 

l :30pm - :UOpm 

Forei1,1n Languag<! Calls 

Web TA l'rescntation 

Cheu! Shcl!l.s - Shar<'poim 

Lunch 

Mentoring 

Review 

l_iC Gre<!1.ing 

Mentoring 

2C.1l 

2C.li 

2C.l J 

2C.l I 

Coinrn on Area/Cafoteria 

b6 
b7C 
b7E 



l.!!UB016·.·· 

Tue,day 

11'!2!20.16 

Wedne,day 

l ii3!20Hi 

Thursday 

ilf4/20% 

Friday 

Week #3 

11!7i20l6 

9:00am - 9:.'lOam 

9; l 5am -- I 0: 15am 

l 0: I Sum - W:30am 

10:30am - 1'.::3fipm 

1.2:.rnpm- 1:15pm 

9:00am 

l l :OOam 

11 :30am 

12:30pm - 1:15pm 

\:30J)m • 5:Wpm 

Q:O{)um - 9:30am 

9:30am - !2:Jilpm 

i2:JOpm- i:l5pm 

1:30pm - 5:Jtlpm 

9 :00am - l O:OOam 

I 0:00am - J::30pm 

12:30pm -- ! : !5pm 

l: I :Spm - 5:.,0pm 

Review 

Web TA Presenw,ion 

Complaint Guide 

Lunch 

Mentoring 

L\)gin$:!Seourity 2C.! I 

SharePoint!Cheal Sheds 2C.ll 

Refonals 2C. l 1 

Lunch Conimon Area!Cafoteria 

Mt>utnring nm 

Review 

Common Writing. PrNocols 

Lunch 

Mentoring 

Complaint Guide Wrap lJp!Review 

Recordings!Writiag: l'ractke 

Lunch 

Menh,r.ing 



Monday 9:00am -- :O:OOam Active Lislening!Ft>lfow Up QtW$l1◊n, 

1 O:OOarn • 12:30pm Writing l'ractice 

12:30pm - l: 15pm Lunch 

1:15pm • 5:30pm Mentoring 

2C.I I 

1C.1 I l_,._..ad CSR's 

Comm6n Arca/C11foteria 

TBD 

b6 
b7C 



Writing Tips for PAL 

CSRs 



New Customer Service 

Representative 

Checklist 



••• . .......... ••• ..... . ,. , ............ . ... . , , . , . . . . ''·"'"="""'·•·w-·.••·•••"'"'•"'·"-'·'•'•"-'•'•'•'•'•'-''-"''«««<<-:❖».'>>:•X«•=<•:•:•:•:•:•:•:,%'>>.~•'<•:•:•:•:-:,:-:•»."'"❖:•cc::::::c::<:::;.-.._'<':::<:,;;z;,c:;::,:,;;<\,<:<:,."<.,)\::::,X::::::::::::::,'.%<::/:::<':;'::;;;i<i~\%;/c"::::i<:;<i:~'$_'$:.S.',::::::::c~::::\~ii:,..',:;._',:::":::i:::::\\\i:~::_,m:::::::::\c,::\W@\<;:,ct} =:=:::::\ 

.. _,, .. --~ . ..... .,, ·---~.., ...... .. ........ 

New Cu_stomer Service Representative Logbook 

New CSR Name: 

FR! EOD 

PAL F.OD 

i~~l~\~\;tarter Review 

2nd Quarter Review 

3rd Quarter Review 

CSR - PAL One Year Completion Date 

Successfully completed intial CSR requirements 

Individual has not met initial CSR requirements 

Supervisor 

Date 

□ 

□ 
Date 

Date 



Employee Demonstrated 

Operations 

Set up Desktop Shortcuts 

Pin to Taskbar. 

internet Explorer 

Open a New Tab and ~2 __ v __ ig,_a_te_8_e_tv_ve_"e_1_1 _T_a_bs ________ _ 

Set up Favorites 

Send an Instant Messages on Skype {l!\1} 

Ou~!ook 

Send/Read Email 

Set Up Folders f n Outlook 

Add_, Delete, and Replace Dist!_ib_u_t_ic_-n_l_b_·t_s __________ _ 

Change Passwords (CJIS-Unet, FBt-Unet/Outlook Credentials) 

PAL Applications 

log in td 
Log in to Leep 

Go to the c.ns-unet Portal 

. ~Go to the Sharepoint Site 

Other Web 

Get to the FBI Home Page {thLg<iv) 

Contact Us Tab 

.,~bout us Tab 

Most vvanted Tab 

News Tab 

Services Tab 

Background Checks· ''ici•~ntity History ~i~mmary Checks'' 

S<.:arns & Safety Tab 

~~ u f) Offi~~-~y-.Z~~Q@~ 

Explore the IC3,gov Website 

Explore the Federal T( i.!<.k Commission \1Vebsite (FTC.gov) 

Explore NCMEC · 

Date LCSR 

b7E 



_. -1"-_D_a_t_e_, 1 ..... 1 __ Lc_s_R __ 

.;i iijjjjjjjjiilf p Operations 
•-:::;,,_,.. Log on Using Card Reader 

Set up Desktop Shortcuts 

Pin to Taskb.ar 

internet Explorer 

Open a New Tab and Navigate Bet1;veen. Tabs 

Set up Favorites 

Send an Instant rviessages on Skype (!M} 

Outlook 

Initiate a New E-rnaH with Proper Mark!.l:.""•fil ... ,S _________ _ 

Set Up Fokkrs in Outiook 

Add, D€1ete, and Replace Distribution Usts 

Change Pa.ssworc!s 

~ ... 1icrosott Word - create/save document 

SenUne! • Searches 

Intranet b7E 

other 



lrffW1W:CsR Training {classroom and mentoring} 

To Be complet~~ within first 30 days 

fNFOSEC 

FISA Std, Minimization Procedures and SMP Policy lrnp, Guidelines. 

Foreign !ntemgence. Surveillance Act (FIS,t\} Section 702 Ketention __ ..:::...,.......;_-::;:,.,,;_._.......; _____ ....:..._"--_____ __;. ________________ _ 

Marking Oa~sified Natrpnal Security lnforrnaHon 

FBI Record Management: Records Management for Al! 

r-m Hecords Manag~rnent: E-mall Record tv1arking Too! 

Privacy: lts Every Employee's Bu~._in_e_.s_s _______________ _ 

To Be completed within six months 

-~ .. r:troduction to editing and proofreading 

Business Writing: How to Write Clearly and Cond:?.~~.ly:_ _______ _ 

The Mechanlcs -of Writing course 

fntroduction to Civil Hi.ghts 

tvlortgage Fraud v2 

Preventing Fraud and Abuse 

fntroductionto editing and proofreading 

To be. completed before completion of one year 

Diversity & Inclusion Req!;:~r_e_:n_1_e._n.t _________________ _ 

Domestic Terrorism investigations: lntrodud1on 

introduction to international Terrorism 

WMD Awarent.ess & Recognition 

Optional 

Bask Networking for Investigators 

The Cloud, It's All About Communication 

.. Economic Crimes Unit: Corporate Fraud (v2) 

Economic Crimes Un1t: !nsuranci;; Fraud 

Economic Crimes Unit: Mar.s Marketing fraud 
' • -----·--·-~~---------------

' £conamic Crimes Unit: Securities and Commodities Fraud ---------



a!lllll11illllllllilkormance (Provide variety of samples from each Category) 

E-Ttps PerforL_a_n_c_e ________________________ _ 

Maintain I 
Maintaln 

Maintain L,_ ______________ ......_ __________ _ 

Attende-nce 

NOTES: 

Date . Supervisor 

Result 

,.,.,.,. 

-<j!;Jj:!:!i:::::::!:::::,,;.....: --------------........ -------------------------

(Attach Hard copies of el<amples to Training book} 
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• PAL Unit Standard 

Writing Guide 2016 

Composing Official 

Reports & 

Communications 

FD-71,I I& 
Email 

b7E 
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Composing Official i 
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General Outline of Report 



!ntrnclu,.:rnry 5tatr-ment 

2~ Cornpla.inant Narrative 
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• Public Access Line 

Training Schedule 

02/12/2018 to 
03/09/2018 



Common Area/Cafeteria 

BLOCK 3 1:15pm .. 3:00pm 

. BLOCK4 3:15pm•S:15pm 

y;zh&i~oia: L: 7i?if£> •'.,Yt't1/?,/ , J/.t,z,'. • 
Friday Virtual Academy 



BLOCK2 

LUNCH 

BlOCK3 

8LOCK4 

11:00am • l2:45pm 

12:45pm - 1:lSpm 

1:15pm .. 3:00pm 

3:15pm • 5:15 pm 

............................. ·-----' 

. : ....... ____ _ 
t''f~---;-~••• • .,.,.,.m , •• .,. •• ,:-,.•-•-;~,..,-~5'~!~~:.,. ,,:, ";>:?'{'7i 
(\ tl-t :, .,ft,t ~ ~~,;,;,-,,:::t<1 1-«~~'{fo~~~'.-! ~ , 

; 9:00am - 10:45am 

1,,,,,,.· &LOCK 2 -1:2::.QSJam •· 12:45pm 
LUNCH 12:45pm • 1:15pm 

BLOCK 3 .... 1:l.5pm. • 3:00pm ... 

~~~,...,...,,,.! BLOCK 4 3:15pm - 5:15 pm 

:~rJ.1?.t1idl-:r1}~;;;;~~)~:~~-~~-:f~tt~¾\11i~t:{~~:;:;·/_f: _ 
Wednesday i BLOCK 1 

! BLOCK2 
LUNCH 

I Thursday 

BLOCK 3 ........ 1:.1.Spm :.3:00pm 

i BLOCK 4 3:15pm - 5:lS PITl 

ris.tf,:B.ff :At?¾04{~~.IsEJliF~t'~" 
i BLOCK 1 i 9:00am - 10:45am 

i 11LocK2 L.11:ooam -l2:45pm ..... 

Virtual Acadenny 

I 

-'.~c;t;r~l~-: ~: r ::c I 

··-················T······· ............................................ : 

.. .i. 
_. ,, ... _yv, ' •··· ·•· · ·••···, ~ - J --~~7-...,. _ _ ••• • • ! 
it:z,;1<t;t,.3L;/¢.t --J-~-: 7 • ~J:-:-~·=-~; ·_ ·~:~ > .... ,:::-! •• : 

·-········-· Ccmmon Area/Cafeteria 

....... 26-14 .. .............. 1 _____ r··· 
28·14 i 

Common Area/Cafeteria 

--·l,..__I _ ___.[J 



LUNCH 12:45pm- l:15pm Common 

BLOCK3 28-14 

Friday BLOCK 1 

BLOCK 2: 

LUNCH 12:45pm • 1:15pm Common Area Cafeteria 

8LOCK3 1:15pm ·3:00prn 

B1.0CK4 3:15pm • 5:15 pm 

BLOCK2 11:00am • 12:45pm Virtual Academy 

LUNCH 12:45pm • 1:15pm lunch 
BLOCK 3 1:15pm • 3:00pm 

;.....~~~-i.-cB;;.;L;;.;O:..:Cc;.c..K 4 . 3:15pm • 5:15 pm 

'l,tnliau.' • ,.,.. , .... • Y1·+:;:~£1,,:;'X:,t·c:C/,;''·~· ·-~·----~~----~-----~~ 
Tuesday 9:00am ·· 10:45am Virtual Academy 

································----..,,r-------- - - - - -~----

----'--'--"--

28-14..:. --;1·_···-------;' BLOCK 1 

BLOCK2 ······11:00am. · ..12 :45pm .... 1 ________ V_i_rt_u_a_l A_c_·a_d_e_m~v ____ ······················l----'-2-'-S-'· 1'-4'----'----------l 

LUNCH 

BLOCK3 

J 
b7C 



Wednesday 

Thursday 

8LOCK1 

BLOCK2 

LUNCH 

BLOCK3 

BLOCK4 

8LOCK1 

BLOCK2-

LUNCH 

9:00am - 10:45am 

11:00am •· 12:45pm···+ 

(· 9:00am • 10:45am 

f ...... 11:00am • 12:45pm 

i,·· 12:45pm -l :.1.Sprn -· 
BLOCK s 1 :15pm •-3:0Cpm 

, ___ ...__B_L_O_C_K_4 _____ 3_:1_5pm·.5:15 pm ... 
"'=:?T- ~· ,.-,,.;..'.,;" } i- . 

;!.~/2/2018'\ : 
Friday 

_____ ........ . 

Monday 

BLOCK 1 

BLOCK2 

LUNCH 

BLOCK3 

BLOCK4 

........................ ······---'2:;;;B;..;-l:;.;.4'----1-----Virtual Academv ...... 
Virtual Academv -------"--------+--······························· ···············------l 

28·14 

lunch 
Common 

Area/Cafeteria 

------'-------···"·················· 



Tuesday 

Thursday 

Friday 

I.UNCH ..... 12:45pm • 1 :1 Spm 

IILOCK 3 

IILOCK4 

BLOCK 1 

BLOCK2 

LUNCH 

SLOCK3 

I.UNCH 

BLOCK3 

BLOCK 1 

BLOCK2 

LUNCH 

9:00am • 10:45am 

..... 11:00am.·. 12A5pm. 

11:00am - 12:45pm 

12:45pm •• 1:15pm 

1:15pm • 3:00pm 

lunch 

Mentoring 

.Mentoring ···-······· ....................... . 

Lunch 

i' 
····--·········· · ······~··· .... .. l. • ••• •••••• 

b6 
b7C 
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Common 

Area/Cafeterl~-~-....------,.. 
28·13 

28·14 

<;.•ci ;?''':•'.'it+>i\}; .. , .. / ~·;c..~~;"_:'._.i•.,___..._ 
i • 

.............................................. Mentoring .. ................... ·,·--·····----~ ·········------j 

Common 
lunch i Area/Cafeteria 

.?.~.)~ ............ -fitil~,.:i ..... ____ ..J-'I 



I 
I BLOCK 3 l···-·.!:.:!~efl'.1. -3:00pm 

···················-············L... BLOCK 4 ..... ........ 3:1.5pm-.5:J5pm ..... . 

., b6 

b7C 

BLOCK2 

9:00am - 10:45am i ............................. ~············ ............. ____ _ 
.... 11:00am • .. 12:45pm ; .... Mentoring···--------+-------.._ ______ _ 

························-·········-·-··· ·-··········-----+--------

' 
Common 

LUNCH 12:45pm • 1:15pm lunch Area/Cafeteria 
1------"----~'---.;.....--------------··-···················-······················· ··········································------

BLOCK 3 1:15pm • 3:00pm Virtua! Academ, 

, BLOCK4 3:15pm -5:15 pm 

R~f6liQI~1· ;~~:~f;;~r;f r-~'1f\~fS~ttt~<~t;~~f&~r~~~~,~ ... 
Tuesday 

Wednesday 

BLOCK 1 

BLOCK2 

LUNCH 

9:00am • 10:45am 

..... 11:00am-.12:45pm 

12:45pm - 1 :!Spm 
r·················································· 

Mentoring 

____ M_,e_.n_t.oring -.. ·········----··············+··············----··················i .... 

BLOCK 3 ' 1:15pm •. 3:00pm 

BLOCK1 

8LOCK2 

_9_:0_0_a_m_· _lO_:~~f!l_._.J _________ M_e_o_to_r_in~g~--
1-----·•-····•········ •••••••••••• ............................. -

11:00am~_ 12:45pm I ___ Mentoring,__ ______________ _._ _______ --, 



Thursday BLOCK 1 9:00am - 10:45am Mentoring 

BLOCK 2 [ .... 11:00am_-. 12:45pm . . ..................................... Me~tg.:.i~~······· . ____ ........... ) 
LUNCH L. ... 12:45pm.·.1:15pm ................................................................... Lunch .............. _______ ____ c_om_m_o_,_1 A_r_e_·a.,_/C_a_f_et_e_r_ia __ -l 

BLOCK 3 ( ......... 1:15pm.·•3:00pm... Virtual Academy 28·14 
Bl.0<:K4 i 3:15pm • 5:15 28-14 

·········1 ······---------·---······················----

\ ;~/!~!!!!'.}{ f1:!:':· \~/i;;W}i¥&/X'.\ 
....... -... -1-1·-.00- a_m _ _--.. -12_:_4_5_p.-m-... -... .,.! .. -... -... -.... -... -... -... -... -... -.... -... -... -... -... -.... -... -... -... -.M--en_t_o_r-in.,,...g -_····_···_-_··_ .... _ ••• _ ••• _ ••• _ ••• _ ••• _. ----1-··_···_···_···_····_···_···_···_···_····_··_···_···._··_···_····_···_···_···_ ... _ .... _ ••• _ ••• _ ••• _ ••• _ • • _ •••• _ ••• .......a •••• ] BLOCK2 

LUNCH 

BLOCK3 
BLOCK4 

12:45pm •• 1:15pm I Lunch Common Area/Cafeteria ................. · 

3~~~~5:~n --~:~: .. )f'.rt~il A11r••--~1ifit::::::::::::jij~~:~::::::::::I:1 r:::::I 

1 

i 

I 
! 

I 
I ' I ' b6 j 
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CSR Refres.her Training 
. 2018 

01/02/2018to 
02/06/2018 



CSR Refresher Training 2018 
Mandatory Training 

FSI Complaint Guide 

tcsie=J Class. Participants 
Tuesday,01/02/2018 

3:00 PM Team 1 

FBI Complaint Guide 

LCS~ Class Participants 
Tuesday, 01/09/2018 

,. 
3:00 PM Team 1 

FBI Complaint Guide 

LCS~ Class Participants 
Tuesday,01/16/2018 

3:00PM Team 1 

lnterviewLJns 
LCS CIMs Participants 

·ruesday, 01/23/2018 

3:00 PM Team 1 

Call Recordlngj & Writin, Practice LCSR 
Class Participants 

Tuesday, 01/30/2018 

3:00 PM Team 1 

o:~slw Qoecie] 

Tuesday, 02/06i20l8 
Class Participants 

3:00 PM Teani 1 

FBI Com11!aint Guide 

LCSic=) 
Thursday, 01/04/2018 

3:00PM 

FBI Com~laint Guide 

lCS~ 
Thursday, 01/11/2018 

3:00 PM 

FBI ComLJ!de 
LCS 

Thursday, 01/18/2018 

3:00 PM 

Interview Questions 

Lcsie=J 
Thursday, 01/25/2018 

3:00PM 

Cail Recordings~· Practice 
LCS 

Thursday, 02/01/2018 

3:00PM 

Database Oueries 

LCS I 
Thursday, U2/U'/!,/ ,u18 

3:00PM 

Class Participants 

Team 2 

Class Participants 

Team 2 

Class Participants 

Team 2 

Class Participants 

Team 2 

Class Participants 

Team2 

Class Participants 

Team 2 

b 6 
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• Writing Cl-early: A Style manual for the FBI 
by Ginny Field, M.A. -



:.;~t: 
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For copies at1d more information: 
contact the FBI Academy, Quantico, VA 22135, 703-632-1954 



@111])~!1:, 
'¼.©.#''' 

.... \ 

.•· ·· 

Special ihanks... -

- • - 'fo Ginny Field, who created the firs~ version of Writing Clearly in 1993 

• To the numerous stud~nts ofE;ffediVe Writing at tht; FBI N:ational Academy who -
- have contributed sample sentences $t1d helped clarify lessons over the years 

• - Toi lfor contributing photograp~y for the cover of this book 

• .And td I who :edited and formatted_ this yersion of Writing Clearly, 
as well as converted Writing Cl$arly to dig!ta_! format for electronic dfstribut!on 
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INTROOUCTlON . 

Few of us find it easy to wffite well. We sit and look at a blank piece of p~per or a 
blank screen on our woro processor and wonder how to pegin. When we finally do get 
something down; we never seem satisfied \'\1th the words we c-Jtose, how we arranged 
them; the inf:orm~tion w~ put <iown, how vi.ie organized it, the paragraphs we wrote, or 
how 'Ate punctuated them. For the Bureau, hovvever, good writing ls essential. 

As one of the top !aw enforcement.agencies in the United States,the Federal 
Bureau of Investigation (FBI) always has had to adhere to higher standards than other 
government agenci~ in all areas; including writiti'g: Written documents contain the 
inv~stigative information of the FSl's special agents . . E:l~ctronic comm1,1nications (ECs}, 
intell1gence reports, teletypes, letters, and e~mails form the comn:runication netwqrk that 
allows the PB.I to function. Alf. employees must write cl~arly far the FBt to function as 
effectively as Jt must. We cannot complete our rnission wlth any efficiency unless we 
comrbun1cate we!! within our divisions and with the outside world. 

Often, our writing forms the first impression people on the outside have of the 
Bureau. We want those pet1ple to fe.el that the Burem, employs oi1!y strong. confident. 
inte!Hgent professionals. To maintain our efficiency as an organization; we also must be 
.able to communicate with each other. That means we rnust rnake ourselves clear the 

·· first time we write. We, only hurt oursefves ~nd our readers by compos.ing vague, 
convoluted docume11ts that comrm.Hiicate on.ly misunderstanding and frustration: 

A special agent can ·inve~tigate a c~se bri!Hantly, yet chance iosing it in court 
because·of a poorly written report· investfgatkms can be delayed, .leads lost, and 
nteraily weeks wasted because. of the. corifusion generflt.ed by. unclear communications. 
By using the giddelines ouUiri~ in this $tyle rnatniat; all personnel can write clear, 
• specific. concise doGuments for all Bureau forrnats. 

By cpntinually putting into pra9tice the gyj<,1eltne$ oi.ttlir,ed ln the six sections of 
this ~tyle mamtal, you can quickly become moi~e qonflC(ent with your v\fliting and find 
writirig easfer. You wUl save lime because this processwm mak~ writing easier for you, 
and your reader wm save time because ybu will make your message clear the first time. 
By using these guideltnes, yoLt can impress all your readers. At the same time, you will 
increase the Bure.au's productivity while deer.easing unnecessary paperwork. 
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JNTROOUGTION 

This manual answers most of the questions that niay arise when you fac-e an • 
ordinary writing task. For example, 

• How do I flgure out What I want tQ say? 
• How do I get started? 
• Does my m;;lin point go first or ls$t? 
• Ho\i.t' do I know wha{ information to include or d&Jete? 
• VVnat's the best way to organize this? 
• ts it OK to choose "'use" instead of "utilize~? 
• How irnportanUs correct grarrunar and punctuation? 
• . HoJtV shoul<i l format this.? • 

Thus, the six sections of this manual deal wlth six main steps in writing: 

1. Thinking Before Writing 
2. Getting Started 
S. Writtng and Organizing 
4. Revising for Styfo 
5. iPresenting 
6 .. Proofreading 

STEP 1; THINKING BEFORE WRITING 

This section shows how a Htt!e forethought can save you a lot of time and 
frustration once you start writing. tt shows you . how to deterrntne exactly what you want 
to say. By figuring.out your pt,rposefor writk1g•--•~why you are writing each document­
you can make sum you do w·h~t you want with it 

. . 

By truly thinking about and paying.attention to your readers, you can write to 
them specifically, and thi..is make yourself cle~rer to them. Answering some questions 
about your· readers. afso helps you start to· decid~ what and how much information you 
need to include. 

By deciding in advance what you want your readers tci do with your information 
or how they '>Nill probably use your document, you can figur~ out the best way to present 
it to them. • 

Finally. this section emphasizes the importance ·of writing a bottom line for ea-ch 
docurnent you write and- then gives you an idea of how to go about doing just that 
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INTRODUCTIC>N 

STEP. 2: GJ;TilNG STARTED 

This section descrfbes the functions of the left and right brains In writing, It then 
presents five different techniques for getting your thouQhts on paper, 

When using these techniques, in effect you interview yourself to write. your first 
draft Ttiis section should help those of you who suffer from writers block by giving you 
fast; easy methods of getting started_ • 

STEP 3: WRITING AN0 ·ORGANIZlNG 

tn this section you learn how to re'i.>'iew the draft you produced using one of the 
above methods for getting started. Yoti then begin to .structure the information for both 
short and long document$. This section lists different ways you can organize your 
information and heips you choose the most logical method. lt helps. you produce your 
second draft. 

STEP 4: REVISING FORSTYLE 

The-four parts o'f this section deal with. your writing on the levels of sentences, 
phra$es, and words . . They coverfour ar~s of sty!~ you need to examine on the most 
basic lev~t writing 1n active voice, appi}ling- the KISS principle, reducing clutter, and 
writing strong sentences. • 

"V.lriting in Ac-tive Voic~" detaii$ a four-step process for recognizing passive voice 
ln your writing and changing it to active. You a!$O .learn other forms of weak writing and 
how to invigorate them. 

"Applying the KISS Principle" defines KISS as :<Keep It Simple and Specific" and 
details the kinds of words you wantto choose to best get your point across. E$sentia!ly, 
this $Ubsection-covors the kind of language thatwm make your,wrlting clear and reader­
friendly, not vague, ambiguous, stuffy. or pretentious, · 

"Reducing Clutter" defines clutter, distinguishing-it froni words. or repetition 
needed for ernphasis or clarity. :1t also lists specffic furms of clutter to took for and 
reduce ia your writing . 

. Lastly; "Writing Strong Sentences·" presents 10 steps you can follow to ensure 
·you write decisive, lively sentences that express your me$S_age clearly. 
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INTRODUCTION 

STEP 5: PRESENTING 

This section discusses the importance of presentation--why you should use a 
ple$_singand useful format lfyou try to meet the readers' needs with your format, you 
mfght get your documents read before others. 

STEP 6: PROOFREADING 

This finaf section covers a few common prob!~ms ln grammar a11d punctuation to 
glve you a quick reference guide, lt also discusses the irnportance of making sum your • 
documents are free of errors. 

Writing and sending a pe1iect document wm impress your re.ado.rs with your 
thoroughness and professionalism, which can prove especially important for both you 
and the FBI. The six sections that foUo~v c.-an help you write the perfect document. 
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THINKING BEFORE WRITING 
.II II 

Do you· ever do anything before you sit do¼rn to write a document? For instance, 
do you ask yourself some questions and try to figure out the .answers BE FOR~ you 
write your document? tt you don't, perhaps you should. 

Fuzzy thinking can only produce fuzzy writing. If you. the writer, don't know what 
you want to sayJ how can you make a message clear to your readers? You can't. 
Before yo\1 write then~ y.ou must understand what you w~nt to say and how it will affect 
your r.ear:iers, Y mi can do this by answering sever.al questions before you begin to write 
(Aldrich 8)~ 'Why.am I writing thf.s?" "Who amt writing to?" and "'What.do I want my 
readers to do with this information?'° 

• Another question yo1,,1 may want to answer before writing, and one you certainly 
must answer at some pbinf in the writing process, ls "How will my message benefit my 
. readers?" In other words, "How can l triake it important to them?,; or "Why should they 
read this?" 

Finally, you can Gombine the .answers to all of these questions or use implied 
answers to form your bottorn~line sentence {main point of your document). Answering 
these QU€$tions focuses your thoughts bef.oi·e-you write, making your writing more 
understandable and logically organized, not rambling and vague. 

WHY AM I WRfTING THIS? {WHAT IS MY PURPOSE?) 

You should always have a good reason for Writing something. You don't like to 
have someone waste yuur time with useless documents, so don't waste theirs. Try to 
minimize your Writing by taking care of questions or problems hi person if you can. I 
know sometimes we must write to cover (insure) ourselves, but try not to ma.kc.that kind 
of writing a habit We are so rnired in paper now that you will do everyone in the Bureau 
-a favor by making sure you really need to write something before you do. 

Why do you.write some of the-documents you write? -Why do you writ-a a 
proposal, for instance? To propose-something or,· perhaps, to solve a problem. Why _do 
you write poliqies or procedures? To inform and tnake sure people follow the rules. • 
Why do you write lessor, plans? To h.e-l!)a substitute instructor teach your class or 
maintain a ch$Cklist of items-you need to cover or maintain uniformity from one student 
group to the next Perhaps you write lesson plans for all three of these reasons. 

Why do-you need to figure out what your purpose.is. before you vvrite? Look at it 
this way: W-hen someone asks you to do something, do you ever want to know why you 

. should do ft? .Knowing the why someti.n,es makes it easier for you to understand how to 
do something. tt ~!so can make you more willing to do it. The same holds true for 
writing. Knowing why yotJ need_ to write _som_ething often directs you on how to write it 
And if it doesn't shoii you how; · it at le~st gives you a. goal to work: for. You want to 
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- THINKING BEFORE WRITING 

make sure what you write rneets your purpose. You can' t do that if you don't know what · 
your purpose is. • 

What are some of the reasons you write for the FBI? When you're stuck, the list 
below may give you some ideas (Aldrich.9}, • 

To: inform 
ask 
report 
fix 
self 
explain _ 
recommend 

_ reprimand 
record 
get a decision 

persuade 
describe 
answer 

-apply for a job 
buy 
propose an action 
commend 
state a position 
9oordinate a project 
give a decision 

- - -
What does figltrtng o.ut your purpose do for you? It helps you focus your writing 

and ~cts as your first step in achieving your purpose. Much of what you write (the 
information you decide to keep or delete) and how you write it (the foonat and . 
organizatior, you choose) will depend o.n the answer to c<Why am I writing thi~---to do 
what.?" -Now that you know what your purpose is, you need to figure out who your 
audience is, - -

WHO AM ( WRtilNG TO? 

_ When answering .this question, you need to go beyond simply figuring out the 
name of the person or persons who will read your docurnent Finding out as much as 
you can about your readers will help you gear your writing to those readers, It wH! better 
equip you to answer their needs with your Writing and show them why they should read 
your document in the first pl!3ce. Thus, an$'1.vering the question />-Who am I writing to?" 
means considering at least a few of the following issues: 

Number of Rtl~ders: 
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• Is my reader one person or a group of people? 

• · How many levels-of readers do I have? -Primary? Secondary? {For .example, 
when writing a_n. interview summary, think of defense attorneys as well as 
prosecutors.) 
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THINKING BEFORE WRltlNG 

Klnds of Readers: 

• In what.fevelin the organization are my "readers? Am I writing to superiors, 
peers, or subordinates? (ihis wm help you determine the kind of information to 
include---suc.h as, broad concepts or lots of deta!!.....-and _how persuasive you may 
h$.Ve to be.) • 

• Are n,y readers inside or outside the Bureau? Could they judge the whole FBI 
based on what l write and how I write it? 

• Who are my flnat readers? · What do ! have to do to make my writing clear to 
-them (not just pass it by my supervisors)? 

Readers' Knowledge: 

• What do my readers know a~)out the topic? 

• How much and what kind of work experlf;lnce do my readers have?- {This is 
especially important in.lesson plans, directions, or memos of request.) 

Readers' Actions: 

• What wm my readers do with what l write? 

• Do t want my readers to do something SP$Ciflc? If so, exactly what? What 
information will they need to do what I .ask? • 

• • How can l influence the read.er to make t-he decision I want? 

Readers' Needs: 

• How important wm my readers find this inforrnatlon? How can I rnake them 
b~li~ve it's important to them? 

The number of questions you consider when you write may vary with the length 
or importance of each document and the time you have to write. For short docl-Jri1ents 
or those you write routinely. you may spe.nd only a minute or two thinking about your 
reader. For long or important documents, or documents meant to persuade in.any way, 
you will want to spend more time learning aboutyour reader, 
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~l~i;il:11 THINKING. BEFOREWRtTlNG 

. ·_ WHAT DO l WANT MY READERS TO DO WliH THIS INFORMATION? 

lf you think abouUt, when you write, you always want your readers to either do or 
stop doing something based on the information you gjve them (Aldrich ·13 ). Why write . 
otherwise? One thing is sure; if you don't know what you want your readers to do with 
your information, they certainly won't know. And if you don't tell them specifically what 
you want them to do, i:hey probably won't do rt (Aldrich 13). Few readers make wqrk for 
themselves by trying to figure out what a writer wants from thern, so the writer must· 
always make that clear. • 

WhHe. you may not want ygur readers to do anything right .away with your 
iotorrnation, most often, in writing for the Buteau, yoo wm want them to do more than 
simply understand or agree wilh you, You wm want them to act on your information in 
some way. They may act on it tomorrow or 5 years from now, but you should want 
them to act on it. Your purpose for writing should help yQu define what you want your 
readers to do with what you 1Nrite. The columns below give you some ideas as to why 
you rtiight write and what you might want your reader to. do for that purpose: 

YOUR PURP.0$E: 
-Inform 
persuade 
set out policy 
answ-er a question 
cotn-pl.iment 
discipline 
show progress 

ACTION av READER: 
use the information 
do what the 1,vriter wants 
follow the policy 
use the answer someh()W or stop ~sking questions 
feel good and continue·the behavior 
improve poor behavior 
supe,vise less or more, redirect resources 

Obviously, thi$ list could go on, lf simply gives you an idea of what you might 
want from your readers when you write to them for a specific purpose. Also, ln 
instances wh~re you actually tei! your reader what you want th.em to do (this would be 
inappropriate for some reasons of wrmng)1 you shoufd also figur~ out if they need any 
direction in how to do it. For example. if you warit all BureatJ employees to follow a new • 
procedure for fi!Hng out travel vouchers, you should not only show them the difference 
between the. old and the new and explain tne reason for the change,. but also give them 
~tep~hy-step directions. 

• Make syre, too, that you give your readers all the information they need to do 
what you ask them to do. If you want your boss to buy a piece of equipment for you, tell 
her the name of the equipment,. what R wm cost,· where you can get it, and, most 
important, how your _having this f.tem \•Vilt b~nefit her. Few things frustrate readers more 
than being· a.sked to do sornething ahd not having the· 1nfom1afion they need to· do it 
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• WHY SHOULD MY READER~ CARE ABOUT-READING THtS DOCUMENT? 

. For mostwriting situations, and.e$pecially'those.whem you need to convince or 
pen;u~de; you mu$t flgµre out howreadingyourde>cum~nt or doing What you.want wm 
benefit your readers, Why ·snoufd your readers c-.-are. about what you. h~ve to say? What 
wm they get out of it? • 

. Even in tpeBureau, 'Ne al[ tisten to the same radio station whenit corr1es to 
read{119: ·wH .. FM (What's In It For Me?). Try to figtwe outhow your !nforrnation will help 
your readers. and then. grab their att~ntionpy pointing o(st their nelfjd or gain. For 

• example., yoµr boi;s will mote likeiyhuy a pomptrter program foryou ff you can show 
how it Will sp~ed .up the case statisti:¢81 teport you must subtniteach month. Perhaps 
you opuld sh()w bow the programwo~ki he.ip you more aqcur:ate\y ke~p track of or1going 
cases and re.Quests for subpoenas, $earqh warrants, ~tid other fegaf ·documen.ts so that 

. you could :kB~P Nrnlnfotmect Emphasiifa1g hoW bllying the pn)gtarn wm help him rather 
than how it Will halpyou $till gets you the results you watii.:..-the computef program--- . 
becafase your boss wm be rnore inclined to do something. that benefits him as well as. 
you, 

• Als_o, starting with how your information vc.11! benefit your readers rnay gjve you an 
edge"\)ver the rna:ny qiher thkigs. they rnu$t re~d: . 'They wm • s~ imrT')edil:ltely that you've 
thought abqiJt tl1em andth$lr needs . . ,Cadt;g apoilfyour readers' needs not onty gets 
yqur· 9001..unentrea~. it giv~.y.ou ~ head start in getting them to do Whatever you want, 
because th.ey feergood ahoutyou, ·.• • • • • 

. . . 

WHAT*$:MY 80.TtOM LINE? 

• One~ you've flguted>out the answers to the abQVEi four questions, you can write • 
your pott6ni .. Jtne sentence-\tOUf nfojn iries~age} J\ bottom lfne is one c'bmp!ete 

·sent~ncetryat .. contalns the n\ainPoitj t you wal1tt◊ i'flak~to-your readers. • (Very long 
docutnents n\ay hav¢ bottorh linos 9f up to two or three ienfences.} A bottom fine does 

· not equate to the topical infqrmatlon 'fdHoWing "Subject" bt ~Re:" line& in memoranda, for 
that lt1formation rarely comes in comp.letOsentences, • i=ig(1ring out ybut bottom line 
benefits both you and your readers in several-ways. 

•. • First;. -th~ bottom ·Hne. focuses your thinking and· give:s you. direction about wh{1t 
infom1atioh you need to ihci~Jde or \vhat you can ·afford to leave. out.. Al! inforr-natkm in 
the document should in same'.\81ay,$Upportyour bottom·nneby proving~ explaining, or 
detaflkig it, or the 1nforrnation doesrft belong there, The bottom line also can influence 
your chofce of formatJorthe·dbdtfrr)entand the i_,;3yymishou!d organize !t Writing a 
bottom Hne also helps you., the writer .. geHo the point;;.;...wfifoh oocort.ies its main benefit 
for the reader. • • 
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Second, your bottom line. basicaHy tells your re-ader wnere the document is 
headed, Is {fa request for informatton? a Qornmenctation? an appr~isal? :or what? 
Your reader wo.t{t have to- search through your entire ck1cun1entlrying fo figure out what 
it's about. · • 

HOW OO_lWRITE A BOTTOM UNE? 

Think of ~very reager as som~one_whqseattenuon you .MUST catch within 6 
_s.eco.fl~~. or yoµr:meS$ag$-ts !bst_. V\/hat Vv.Ould that sentence be'?. fn many cases, that 
-sent~n_ce wili p~9o.r11e your •b9tt9m tine. o:r _r:na1h point ai1d ybu should. p:lace it first or 
-second_ (artet an ~tfontron«gette.r) ifr your doctfrnent Sorri~tirnes your bottorn line will be 
.a sen~hce ciuW.nfng the purpose of your wrffing: 

I prppose we provide each FBI ompfoyee with the same kln.d of !D.l)edge, 

We .need two more agfmts to meet the demand of the cases in our resident 
agency. 

Sometimes the bottom line wm tel1 your readers.what yoLJ want them to do: 

Plea$~ authorize reimbµrsem~ntfor ectual lddging expenses over the per diem 
.rate incurred while on offli:Halbuslness in $:an Fianctsco: • • 

You must attend fireanns training on one ofthe fol/owing dates. . . 

• At tin1es, both the purpose and whaf you want your re~der to do are lmpfl:ed rather than 
stated in your bottom line: 

Sil'1C¢ yo.r,r're s.tfl!la~ching defemsfve tactics, I thougf]t you might enjoy this article 
on new arm tiolcls, • 

We've assigned your case to Special Agent Gatza, Who will contaot you in a few 
days, 

SlJMMARY 

__ As you can see, doing a ·little thinkfng before you _writ$ certainly can rm:ike your 
writing easier. _ First, yoy need to an$\l\farfow: qut;l~U9ns: ,;.Why .a111 ! writing thisr "Who 
am I ~ttltlng to?" 'Wht3Jdo I w,aht aj~t re~ders to do?" and. ~Why. should rtiy readers r.are 
ab.out this?" An~wet.ing 'these questiotis Will help you roctts your thoughts., decide how 
much infonnation youwm need,' and:tailrirYour documentto your reader's needs. ·rhe 
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answers .should lead yoµ to your rnain point or me$,age. which wm become your bottom 
line sentence: • Pia.cad first or second in the document, the. bottom. line then gives both 
you and your reader clear directkm. • 
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We aO have tw·o w.arring entities within us: a writer an~ an editor, or our right . 
brain and our Jef.t brain, To write ¢ffectively, we need to use both sides of our brain, but 
we shoul(i try to.separate them when we dd. To get st~rted writ!ng, you should try to·· 
use c,mly yqui rtghtbrairt-""Your writer. If you have trouble getting started, you may be 

• letting your f~ff b:tain :editor interfere, For example,. lJ.\l'.hen you start writing a report, . 
personnel evaluatitm, 9r ~ll:--etnp!oy~~ merno, do you also edit? Do you worry about 
spemh11 and· puncl:uatiotl, g·etting ~he exact word you want, and organbdng as you go? If 

• • SO; you're letting yo.or left brain fake over the r~ht brain's function. · After bearing a 
barr~ge. of ctiticisms and. stops. your·rtgtit brain s:oon gives up trying to come up with 
.ideas.· tn effe.ct1 y.ou suffer Writer's block. • 

Let'sJook at it another way, If you attend .a meeting and are asked for ideas, how 
m~ny tirtre$ ··wm it take for yo~ to sfop m;.3fdng suggestions when· the person leading the 
m(3etjng :ertticlzes ~.ch one you make? Now, lefs reverse that situatiort Wha.t wm you 
do if the person leadlngthe meeting greets each of Your idesswlth enthusiasm or 
praise. whether ft-tey an rn~rtfltor not? the first situation describ~s what happens when 

• you let'your edttodett brain interfere with your writer right brain's part of the writing 
process. If you 1et your dght brain go at vmting t.tnhindered, you put yours~lf more in the 
second sittia\ion•$ riurtudng: atmosphere . . Yo.u will come up with more ~nd better 
.idea~-• .. like a snowball eff~ct Don't worry. You'H !et your .editor left b.raih . do its thing 
before you fin1sh whatever you"re wrltlng-. • just not at this stage of the process. 

,'. So, to g~t started, forget about eojtil'lg as you go . . Don't worry about writing a. 
sentence that l~sts for five. pages or listing. iilcofnplefe. sent~nce.s, Don~t. worry if 
unref:ated or personal thoughts come into your head'. Get mern down on paper and edit 
them: o(If later, 

UNDERSTANDING THE RIGHi ANO LEFT BllAINS 

One of the s-id0$ ofthe pr-ait1 d(lmtn~tq'$ in most of µs. It may control 90 percent 
of the way we think or only 55Percept Both sides shQw int¢1Hgence .and complexity in 
the way they function; they simply process information in dlfferentways, 

• According to Betty Edwards,, f:lt,ithor of Orawingon the Right Side· of the Brain 
. (197~), the Nvo lists below compare the different pfocesses ~nd preferences of our left 

and dght brains (40): • 
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GE!TING·StARTED 

.LEFT 
verb.at 
analytic 
s.ymbofic 

• abstract 
temporal 
rational 
digital 

-logical 
linear 

RIGHT 
noriverbai 
synthetic 
concrete . 
analogic 
nontemporal 
r)cmratk;,nal 
spatlaJ. 
intuitive 
holistic 

. Rrght-brain~rs prefer intuition and itistinct over lqglc and rati~nate; which left­
bra_tn~rs swear by., Rtght-brainer.s tend to synthesize (put things. togethet) while !eft-­
brainers tend to analyze {take thh1gs apart}.. Right-brairiers create; teft--brainers 
organize, Right--btainers commuhicate ma,lnl}i through nonverbafs; left-brainers use 
words. Right~brainers prefer the concrete and practical; teft-brainers like the abstract 
~nd theoretical. 

• As l stated ~ariieri we need our whole braf n to write well. · 89th parts of our brains 
help us thinkbefore Y.{e writ~. answering the fourguestions ~nd writing a bottom line. 
Otir v1.ritenlght bratnthen b~!ps us prodi.Jce a first draftby getting our fu(}ughts on 
paper.. Our editor 1$.ft brain hef.ps us structure and grganfae those thoughts, so our 
reader can tmderstand them. \!Vnen wo have ttb\:.lb1e st~rting, we may be letting our left 

• brain:edltas our right brain tries to create. Our left bra.in rnay loo~ for the "perfecr word • 
• or try to reorganize thoughts as they c.ome out instead of just letting them come Ollt. No 
wonder our right brain cat!$ lt quit$ after a few sentences or paragraphs! 

U$1NG YOUR RIGf.li BRAIN TO StART 

. While you can use any numt>er otmethods to get st~rted ( al! often ~ncompassed 
by the tern1 "fast!wriUog"}, you may prefe.r one or lwo over the otners, depending on 
wnetrter you're a tight btainor or a left bi'aine( • People often l.lSe one rnethod to get their 
idea$ out and focus their thoughts on the· s'pecit1cs of a topic ot the angle they want to 
take-. . ih$n, once they're mote focused, they try a different fastwriting method to 
prodllce s~ntences to corl"es-pond to their first iist of klea.s . . The second proch:ict 
becomes their first draft • • 

·• This section presents six methods offasnvriting. VVhenever you write, try to do 
so during your mo$tproductiVe t!rnesi f)the day. Make yourself as comfortable as you 
can and use yourfavortte writing instrt.:m1ents {p(;id ~lid pen, word processor, or 
whatever you pt:efor). Afso,. and perhaps most -,important; try to fastwrlte When you can 
avoid.interruptions (phomica!Js and visits from Others) orat !east keep ~em to a 
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minimum; Use one or two of these methods tor at least 5 rnirmtes for brief documents 
a:nd Up to 25 0(30 h1intrt:es for complex ones. rastwrite for 1 or 2 minutes. beyond when 
you think you're done. Ar1 idea you .struggle to get ot,1t coutd beconi~ the main focus of 
your document 

. Writitig • a Letter 

Peep!~ gen¢r~lly dortt: have trouble writing fetters to someone they care about 
{ SJ)O~tse. child .• or good frien~) 8f:ld, .mol'ec. important, soh)eone they know ·won;t judge 
them by.their writing. no matter how· good. or.bad .it t-s. • When starting.to write a 
docurrientJor the Btireau; initially set asldeyour intended readers and think instead of 
trying out your idea on the person you trust Write the first draft of your tnernorandun1 or 
report in the fonnof .a fetter to y6ur Mend or spou$e (Gladfs 30"-31), You can _even start 
wnn lh~ usu~l greetings of ... Dear WHrna, Mi thefti! t4ow ate you doing these days?"' 
Write Whatoverwill g.et you started putting words on paper. EventuaHy you wilJ focws on 
your topic, Fqr example: • • 

f have. to writ(~ thiSm?rrio tp ail employee$ abouta. chqqg~ inpolicy, bµt rm realty 
not sure .how to start it We mus(now.aJw•ays. us.e • a different form~t tot our 

• • memorandJ!J . . .Instead of just writing them, we .havofq start. with a heading of 
"Purpose/' inove ··on to· #Recorrlrnehdatloiis, :v. and then end ttt:ith. #DetaHs." l know 1 
need to tell them ... 

If ideas 1.mrelat~d to your topic sUp into your mind, stich as "l have to remember 
to take my library books back,'' write them. down and J<sep going! Before you know it, 
you'll ffnish your letter fo your trusted other and have your merno1s first draft 

Br;;iif)storming or Listing 

• Jf the thotJght o1: writing a letter d.oosn't exa¢tly thrill yout try wri:tl.og lists of ideas 
in$te~d. Write your ideas down· in the n\fdd!e of your p~p~r and then preak each one 
info it$ smaf.lest part$ as yOtl · move to· the tight of the papeL • Or join the111 together to 
form simifar groups as you move to the left of the paper. 'For exatnple. if you have to 
start a newstetter for your .division, you might come up with an original list of ideas like 
the f6U6wk1g one: - • 
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Newsletter Ideas 
goodbye to friends 
profile of an employee 
exercise· tips 
achievements 

births 
new job postings 
hobbies 

• vol/eybaH tournaments 

., ..... 



In trying to expand or group those ideas, your new list might start to l?Ok like this 
one: 

Newsletter Ideas -

suggestions 
new job postings 

-[rt1oves wlthi': !he_ dlVision 
cornings and goings ➔ hello to newcome~ 

• goodbye to frlends • 

division activities 

achievements 

profiles· 

bkthdays 
births 

health matters 

helping the hom~less day 
➔ . vof!eybai! t~urnaments 

➔ 

• bfood drives 
recycling cans/bottles 

kinds -

. peopl~ 

[

scholastic 
➔ physical 

performance 

➔ 

➔ 

[
- employees 

children • 

[

work ~~orking 
coHectmg -
gardening . · 

!agent 
➔ employees ➔ agent 

spory:s 

- 1 management 
L 

f'"'skiing 
➔ -Lhiking 

• scuba diving 

➔ best exercises . 
[

diet news 

dealing with stress 

r . 
➔ Lhonor ron . 
➔ _ sports award 

!coins 
' ➔ Lpatches 

stamps 
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GETTING STARTED . . 

Notice how many .rr10re ideas you can coma up with, in fairly good order, if you 
Just give yourselffone fo think NotfJ. how some of the original ideas are the biggest 
group labels on the far left, whf.!e others of them became seco.nc:tary .. gr9ups, ihe idea is 
to ke~p breaking down each element ut'ltH ·you can't break it down any more _(practicany 
speaking). 

.As with fetter-writing, ~nd ail of these. techniques, you probably wll! not use ,al! of 
• the kleas you produce. But yo~, may find that the process brings out ideas you never 

wotild have thought of originally. 

Conversing 

Some people m~y have troub!~ writing about a topic or c:oncept, .but.if y-ou ask 
fnemto ex:p!airtit to you verba.li\l, they can. One way of getting started when 'iwr!ting. 
then, is to record a conversanon Yott tiav,fwlth someone {eithedrnaginary ·or., better yet; 
real) about your topic. tf you do this, remE,lrnber to talk about your topic, not dictate 

• about it When you dictate, your left brain starts editing and spe!Hng, and you want to 
avoid that now, 

·One advantage of (;;:Orrversing with someone ts that you will tend to organize your 
• thought$ a bit before you speak. You also ~~!! tenrlto sp~l< in complete thoughts 

(sentences) r·ather than Just ideas or topical _areas. Finally; if you actuaUy .converse with 
som~ne, thafp(?rson can ask you to explain further or c.an po.int out inconsistencies or 
holes ln your discussion . . When you type the transcript of your convers~tlon, you can • 
automaticafly edit out~II the little unrelated comments or irrelevant parts of the 
discussion, and you'U end up with a pretty good working draft, 
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Mindmappiog 

Tnis concept. introducedby Tony Buzan, ~Uows yoll to startwrthama!n topic 
and literaHY.branch out into imiitt ideas and more minute idea$, showing connections as 
you go (Buz~n; 91~104). • Steve Gladrsj fortoer editor of,th$ FSI Law Enforcement 
Bu.Jfetfn, called a version of mirtdrr;,apping •·webbing" (:~4-,35). A'$ you can $ee from the 
~atdptes. below, mindm~pping ~nd webbing both help you express ld~as ln a slightly 
morttorgan!zed form than lert~r"~rriting or cpnversing; Mindmapping and webbing 
encoura~e. trye artistic right side of the brain with their us~ of space ·f:lnd drawings while 
atthe same time appe~s!ng the organized feft brarn, ihe first exatnple shows a 
mindmap of a lesson plan on stage fright: 

While mindrnappin'g can get slightly messy; and u: oft~n means sorrlething only to 
the author, it can make the second stage ofwrltingJun. In atelatively"shorttirne, you 

. can produ~e a spidery creature Hke the one above or a group of pictures Joined by thin 
lines, This. method of starling helps you come up with ni1merotts ideas an<l then easily 
choose which to. U$e.; add others. as necessary, an<;i organtze al! pertinent ones. 
Obviously, you then have to write santen~s to say whatever you need ~bout these . 
ideas. Youmlght 'find it easy to start wtth this method or webb,ng to get your best ideas 
out, and then try letter-writing or conversing to write yoursentences and paragraphs. 
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Webbing 

Virtually the. same as mlnctmap.ping, webbing iooks less lik-e a spider and more 
_ like_ a chart In mlndm~pping, iony Suzan e.ncpurages dr~wing pictures to depict ideas 
rather than alw<;tyS writing the words or phrases (Suzan, 91· -104 ), In webbing; Steve . 
Gladi$ uses ovals and circles to <xintaln aH phrases and words (34-35). H.e does not 
encourage drawfng pictures. to replace the Words. The following sample '\11,•ebs" a 
proposed study on the ur1:atithorized use of forc.e by.agents: • 

. . . -

As. with rnindmapping, webbing glves yqu a fairJy 01~ganized picture of ideas, 
though webbing lo<>ks more like ~ .cti~rt. During- Jhe process, you find that some ideas 
lead you to others, and the snowball effect of id~~-proqudng seems easier qecause of 
the spatial l3yout Yoµ·qan organize or group these viotds and phrases, ·rnake 
conn~ction$·, and spot hqfes in 1nfom1ation more easily than you can by \<\iriting letters or 
conversing. T!Jus, w~bpf:ng, lik~ mindfnapping~ n,1ght be a good initial step before 
moving onb:f:a method that produces sentences and paragraphs. 
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Carding 

You also .can start a writing project by \'\(riting a general .fist.of ideas or tnpical 
area~ apd then turning ~ach. idea into a .cornptete•sentenbe, Write each sentence on a. 
card($,a~fer), Then. cho9:se a cartj aJi('.!, on another card, ecxp!a1h or exparidthe 
sentence you chose, Each sentence y¢u write should ti~ ◊n a s$parate caret At the 
en<l (.)f this exerCi$ei you should have a $tack. of c;ards, each coi)taining. a complete 
sent~nce. Ygu: oan aasily organtz~ th¢se into groµps of $iii1i!ar ideas that would 
b¢t')orpe:.pfltagfaphs or sections~ dependinguporythe length of tf:ie document you want 
to write .. ·)Nrlte9itypethe set1tenc~$f11top?ragfaph$. on!y.aft~r you'te satis6ed with the 
way you've o.roeted the cards. You can add at10 delete cards a~ you organize or as 

. mora id$as cot'netomi11d. • 

• SUMMARY 

. Use. any of ttw above fastw.riting techniques, ~r a con1bin:ati-0n of them, to get 
. start<:Ki wi(hwnatev~r you have to write in :tour job . . You rr.iay w~mt to start with webbing 
or mlnd~rn~ppfrigt&ptlhg ◊Lil :lpt~ 9f id~~s. Than you Cl:H) choo~ethe best ideas and try 
to organize.them in a !ogicalmanner. Using thisfocused, organized list of ideas as your 
baseJ tryJastwriting V11iththe !etteW~\¥r~fng, coriv~rsir.i{l, or carding ·methods. This will 

, give you a V$rY w9r!(ap!e. flrsfdraff requirinfl far fewer cflangBs than one written solely 
with your-bottom~lirie $emtence as a focus, • 

With wt:tatev~r method or corohtnanonyou .chool\3ei you'U be amazed at how 
m:ucn. less tii:rte you spend pf6¢ra$tinatl.rjgarn1 dreadfr1~; your wrltingtasks: and. how 
rriuctt less time th¢y wm take you to complete. Hi no time, you;f! have a first draft to 
rewrite and organize'.· 
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• .. Once yqu've gotten started with one of thet~cl:miquesdlsoussed in "Gettit1g 
. Startecf' -(or .the .o.ne th1;tt has aht✓.ay$ worked for yo_u), you Jnyst at sorn:e point review 
wt:uitYo.dve done tc{$ee what yo~1 hav£i. You neooto $\art structuring this information 
foryour readers in a Wfjy that best $Uifs ffi~ir neeqs and yours.. • $tarting with your • 
bottom fine, you must organize the detail~, reasons, ~114 exarnples Jn the.bodyqf 
inform~Uoh withtn•y9ur Qvaratr~tructure. ·111is .s:ec:tkm presents tips dhhow to.follow a 
titne--{e$ted §ttlJcbire that works, It atso .discuss.es_methods Df .organizing-your 
inforr.nat1onwittjin that structure. You'll learn how you can structure and organize both 

. short and: long documents, • • • 

. ·•·_._With wt)~tever method Qf ge~lng sij,trted yQu .used, the next step is to find a 
patt¢m .of key kleas or general tbplcate\r~s~ You rntght have oone thts <:lh'eady if you 
L$ed !lstingl_ mindm.apping, or webbing-to start WUh.tlie$e thnse _methods~ you $ht:>Uld 

. have;,geh~rat c:atego.rte$brokeri downJnto a.tlea$t sQnm corrip◊.nent parts . . l<eep the 
~tegories and ideas you think you need based on. 'What you want your ie-aders to do 
and the tnfonnatio:11 they ·must have lo do. it • Sef aside or oiscar.d the te$t • of the 
categories and phrases you produced. Once you've done this, you'll have to write your 
sentences' and• paragraphs. • 

• • If you chos.~. letter writing,° conversing.; .or carding -to -get started; you may find it a 
Httle more. difficult to react w6atyou '.>\11'.0t~ aoct puli out key ideas and· patterns or 
categories. tiowever~ onceYoh have d~r}e this al)ct ctedged ~hafinfurmation to keep, 
you·$Jr:~dy nave your ~entenc~ written. You t~n n,ove l'lghfto forming paragraphs, 
which YOtJ will then org.an1ze. • • • 

How you Rfe~ent your in{orrJ'.)atiqn ¼dth an. qyeraO structtJre g~-penos on the length 
of your document..· How you. organii:e t~e i~forrnatlori with.hi. that structure depends on 

. ·your purpose, what· you wanf Yot,1r readers to do, and Your readers' needs .• 

SHQRT DOCUMENTS 

• • • Norrnatly you ¢an get away Witt\ a fairly inform.al structure for short documents 
(two page$ and underf However:, y¢11 snil v~lf help yovrrea<:ters tf you follow a few 
basit~ guidelihes~ You'll 11e~dJo s4¼rt-wifu eith$t· ari ·$tle(iti&rt«9¢tter (afao knO'Wn as a 
g(aqbet) or your bottqm line> ·1]1en yov shOu11·cndQse afogical. tnethQd-fur organizing 
your:JnfonTiation. VVhat YQu oo-gin•with depends ofrthe.pttrpct$e and type ofdocurnent 
you're ~tiiting and whoyou'rewrltingto: • • 

Hook .Your Readers With a Grabber 

. If you're trying to.pwrsuade.a peer-to d9 so.methir:igf9ryqi,1, asqperiorto 
authi;>r'ize s,ome\hingJqr yoµ, or ~· grqµp to ~pc:~pt YPLtr proptisal furchangt?, you should 
start.with a grabber .• ihls kind of grabber $Mould be ain1€id ~t. how doing what you want 
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win t?enentyovrreader$-notJustyou! Yotwbo~s might not.care.th.at na.ving a 
computer ~tyour de-sk would save your_having to go toa q!ffererit building to work, but 
he would care that it W◊ufd make you more producti·\/e anq better ab.le to handle tlle 
special projects he likes. to give you., That you also benefit froni having a computer at 
you(desk is nlee, but if is •notwhat you should emphasize. Maktng .sureyour readers 
see how your PrQpo~al, request, or other lrtforrnation benefits them will help you achieve 
your purpose far faster than coming af lt with a "m~:t atlitudEL 

Anoth~r kfrtd of grabber wm reach out and get your readers' attention. making 
st,ire Jhey read wha-t you wrote inste~tl of just ,hrci\1ihg. tt in thejtneVer-ter.be-read pile of · 
dpcum~nts; You c~n't communicate}f your reader. doesn't cooperate and .read what 
_ you \t\lfOt'e, so you have. to rnake ·sure you, get h-er attention right away. Pointing 9ut the 
• bene:tlt of n~adi-rig yourwri.tiog is only .one kind of grabber_ Other$ 111:c!ucte appropriate 
qrn:>tafiops, $t~rtiin-g .statistiyS.offac.ts .. hypothetical stb:.Jations, pertinent true storfes, or 
bold qoesfions. • On rare OQcaslons, and only when yo1;1 know your audience-wen and lt 
fitsyburputpose {as in speech writing), you can start with ajoke,-

AU grabbers need to lead smoothly into your ppttom Hne; Sticking Just any hypothetic-~t 
$ituatkm or quotatiQn afthe top ct your document win not aocompllsh your mission. 
Grabbers should get.atf;entr9ri !Jnd lead ctkectly·into the p9int of-the document your . 
bottom line, • ihe chapter 1'Thiriklng Before Writing" gives you an idea of how to write a 
bottt>rn~Jine sentence, • 

Ge-t to the Point 

_ If you decrae you can do without a grabber. and yo!J ~rtainlywiU find this true for 
• many memos; l~tfors, reports and-other oocum$rits, you should begin with your bottom 
line. Use the bottl:)mlrnetograpyour readern' attention. You~effnlte1y want to avoid 
los1ng your rnomentum by either foHowitjg your grabber or·startfng your doc~m1ent with 
the !>history ofthe e~rthi' {con1m~nly caitgd background h'1formatiori). You do not have to 
lead Jnto your main tnes.sag~a :wriler'.s tet1denc'.i',_ r'lot-a h1ader's. wish~ . So get fo the 
point quickly by putting it t1p -front. .. in oftj~t word$~ rnakByour request first; ahd· tnen 
Jusflly it Commend youremplo.}1¢efirst andthentellh$rwhatshedidto df:}serve it 
Srate the resulfof an investigation, thetf-§how\Nhy you decided the way you -dia 8nd 
give an_acc6ur1t cifthe investigation,· • 
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Organize Your· Information Logicafly 

. FoHow y(J.ur bottomJine with whatever information you have-.-tacts, $t~tistics. 
times, dates. exarnp1~$,. what~ver.;__pres~frted in a loglcat man~r: • •• Orgari~jng or 
aeve!9ping your infcirmatfon helps you move a topic srm.iolhJy and logically from start to 
finish, 

A logical mariner for pr~senting_yQLff qetaUe<.HnforrnaUon w.iJf again depend rn1 
your pul1)ose . • Sop,e ~ople tend;to stick ¥4th orgar:dzing their material ·tn a familiar way, 
such as chronologically; whether or not ifnts thekpurpose, Do yoLttseJf and your reader 
a favor by thirk!ng. of and using the b$st way to organize your infQrtn.ation. _ 
This WHt help y(,)u ~rrm1u:nicate the b¢$t With your react.er, .The foUow,ng paragraphs 
d~scr~be m~ib.Qrls o.forgini?•OS th;:1t you rillght hot h~¥e consid~red before. The 
Hand/:iopk of Tet;finicaJ Writing <iefines many of these _methods. so its page references 
follow .subh$adlngs where appropriate. • •• • 

Chronology 

Chronological wganl:z~tiun arr~nges events in .the order they. occur in time. If 
you want to qrg~ntze. chrorioiogicalh< $tart>afapoint irdim~ :and move either forward or 
backward. This inethod is :handy for re·ports of. many kfrids, espebialiy progress re.ports, 
complaints, and some fr1terviews. 

Sequence (629.-630} 

Similar to chronoipgjoal org&nizatton; sequential nrgan\zation moves a subject 
along st~m by step-4frst, second; thintand soon, This nurnberedmethod works well 
ror explaining a pr~cess, tnstrucuons. orprocedur~s- Jt.also can help describe how a-
-mechanismfunctioris.· Butt~ke qir.e;-~ftpQ{Jgh t~~(Jers g~nerally can follow sequential 
orgartization easily, they atso can flrid ftrnonotonous, Wdt('lrs often have trouble • 
emphasizing important: poinfs with this kind of organization, 

Prob/ern--Solution,.-Results 

. An effecttve method of organizing proposa¾$ is to present a prot)l~m, suggest a 
solution, and then·ct~tailth.e results yo.uexpect if your solution is adopt~d. Keep the 
read¢r in mind when _ using thi$ method of t;rgan!zing; . mak~ swe to present .the prohleni 
as th~reatjer·s problem,too,_one that ha orsne will wahtt9splve, lf you pte$ent the 
probfem as only your own,- th'~ reader may not care lfJtgets fixed. Use this method 
wheiiever you_ have a problern you need to fix. _ You can· eithef solicit ideas for solutions • 
or prop.oseyour o~vri solutio11s, This method alsO can organize son1e instructions and 
plan$. • • • 
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WRITING AN.D-ORGANIZING 

Cause and Effect (84-87) 

At times you may want to organize a proposal about a problem by moving your 
information from cause to effect or effect to cause. You need to make sure your facts 
ano arguments pertain to the topic and that you have adequate supporting evidence. 
This method also forces you to demonstrate that one elerneilt (cause or effect) cannot 
exist without the other. You may want to note that effects often have more than one 
cause. This method works well for certain investigations or_ organizational studies. The 
Bureau's scientists often may choose this method to report the findings of thf)ir 
experiments. 

Comparison and Contrast 

People involved in making any kiod of choice (for example, deciding among 
computers, office space, food service contracts, weapons, investigative procedures, or 
any number of things) will find the comparisons useful. With this method you can easily 
emphasize one-product or service over another to lead your readers to the decision 
(choice) you want them to make. You need· to ensure that your readers clearly 

. understand all the elements you compare or contrast, and you need a basis for 
comparing_ the ~laments. This method ~iso works well for explaining difficult <::oncepts 
or subjects, as in analogy. You simply compare it to something you know your reader 
will understand (a good reason for learning as much_ as you can about your reader). 

You can compare or contrast in two different_ways. For example, you can 
. describe an the pros and cons of computer A, then all the pros and cons of computer B, 
then all pros and cons of computer C (whole-by .. whole version). Or you can describe 
one feature of all three computers (such as processing speed or memory), then a 
second characteristic of all three, and so on until you've addressed au relevant parts 

. {characteristio-by~characleristic veraioii). The order jn which you present your data and · 
the amount of information you devote to: each whole or characteristic can help you 
emphasiz.e one item over the others. 

Order of Importance {161, 308) 

Decrea.$ing order bf.lmportance{"H31) aflows you to emphasize the information 
you want. You can begin with the most important fact or example ano move logically to 
the least important. Decreasing order of importance Immediately gains your reader's 

. attention and makes a strong initial impression. aecimse this methcd helps you rnake 
sure the hurried readers wm at least see the most important information, it works well for 
reports, some requests, inquiries_, and memos for information. 

If you can decrease the order of import~nce of information or points, you c.a1~ . 
increase the order of importance (308), too. This method of organizing leaves the most 
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important of several ideas for last, thus freshest in the reader's mind. You should take,. 
care wh$n using this method; however-, because sorne readers might consider your 
argument weak or might not take the time to reach the 1mportaDt conclusion$. Even 
though you tal.<e a chatjce 6ftosing your teader early· by starting with yout le<;tstexciting 
J:nforqiation, you can us~ itc6trflderitly with orar presentaticms. This method also Works 
wen for leading to unpleasant news or for repot1ing on production or personnel. 

. . 
LevelofDetail (261, 637) 

Two met.~ods oforg.anizing that use a concept similat to the above two are . 
g~netal to specific (261) at1d sp~cific to general {637), • With the first, you begin with a 
Q?neral statemerit and then provlde specific facts and examples to devefop and support 
it. With the. latter.You beg.in with a $pacific statement ah;;! build to a general conclusion. 
As with general to specmct· this rnetbod c~refuliy build$ a case with facts, examptest and . 
analQgles. fait it doesn't m~kethe point untif the end. Th¢se methods, especially 
specmc to general, work weH for documents or pt,esentation$ where the audi~nce has 
h~ard th~. main· point many Um~s befor~ {for exa.rnpJe, reminding peopfe to keep safety . 
in mind or reiterating the mieson sexual harassment or other such topics). 

Division and Classification (GroupJngj 

A good method for organizing particularly. difficult topjcsJs division and 
classification (in other words, grouping). ·.• DMsJqrts~parat~$ to.:plC$ into loglval 

. categories that you then can classffyand labat (for example, you might label one group 
• "people," another "ideas,". another. "systems," ~nd. so on). Divisii)n and classit1cation 
ailo¼i:s you to break, down cornpl~ subJ~cts or group simifar ideas to form more general 

. topics. Yot.J then (jiscµss each group separately a.nrl C{)rJ:lpletelybefore moving on to 
the n~xt. This method works well when•yciu ne$d to describe a physical object or an 
organization, examine an idea, explain a process, ·or even give instructkms that have no 
real ieq:uence.. • • 

Space (635--637) 

Finally, you can organize y,mr i_nforrnation spatially. detailing an object or process 
~ccording to the physical arrar.1gem~nt of :its fe~tures. , Pot exafople.,. you can describe 
things from top to bottom, side to $Ide, east to west. ln$ide to outside, or however they 
take UP space. This method relies w!Jol1y on dimension, dtrection, shape, and 
proportion. You describe features in ret~tion to one another ahd to their sun-otmdings. . 
Thi~nnethod lends itself to crirne scene descriptions, constrt1ction or landscaping • 
proposals, s.om<l progress or 9ptfvifyreports and•in$trwctions, equipment descriptions; 
and proce$s explanations (such as' describing how to 9.orrect!y search a room for 
suspects or evidence}. • • 
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You.can choose to use mo~ than one method fo.r .organizing.your information, 
butyo4 sholtld stick to m)e overaU r1,ethod to a.void cpnflls1ng your reader. In other 
word$, within an overall structure of going from effecHo cause, you could use a 
sequenti~l, rihrono¾o.gical, o.r divtsiot1 and classification form of organizing, For example-, 
white writing a report o:n yot)r investigation of a _ pfahe crash, You cottld r.onceivably start 
with U:te:cra~h (the effect) and move throqgh al.I the facts by dimlnatlng groups that 
you've dasslfied {mechanipal fault, human error, environm.ent:af causes) bf:)fore you 
re~ch the cause (wind shear), As you can see, organizing can get tricky with two 
methods; using more than that, while feasible, may not be advisable, 

Using three or more rnethods wm d~fuat the purpose of trying to organize in the 
first place, ,Whan you make your readers work too hard tb figure out which level of 
otg~riizatio.nthey are on, you lose-them. -- The same happens when you start with one 
niethod _afld endw!th a diffeforitone, This confuses your reader and makes your 
document seem dfsorganized, • 

Mak~: Your Writing Flow Smoothly. 

•• You can ease a reader's understanding ,of how you orga.niz.e your document, 
even a short one, by 4s-iog headings .mid subheadings where appropriate. ihey help 
-you.r read~.r unde~tarid wher~ you are going. ·Your heao.logs should be informative, 
relevant, brief, and paralle!(Le .. following the san1ewo.rdpattems). 

• Beginning eac:h paragraph with ~ tQpic. sentence also benefits you and your 
reade.r. t=irst,topic-.s¢riterices heJpyou focus ai'ld org?nize.each paragraph {keeping 
out i°'rormation that doesn'tsupp:ort th~ topic sentence.}; $e.conQ, topic sentences give 
your teaders a point. of reference or direction by te!Ung them what _the paragraph covers. 

Within and-between.paragraphs, us~_transit!on~~-pronouns, and synonyms to 
help your sentences flow smoothly. Transitions consist of words such as "first," "but." 
"ai$ot "nowevet,-" "therefore,ff ''finally/ and other$: The-s¢ indicate to your .readers what 
kit1d i)f information fo!lomt For example, readers will expect contradfctory information 

-to follow "however" andcoohclusive information to foUow uthus." Usfng pronouns. and 
synoriym~ withid _ and -ooh.veeri sentenc>E>.s helps you avoid unnecessary repetition while 
providing contfnuity of thought. 

• Whenpresentlngyourdetalls {facts, sta-tis-tics. and examples) within U1e body, 
use-Hsts, tables, g:r:aphs; orcharts wheneveryou can. An image can often explain . 
trends or relationships more quickly than w-ords ?lone·. Lists; tables, graphs, and charts 
also show more white space; glvin9 your readers' eyes a respite, 
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. Make $Ure you include in the body au tQe intorm~tion your readers need to 
understand your theory_ and: follow your argttrnent ot make. a• d$dsiot1. 'fhe more y.oti 
knowoi:~bout your readers, the easier itis fur you to-hefp them progress reasonably 
through the message you want to convey. 

LONG DOC.UMIENTS 

Unle$s .t34r~au formats r~trict you, uy to $U'UCtwreyour long doo.uments (over 
tw9 pages) rrito at least thr~e hasic sections: an introduction, a booy, and a· summary, 
We~ve -aU heard the -~~ying; -"Te:!! them what you're goihg to ten them, tell them, and tell 
them .what you .told them." Whfle this may seern repetitive; it actually is riot. tt is, 
how~yeL e~ctiv~~ This structlt-r¢ give$ yout readers an klea of what direction you W<ant 
fo ta~e them, then it gives th$m the arguments orreasons and itetaiis. therd t takes 

. therrttmt of the_miraiof details an.d htingslhem back to:.a better understanding of the 
• • general i(:}eas -~nc1· point you \~iante.d to make. • • 

The Introduction 

_ .· _Your introduction shq~lo h'lclu:de a grabp~r {if appropriate}, your bottom.,!ine 
• ·sentence, and a brief descriptidn in 011e or more sentences of the niaintopicai areas 
yo~ wm cover jp your booy. For example.if you w~nt t,o pf~sehf new policy on .. ht)W to 
classify infprrnauon or doct.1ments, you might writ~. 'The FBI has changed its. policy on 

. how to classify information. We. ni.ustfoHow a differ~nt procedure for each of our 
ciasslficatfons: cqnfl<lenJial, secret~ top secret, a;nd·~yes only." Besides giving your 
read~r an ldeaof what you will talk aoout, thJs last brief preview of main ideas makes a 
good leadw1n to your body. -

The Body 

• Your body then develops -your Information in ~tw sama oroer yqu presented .lt in 
the iritroduction. In th~ oody~ you present :ail your det~dl$; ~asons. arid examples. You 
can use anale>,gy, definition;· narrative,; and .description. to present thls detalfed 
information; and you should use ane or more of the methods of organizing detailed 
above in ,;Short Documents." 

. When using a complex hierarchy of headings an<l subheadingsr you may want to 
place Roman nµmera.!s O, u. tll, etc,}, i~tl:ers {A, a, C. etc,), andArahic numbers (1, 2, 3. 
etc.) before them. This helps yoor reaqer foifowyriur many levets of subordination. For 
only two or tote€! levels of subordination, you can identify heading~ and s1,bheadings by 
-us!ng' simple graphic or typing chahg~s (pbipitalizing~ putfing in italics· or bold, • tndenHng, 
and ~pacing, to nan1e a few), The following Outline shows both methods. 
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t TABLE OF CONTENTS 

II. BODY 

A . • lntrodut:tion 
1. Grabber . 
2.. Bottom.Llne (Thesis) 
i . . Rerenmce t0:Ma1n Points (Topical Areas You'll 

c,,-ver) • 

B. Body 

1. First NJ;#n Point 
. 2. SooQ'ttd Main Po.int 
3. Third Main Point 

c~ Conch.1&ion . . 
1. 'Restated Bottom Line 
2. Resta.t~Main Points 
3, Wrap .. up· of .Grabber 

m. ENONOtes 

IV. REFERENCE:S, BIBLIOGRAPHY~ ORWORKS CITED 

The Conclusion 

Here, yov should re$tat¢ your bottom. fine or present yotl~ conclusion (based, of 
cour~e, on the information yot(ve {Jiven) and sumrn~rtze. your main topical. areas. lf you 
started with a.grabber, you should fini~h by referring again to that gr~bber in some way. 
Refer to the statistic orJact, ansv1ier your provo~Uve questkm, finish y9ur hypothetical 
situation or.give it a dlfferent ending, orrei.,vord thequotation $iighffi to flt your purpose. 
If you.forgetthis final p:art of the surnmii~y; your reader may fee! sUghtty shortchanged, 
as though you started a story but never finished .it or foifed to tie all the loose ends . 

SUMMARY 

As.you can see, your best cbanc~ for communi(",atlng with ypurreader comes 
from beginning withyour main•message and.tn~n .proving it through logically organized 
details before {estating it q.t the end, You hav~ several options for arranging your 
.·detaits and should chooseJhe method .th~t ·best sults your purpos~ .and .content; . 
remember to use transition~ to.h~!pyour m~ge flowsrnooth!y. Your wel!-0rganizoo 
messages wm save your readers time and hetp you achieve your goals for writing. 
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REVISING FOR-STYLE 

This -sectiqn presents arguments de$igned to help you believe in using a different 
style than you mi"ght have considered before arn:t g:uideUries you can follow to apply this 
style. tnltiaUy yoqmay think this style ~ith$r.do~s not fit the Bureau's mission or could -
hurt the Bureau's image,_ I've .tried to anticipate your questions. and concerns and 

-answer then,~ Through examples, J hope to dispel such- bel!efs ( a;nd get you at least 
thihking about this $tyle). - - -

_ Th~ style th~ Bureau ri<>w wan.ts to embrace fbilows four main concepts, which l 
outtine in four separate sub~ections: wntlng·,n ~ctlve v◊ice, applylrigtneK!SS prtndp!e, 
redudhg clutter, arid wrtttng strong sentences, An_o.fth~se ccmcep.ts keep the reader's 
O~QS .at the f◊r~front_ !S~cf:l subse.ction offers suggestions. on how you can change 
somettllng you've alr~adY wrltlen. Eventually you should nothave to gQ. through all of 
the stePs olitllned tn these subs£:1ctlt1n$ b~~use you'Ustart wtit.ing.intlie new style from 
the start. ThtJsi atfirst, you might spend more time trying to apply thes~ principles than 
you woul.d spend writing your normal -way.· After you master.these techniques, however, 
you should find that you can cut your writing time in half or n1ore, 

WRlTING IN ACTIVE$ VOICE 

__ A major problem with bur~~ucr~ttc writing often sterns from the writer's use of 
passive voice. ihis sub$eclkm pefines actwearld passive voice.and discusses the 
virtt,.1es of ·active ·versus the pitfalls of pas$lve. ·•·rt· goes on to present a four ~step process 

• for changing p~ssiv~ voice to active-. F'inaliy, It offers .suggestions for· improvlng 
sentences that use we~k or linking verbs. • 

Active vs. Passive Voice . '" 

_ In acUvevoice, the subject names the doer (actor) of the verb (action). Also, 
active voice placetdhe actor before the action of the sentence,· 

John wrote the report {ACTOR--- John, ACTION-wrote} 

In passive voice.~ the .subject often nan1e$ the obJ~ct (thing acted upon or that 
receives the 9-Ctiot1). in-th~ :5entence. _Passivevoic.e_a!so fonds to place the actor afler 
the action in the sentence or leaves the actor out altogether. 

_ The report was ~bitten by John. .(ACTOR- ....John, ACTION-· was written) 

Pa_ssive voice always uses at leastone fotm of the verb "to be'1: 

am, are; is 
was, were. 
be, being; been 
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. However, this does not mean that evety Ume you U$~ orie of th~se words, you 
• are usit1g passive vorce, You can use these forms of ~o ba" to show that something . 
exi-sts. 

• Passive voice also aA.vays has a main action {verb) in the sentence. The main 
action gener~Uy t~kes the form ot a past participle (one enditig in "~d," "-n," or "-t," such 
as·"a<ivlsed," "'V,ffitten," or ~b~jlt") or, so.nietirnes, .the progrE.\.>:;SiVe {one ending in "-ing," 
such as "reporting"), For example, 

past: 
present 

futttre: 
. pa$t progressive: 

present progressive: 
• future progressive: 

The case was inve$tigatfid by the detective. 
The papers are delivered by the courier. 
The class wfil be taiJght by an agent: 
Tl';$. people were belrrg threatened by. the gerig . 
The statementjs being written by the witness., 
Autographs wilJ be signed by the author.· 

. NotlQe that passwe voice oan occur ~n any tens.e--past, present, or futur&--er ln 
the progressive form of any of these. 

• If you cannot: find another maiti action in the sentence, then you probably have 
used the'f"orrn of "to be".to show existence. 

VAUO: You are Raye Adams. 
f am on the Reactive Squad. 

Why You Should Use Active Voice 

•• Active V?ice is a direct, more concise form of writing, th~t creates images of a 
decisive, strong .~er.· Active voice also helps you c!~lify your ld~as for .both yourself 
and your readets by forcing· you to answer the question "Who did this?" It promotes the 
use of moreVigorous·arid accuratev~rbsarid simpler words, In active voice you can 
get your ideas across with·tewerwords:than in passive. voice.. •• 

The Pitfalls of Pas$ive. Voice 

Passive-voice does many things to your writing, most of them bad: 

First, It cnanges the natural order of actor and action (verb) in a sentence, often 
by pla.cing tne a.ctor after the ·action rath~rjhan befor~ .it . When we talk, we generally 
spe;a~ ,jn s~nJerices. that hav:e doers (actors) come before the verb (action) .• This both 
sounds. naturafand makes sense, . When y.;r:f write, however~ we (in the government 
espegiaUy.:} have somehow developed the habit of pl~cing·the actor afterthe action in 
the sentence, Thus, our sent~~ces often sound backwards. Think of how unnatural the 
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following examples (from various Bureau documents) in passive voice would sound if 
spoken in a co~versation between two people: 

PASSIVE: A warranty f;ijfd .for <i Sony T, V. set was obtained from the 
interior of the trailer by agents. 

Now comparelhis conv~nsation wfth the·ooe b~fow, $pok~n (and wiitten) in 
activti voice. Notice how much more natural (more vigorous and less stuffy) this 
conversaUon sounds~ 

ACTIVE: Agent$ obtaitl$tl a warranty card for a Sony _T. V, set from 
inside the trailer. • 

Thus, one.loose way to avoidpasslye voit--e in_yourwriting is to think of what you · 
write as a convers~tion with your .reader. Picture yourself talking with your reader and 
writewhat you wo-ufd say, not what you think you ought to write, . . ~ . 

Second, passive votce acids unne.cessary words to the sentence. !n simple 
sentences, passive voice adds at least one but, usu.ally, several tmn~cessary words: -

PASSIVE: All security gates wi/J be activated at 7:00 p.m. each night by 
sewrtty officers. 

ACTlV.E: Secµrity officers will acffV$te aJJ security gates et 7:00 p.m. 
each night, • 

In longer, more involved sentences, it can add quite a few unnecessary words. 

_ This, pa$sive voice can create questions in the reader's mind by dropping the 
actor from the sentence. • 

PASStVE: The case was investigated all week. 

Reader$ then. must ask who <Hd or should do the action of the sentence or any 
numper of other qu.estiOns about '\vho"-to clarify the sentence. 

ACTIVE: Detective Amodeo investigated the case all week. 
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-REVISING FOR STYLE 

_ Although th~ active version of the same sentence adds words, it no longer makes 
the ~~aderwonderwho_investigatedthe case, Thus, in.thissttuation, a longer sentence 
is dearer and better for the reader. Writers should never sacrifice clarity for brevity, 

Why We .Use Passive Votce 

You may wonder why we use passive voice if it is so bad: for.our writing .. 
Actuaf!yi we've developed the poor habit of using passive vok;e for several 
unacceptable reasons: 

- "E've-ryonft el$e uses it/' Passiv~ voice prevails in bureaucratic writing. You see 
it ~\/ERYvVHERE! You see it in the memos and !:etters we. receive, in the reports we 
read,. and .in: the examples we copy, Most everyone uses passive voice.. Although this 
isn't rtece$sarlly bad, you can take it too far. Using passive voice is definltety not a case 
vvhere a little is good, so a fot must be better! 

"It's not my fault .. " Passfve voice· probably got started 200 years ago when the 
first congressmen started de¢iding that taking responsibility for what went on in the 
government didn't geftheni r~lected. Aft.er ail, passive voice isa great tool tor hiding 
the doer of the action, 'The law was. pas.sed;" Who passed it? Did the House pass it, 
or did the Senat~ pass it? ''The lnformafion was leaked to the press." Who leaked it? 
We don't knmv because the passive voice-iefthe wrlter delete the actor .. from the 
sentence, Thus passive voice helps .people hide from responsibility for their actions. 

_ ·'t neod to use up space." · Have you ever ha<;'! to write a seven,.page report, but 
you only had four pages worth of infonriation? Well, pass1ve voice is a great way to· 
help you fill up. those extra three pages, You can add a.n unbelievable number of words . 
to your writing if you write ev~rvthing in p-ass.rve voice. Not 011ly that, passive voice 
often-forces you to use iongerwords·, as well, which take up more space. 

"It doesn t look long [irnportant] enough " One of the roost ridiculolJs reasons for 
using pfl$:Sive voice is i:p tnake your _docurileot. appE$ftf more. impressive or important: _ 
Passfve voice does ttot impress. meat cbmmunication does.. Most of the time, passive 

• voice: hampers Understaiidlrig hy doudir'l'g the rnessage'. 

How to Ch3:nge-Passh,e Voice fo Active 

-_ The first step in changing passive voice to active I$ to recognize how much • 
passive voice you use. It rnay surprise you. -On<"xe you get over the su.rprise, however, 
you wm probably. be able to change enough of your passive to reach an acceptable mix: 
80 percent acliv.e voice to 20 percent passive. • 
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. Jfyoq can change 100 percent of your passive voice to active, so much the 
better. However, the 20 percent acts as a faU--backfor you in several s-ituations-. At 
times you may not know the actor or may want fo hide or de-emphasize. the actor. For 

. example, _"The fugitive was s.e~n at the stadium/ Yoµ might not know who. saw the 
• -rugitiye. You ooulµ ½ir~te, "Someone saw the fugitive at the stadium," but this takes 
away from the main messa-g~ you warit to convey: 'The ftJgffive was at-the stadium." 

At tirnes, .. passive. voice m~y be clearer, for your reader. For example. an active 
way Qf saying "l:was born on _May 29" ls "My mother bore me on May 29~" ! think we'd all 
agreti that the former-is clearer than the tatter. If you find this true for some-of your 
passive voioo, keep ifpa~ivel Yem always should try to choose cK.cording to what is 
clearestto your reader; • 

Finally~ if ft ta.k~~ yoLt ari hour to change -0nei. passive voice to active, you are 
wastipg time unnecessarily. Leave that pa,sshte sentence and move pn to the next 
That Qnewm faU in the 20 percent You afway$ need to use common sense and· spend 
your time as wis~ly as you can when aiiplying any of these guidelines. • 

Some people find. changing passive voice to active easy, Qnce they realize what 
• passive voice is. You simply find the actor in the sentence, place it before the main 
action, and · get rid of the form of "to be'1 you used. On tne qther hand, doing this isn't 
always as easy as it sounds. Forthose of you who want a little more direction, try 
following these four steps: • 
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1, Circle fill forms of th$ verb '~o be') In your d()cp~nt. • U11tU you get 
- u$$d to recognith1g .these forms in yqur ownwnting;· you rnay w$nt to do 
this even if you don'fthinkt11os~-forms indicate passi\le voice. Learning to 

• recognize the two or three forms you use most ca:ri be half the battle. 

Every attempt has been rnade by security to address problems as they 
arise - • • 

Prompt corrective action will be taken to provide a secure environment for 
us. 

Your assistance is appreciated. 

2. Und~rlin~·the roal flCtion(main verb) in the sentence~ This action 
often, though. not -alVtiays, fo!low-s the form· of "to be" you drcted and can 
end in "~d," "-ri," "'~t," or even "'-ing." 

Every attemgt has been made by se-curity lo address problems as they 
-arise. 
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Prompt corrective action will b~ take.n to provide a secure environmeht for 
us. 

Your assistance is appreciated. 
. . 

• Note that you also n~d to underline words that indicate eith~r tense (such as 
"have" or "w1fl'') or necessity (such as "rnust"). SuGh words add mearilng to y;our action 
and w.HI help make the question you ask ill step 3 clearer. 

3. A$k yr,,~rselfwhoperto,n1~d (orwlllperform or must perform) the 
action you unt:le.rJlned. Th-¢ answer names your actor (doer), who might 
or might not be stated in the sentence. Take care NOT to include the form 
of "to be" you circled in yottr question, because it might give you the wrong 
answer . • This step often poses the most trouble for people going through • 
this prpcess because they want to .make it more complicated than it is . 
. The question .can ~ as simple as the word "wh<t fonowoo by the word or 
·words you und.erlrned as your action.· You oft¢n can finish yoqr questions 
with the phrases or clauses appearing before the word you circled: 

t\lf:,Y attempt qas been made by security to address problems as they 
arts~. Who has attempted? (Security has.} 

Ptompt corrective .action will be tak~n to provide a secure environment for 
us. Who will act? (Secutitywi!L). 

Your.assistance is appreciated~ Who appred ates your assistance? (/ do.) 

4, Place th(J' t.Jctor before the action In the sentence and delete 
unnecessary words.· 

Security has attempted to address ptnblems as they a.rise. 

Security wilt t~ke prompt r:orrectlve action to provide us a secure 
enviro.nrr1ent. . 

St~curity lh1f!act prornpt!yto. pmvfdc us a secure environrnent: 

J appreciate. your assistanc~. 

\Nhile going through the above steps shnu!d. help yoi.i du~nge some· of your 
passive vol.co to active, you rnay find sotne fottns of "to be" that seem like passive voice 

• but don't "fif' into the steps. Either your actor is already in front of your action, but 
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you've stm used a form of "to be~ and have a main ver.b, or the forrn of "to be" seems 
stucK in a phrase th~t has UtUe to do •tilth the real meaning of the sentence. • T echnica·l!y, 
these_ forms of "to b?" may not equal passive voice. Instead, they could be "to be" used 
• as a linking verb or simply used in· place of a more vigorous.verb. These forms of "to 
be" then equate to a \~eak$r; ~nd Qften less direct,, form or writing.. tn any case, if the 
above four steps don't seem to help you get rid :of these forms of "to bet i:ry these 
guidelines: • 
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1._ Delete emptysubjectlverb combinations, such as "It -is .. . that" or · 
''There is. __ this~ or 'There ar-e ... ¼tho" or ~u is-. , which." Forms of "to be" 
used in this way ate called linkintl verbs. Linking vems are inherently 
weak·. Simply getting rid of these W$ak subject/verb combinations wm add 
vigor to your s~ntences, When you delete these words. you may have to 
reword your sentences slightly so they make sense. • • 

WEAK: There are many reasons why people should wear seatbelts, 

STRONG: People should wear seatbelts for many reasons. 

WEAK: It is necessary that all agents I-earn defensive tactics. 

STRONG: Alf agents rnust team defensive tactics. 

WEAK: There. a!J: four agents no~1 supervising our drug squads, 

STRONG: Four agents now supervise· our drug .squads. 

WE.AK: Th&re are a series of ethics Jaws.that apply to DOJ 
personnel . 

.STRONG: A sen'es of ethics laws apply to DOJ personnel. 

WEAK: ltfs imwrative that aff personnel tam in their keys before 
they/eave. · 

STRONG: AilPers-onnef must tum In theirkeys before they leave. · • 

( 
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2, Delete the wordsl'who aretJ or 'which is.st. or ~'th.at are/is'' when doing 
St) won't change the meaning of yaurs<mttinc"G. Tne.se phrRtS~S 
weaken your sentences white addir1g nothing to your message, 

WEAK: The Bureau ca.,~ which was new, overturned dwi_ng 
the chase, ·which was high speed . . . 

STRONG: The new Bureau oar overturned during the high­
speed chase; 

WEAK The crowd, who were mainly family membf]rs, 
clapped fou.dly as each person finished shooting in 
the competition. 

STRONG: . The crowd_, mainly fq,niJy mt:Jmbers, clapped loudly as 
each pe~'On finished shooting in 'the competition. 

3, If your ma.in ~c:tion ends ir, UNlng," decide if you need.to show your 
action in progre$S¥ -In o:thet ·words, does the aqt1on still occur and will it 
keep occurring in the futHre? If so, !eave it as it. is-in the progressive 
-fer\se of the verb.. ff you don1t need to show th~ action continuing, -as you 
oftert don't When you use thi$ tense, you can change the pa$t;- present. 
and future progressive t~nses to their simpte past; present, or future forms 
to get rid of your fori11 of "to·be," 

PROGRESSIVE: J--Je Will be meet!_n_g with all unit chiefs directly affected 
by the noh»1811 personnel requests. 

FUTURE: He will meet with all unit chiefs directly affected by the 
non;.1811 personnel raquests. • 

PROGRESSIVE: This unitis requesting that new office space be built 
to· accommodate two new lnstructors. 

PRESENT: ihi:s tmit requests that new office space be _built to 
accommodate two new instructors. 

PROGRESSIVE: £veryone was watching .television as the towers were 
fallfng:. · • 

PAST: Eve1yone watched television as the towers fell, 

Finally, you might tend to write w~ak: sentences (bft~n U$ing "to pe" as a linking 
verb} that don't fafl into any of these categhtiEas as far as hef ping you make them more 
vivid or direct: lri these instances, you.. must.simply figure out what you mean then look 
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for a ~tronger way to say it. It might help you to cover up your sentences. or ·even close 
. . your eyes, so you can think of the me~nfng of the sentence. ihis helps you use new 

word~ ·anq keeps you from being tocked into siniply reordering the same weak words 
you used to t>egin with. 

Summary· 

WEAK: Our goal in issuing this book is to raise awareness of 
the stan_dards. 

STRONG: We issued this book to raise· awareness of the 
standards. 

WEAK:· . Continued commitment to upholding .these standatds 
is essential. • 

STRONG: vve absolutely must continue to uphold these 
standards. 

WEAK: The next meeting wi~ be on Tuesday. 

STRONG: We w1JI meet again on Tuesday. 

WEAK: He is responsible for the supervision of Squad 5. 

STRONG: He supef\(ises Squad .5. 

. By using active voice and avoiding !inking verbs as ofte.n as you can., you can 
feel confident that you presenta strong. yethuma11, image of yourself and the Bureau in 
your documents. At the same time, yo,ltl address your readers' needs by writing in this 
clearer, more direct and concise manner. With active voice and vMt:i verbs, everyone_ 
wins. 

APPL YING THE KISS .PRINCIPLE 

Unfortunately, many poopie seem almost afraid to KlSS their writing: ~<eep It 
Siniple and $pacific .. They rnight have misconceptions about using simple or common 
worqs--conv~rsationa! .words--in th~lr writing. !\4ost writers nope to impress their 
read~rs with their profe$sionali$m and inte!l!gencr:\ and they're concerned that keeping 
their words slmpte and specific wm convey inoorripetence or stupldlty instead. • 
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Common Concerns 

The following paragraphs deal with four common concerns;.......sorne of which you 
might share, 

1. stlt seems unpt;ofes.sionai," t:.onger words may seem more professional 
to a writer. but most readers find familiar; simP'.le words the most 
professional because th~y·communicate both quickly and clearly. Most 
simple wards commtmic~te exactly what we ·mean and help us quickly 
create a. clear picture in the reader's mind. For example, which conveys a 
clearer thought to you: interacted or talked'? (fought? shpok hands?) 

Using simple or fammar word$ ls al$O .more professional because our 
readers. can unde.r$tand them as soon as they read them. They don't 
have to re.ad and reread the words to get the meaning. Pius, the fewer 
.sylfabtes we make our readers wade thrq1,Jgh, the faster they can read 

• • what we write and move on to doing what we want them to de, such as 
makJng a decislon or acting on the information in some way . 

2; "ltWmake me look like I'm l!neduca~ or a slmpleton. '1 Again, this 
statement comes from writers who want to 111ake $ure they impress their 
readers. · They wrongly equate length of words (number of syllables} with 
inteiligence or education. Butwhich is more idiotic from a reader's 
viewpoint: the use of long words meant to fmpress us with the writer's 
expanded vocabulary or th~ use of short, common words that help us 
understand the writer's message de~rly? 

As a re..adef'., do you get upset orfrusttated with peopfe Who use big words 
or words that you have to look up? Does it make yoli feel impressed by 
the writer or feet stupid yourself.? • 1-\nd how many readers like to feel 
stupid? Writers who intennonal.ly shpw off with ~-steady _use of large 
words tend to make their readers feel like simpletons or feel talked down 
to. those writers neither communicate not impress. 

3. "But that's not how I learned to w.rite. ,r Let's took at wha.t you've 
fearned, both in schoo! and In the FBL . 

$.cholastic writing diff.ers-greatiy from business writing . . Most of your . 
teachers preferred to see yottr wide vocabu!acy o.fmuttisyUabic words . 
Titey even encour~ged your use of them. (to h.elp broaden your experience 
and basic vocabulary). You a!so rrHght have fallen into the habit of trying 
to find big words to impress your teachers, Plus, big words tool< up more 
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space and helped you tum 8 pages of information.into the 10 pages you 
needed to pass. 

ln the i=BI, however, you ate not writing for teach~rs who want to help you 
expand your vocabulary. You are wrmng to peers, subordinates, or 
superiors who simply want to understand what you say as quick~? as they 
can so they can move on to another task. · Because you aren't writing· 
papers for school any more, the s_tyle you used in those papers probably 
doos not flt the Bureau's needs. • 

Many of you may h~ve leatneQ to _write in the Bureau. by looking at old mes 
and, therefore, old ·ponies ( example$ of fom1af and wording from years 
past}. The problem wlth vmting from okf doouments is that writing sty1e is 
a livlng, growing.beast Goingto closed or old files for examples of how to 
write now is Hke robbing: graves to construct new human beings. lt might 
have worked for Dr. Frankenstein, but all it does for us ls hold us back. 

• We are the pr~rniere taw enforcement agency in the country; we are on 
the cutting edge Of applying new investigative, analytical, and . 
management techniques. Shou.!dn't we join the twenty..-first century in our 

- writin~{technlques· and style, too? . 

Whlle goingto arch~fc formats and wording may keep you from _ 
reinventing the.wheel, it .also tends to keep you iocked to a Wheel that 
spins in place instead of one that m~ves forwarq~ as it should, Make sure 
your wheels move forward by app,Ying fresh, -yet proven, techniques like 
the KISS principle to your writing~ 

4. 'tWe've never done it that way befom;" Just because you've always 
written things a certain way doesn't mean you can't change or that you 
based your habits on_vautt.precepts. You might write a certain way 
because everyone else v.•rites that way, and they based th.eir orlg.inal 
formats and sty!& on 2<)-yeat•o!d documents ftorn closed fi.les. 

Sure, old habits ~re hard to break, but try to remember that "old" means 
old, not sa6r:ed. At -first \tou niight feet more-cpmfortable With your.normal 
style of writing and_ rnight eve11 think it sounds better than simple writing. 
But because okl habits are not necessarlly good one$, you" should try to _ 
keep your mfnd operlif you want to impr-ove and grow ln all areas, 
including writing. • • 
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Even the acronym KISS has promot~d the feeling that simple means simpleton 
bec.ause most people think it means "Keep It Simple, Stupid!" Let's define it differently. 
As you've by now beg·un to realize, keephig it sir'nple. ts smart. not stupid. So, KiS.S as 
used here stands for "Keep It Simp1¢ and Specific_» This seems a more useful and 
accurate definition. • 

Keep It Sh:nple 

• ln other words, 1.Jse as few sylh~bles .as possible to get your rneaning across. 
Use only words you would use if talking to the read.er in person. As a reader, would you 
prefer to read, "!f you need more reports, jUst call me," or, "ln the event that your supply 
of reports is insufficfent to meet yo\.tr anticipated requirements, please do not hesitate to 
contact this office for a:dditional copies"? ihe latter would sound ridiculous if you said it 
during a phone or face-to-face conversation, but more peopfe would write that than "If 

• you neeci more reports, just call me:; Such stuffy. tangua9.e should start sounding 
ridiculous to yol.l when you write it, too. Thus, follow f:\~o gl.lidelines to keep your-writing 
simple: · 

Use the smallest number of sy!.lables (Le., sounds in a word) pdssible to get your 
meaning across, • 

INSTEAD OF: 
afldltionaf!y 
advised 
altercation . 
approximately 
assist. 
constitutes 
demonstrate 
designate 

• • dispatch 
employ 
equitable 
flnaltze 
fundamental 
inasmuch es 
inqt;Jre 
feg(sfation 
fowtion 
modify 
objective . 
petform 
prior to 

. WRITE: 
also, plus, too, and 
said, told 
fight 
about, around 
help, afd· 
forms, makes up 
show . 
choose 
send 
use 

·fair 
finish$ complete 
basic 
because 
ask . 
law 
· ~ei scene, place . 
change 
aim, goal. 
do 
before 
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mmainder 
roquest 
residence 
subsequently 
terminate 
utilltation, utilize 
witnessed 

rest 
ask 
house, home, apartment, trailer 
then, later, after 
end, stop, fire 
use 
saw 

If you wouldn't say it to your reader, don't write it to your reader. 

WOULD YOU SAY: 
ascertained 
attempt 
consequently 
discontinue -
enumerate 
function 
inception 
necessitate 
piirchese 
remuneration 
transmit 

OR: 
learned, discovered, fovnd otit 
try 
so 
stop, drop 
count 
act, role, work _ 
statt 
need _ 
buy 
pay, salary 
send 

Unfortunately, just keeping it simple often g~ts us only halfl.vay to clear 
communica,tion. We also must try to use specific simple words. 

Keep It Specific 

Communicating-making yo.ur reader understand your message-often means 
painting a picture in your re~der's mind. But it must be th.e same picture you have !n -
your mind. Simple, words alone may .not paint exactly what you want. For example, !f f 
have a picture in my mind and write fo you, "she went down the street;' would you be 
able to draw th~ picture 1 have in my mind? No, of cours~ not How abo1Jt if I wrote, 
"she·rah," "she staggered/' "she hopped/-"she crawled," or "she walked''? Yes, these 
simple yet specific words get you much closer to•·the picture t have in my mind and get 
us much closer to communicating. ,' 

To make your words more specific, yo.u mu$t l~arn to describe actions or 
char~cteristics. When you can, stay away from labels and use an action word instead, 
ror example. don't use a label like "dishonest" when you e-an write "cheated/ "stole," or 
"lied." Instead of "interacted,:" choose .. talked," "shook hands,." "fotight," or "ran 
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:; together." AH of these simple words say what you really tnean much better than the 
bigger but vagl,er words »dishonest" or "interacted," 

': 
~ .. :;-~"~ ..... ~ 

,.,;.·-:-·-· :::::;::;:::::: 

'ltJfi 

INSTEAD OF: 
exited the· vehicle · 
contacted 
resisted 

Casual vs. Formal Language 

WRITE; 
got out of the van 
phoned, visiteo~ spoke to, called 
punched, kicked .. ran 

KlSSing your writing doe:s not have to mean Writing casually. You know when 
you need t-0 writeformatly and whe.n you cimget awa.ywith a more personal tone. We 
.have several levels of comrnunlcatlng !n·speech, ranging from the way we speak and 

• the words we use with faml!y members to those we use with the district attorney to 
those we use when speaking to a large group of Bureau SACs, We use more intimate 
arid ~sual langµag~ with ourfaml!y than wedo wtth the districtattomey and more 
fottnal language with the SACs we speak to. You can reflect all of these differences in 
your writing, making it more or less forrnaJ ac.cording to who your reader is. 

Summary 

When you wn'te, write to communicate, Make expn,wsing your ide~s. not 
impressing your readers, yo:ur prlTT1ary goal. • To communicate;. you need to KISS your • 
wrltirig-Keep It Slmple arid Sp~cific. Sy doing so, you will indeed impress your readers· 
and prqmote a professional image .. 

REDUCING CLUTTER 

Ho.w m~ny reports; memos, letters1 atJd other documents come across your desk 
.each day? Do you ever feel overwhelmed by :au the words? When you're feeling 
OV$rloaded or tired, wouldn't you Hke to find a o-ne--sentence memo in that stack of 
papers on your desk? But, would you send such a memo?. You may have changed 
your answer to that questkih. While we as readers may think ft great to receive a o.ne-
sentente rne-mo, we as ihriters often resrst sending one. • 

In the work world, some.thing about a lot 9f white space on a piece of letterhead 
intimidates us· as \Vriters. We feel the need to fill up that whlt~ sp.ac.,,-e, T'oo much white 
space makes our writitm seem unimportant or Lmprofes$iona~•·····Ot so we rnay think. 
Like usk1_g big words, using many words i$ an µrge most writers have that hurts 
cot1u'l'1lmicatior1 rather than helps it. 
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Readers tend to prefer bri~f and concise documents to long wordy ones, . They 
think brief documents wm be easier to read. and easter to handle. Concise memos 
consider the. readers' needs by using only words that mean something and promote 
understanding. As Wiliian\Strunk, Jr., says in The Elements of_Style (23): 

Vigorous writing ls· concise. A sentence shovld contain-_no unnecessary words, a 
paragraph no unneces.sary sentences, forthe same reason that a drawing should 
have no :unnecessery fines and a machine no unnecessary parts. This requires • 
not that the writer make a!J his sentences short or that he avoid afi detail and treat 
his subjects only in outline, but th~t eve,y .word tell. 

Thus, as writers you Will want to eliminate all unneoossary words from your 
writing. B~t how do you determine exactly which words you need and which you don't? 

. What is clutter? 

Clutter appears in many difforent forms: deadw-eights; wordy expressions; 
doublets; .redundant expressions; unnece.ss~ry repetition; hidden verbs; "there are" and 
"it is" clauses; ~who," '\vhlch," and "that" clauses; "to be" phrases; and "of' and other 
prepositional or infinftfve phrase.s. Let's look at each one. 

~adWeights 

Some of the words and ph1'aSe$ you may use add nothing to the meaning of your 
message, and others can even insult your readers by telling them what. they already 
know (for example, that August is a month!). You should frnd and remove these 
deadweights: 

EXAMPLES; th~ hour at which 
need.less to !Say 
• It Is obvfot1:s that 
are the kinds of.,.that 
the reason is that 
he is a man that 
red in color 

• in the month of 

DELETE 
DELETE 
DELETE 
DELETE 
.DELETE 
USE "he" 
USE "red" 
USE"in11 

Consider excessive modifiers deadweights as welL Used too often, they lose 
their meaning. 

EXAMPl,..ES; 
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really 
exceedingly 
vitally 

absolutely 
totally 
ve,y 
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Wordy Expre~sions 

.. ~ook tor. c.omrnon expression~ .ln. your \!\f.rittng-they .are .often prepositional 
pMt~$B$ tbattak~ three.·orfour word$ to ~ay what they could iii one or two'. L$amlng to 
redogjitte ttiese WOrdy phr~ses ~nd r~Bl~cing them with thair ~irt1pler; mote dire.ct 
counterparts wm hetp you make your Writing t-rlote concise. For example: 

._D()ubtets 

INSTEAD OF: 
anuml;>.&rof . 
a( the pff.)$1:fltt tftne 

•• cjue to the fact·that 
in ordefto 
in oonnootion with 
with reference to 
with ihe ~sµ:Jt that 
ifrah effort to 
in the amount of 

• WFUTE: 
some, six 
now 

• because 
to · 
on, with 
about, regarding . 
so 
to 
for 

Often w~jpln.·two worcts tb~trn:ean the same th_ing with "anct" Sometimes the 
• words will have s1ight!y different rneanings, lf you ne~dboth words. use both. But if you 
can, ~hoose Olie at1d getrkf of the other .. • • • 

Redundancies 

EXAMPLES; 
hope_and trust 
refuse . and decline 
decid~ and deretmfne 

. help and $Ssistance 
tight sndprop¢.r 
suddenly ant! withautwaming 
fnifiate and start 

' Advertis~rs. have. bralnwa~h~d us into be!ievflig that w~ mustover-modify our 
• word~ to make cune.aqer;s .understand. We tjon't You ~houfd qn!y use redondancy as 
a tool to ·emphasize pbihfs; : Othe.rwise,ctelete. W.Or9s (mostly adJ$.Ctiv.es) that modify 
specfficalir defihedwords {Le .. those whose defrniti9rn:; include the ~eaning oi the 
modifiers}. For example: • 
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INSTEAO OF: 
revert back 
true. tacts • 
m$rged together 
tof.81/y unique 
_sp1::cifk: detail 
fatal sfaying 
group consensus 

WRITE: 
reverl 

. facts or truths 
merged 
unique 
detail 

- slaying 
coi1se.nsus. 

Unn~cessary ~etu~tition 

Some writ~rs .shy away from rap~fa_ting words. liJstead, th~yJQqk $y:nonyrns up in 
tl).e ti)¢$$lW~&. $ometbties thi$ helps ourteade_rs; but sometimes it confuses them. 
When you ne~ to n~p¢at a word forcemph:~$fa or ci..1rtf}'; d0-it. . Unfortunately. we often • 

-repe~t word$ .. cit phrases when we coult! }~se pronouns to repc1~¢e th.em r.nstead'. 
Repentio.n becomes clutter only when it adds· no m~ning lo our s.entei1ces or 
paragraphs. - - -

• CLUTTERED; Deput:;-Eisenqflrg has 1r;ade 11 drug EJrrests, 27 DUJ arrests, 
cind 5 vice arrests since -he foin~d the forte. 

81::TTER: DeP4ty£iiJ~nberg h~s marie 11 drug, 27 D.UI, and 5 vice 
arrests sliioejoihi(rg'the force. - • 

CLUTT_ERE:I): _ Alih<>tigh unioh members vlevy. ttfo praposf!cd regulations as 
unneoessar:v... the uhion tnfJmb~rs. a:te/&ss opposed to the 
propd$l¾l regul.allons. :than to th~ regtdatl.ons proposed lest 
year. 

BETTER A!tho11gh union members view the proposed m.gu/fl#ons as 
utm~iiessary, they ◊{)pose -these less than the ones • 
proposed/fist year. 

Hidd&n Verbs 

Usiryg passive V◊i~ and wdtiri.g in ?I . pureaucratic .. $fyte h~s cau$edm~ny of ws to 
"hide'.r good, strong verbs in -the -fotm of nouns: Sy ~dpf.ng §i:iffix~ ( endings) such as " -
sion,/ -tion/' "-ment," •qaC' "~ence/ and othersto fheie. verbs, we turn thetn into nouns, 
Then; becau$e our$,entences·n$~cta ver~. we add_a_generaOy weaker-verb to our · 
htdden one. Thu~. wewea~{y. writeJn th~ew?rds w.hatwe co.µld-stnmgly witte in one. 
By freeing your hidden words, you can shorten -(and :empower) your sentences . 
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INSTEAD OJ=: 
tnak~. a determination 
gavo- autbprizafiori for 
find a. utilization 
havea conte,iJnc$ 
have: an efft;jc.f llj:)Ot? 
make itself felt _ -
take action 

WRITE: 
det&rmine 
a.uthorized 
use 
confer, meet 
a.ffect 
influence 
act 

• As st&t?d ~rtier: in_ "Wrifiryg in Aotive Voiye," whenever you see a "to be/' you 
oftencan.Ju~tget rid of it--and yqu shotdd, Altptiugh. getting fid of "to. be" alone can 
improve yciu(sE:Jntences, you alsq s.hould tty usirg Jnis as a stepping b!dck to rewriting 
\>Vardy .sentences entirely to say what you mean in as few words as possibl~~ (See the 
second exampte below.) - -

INSrl::AD OF:: The lnvestfga:five ~S.$/stant seemed to be possessed with .the 
kidnapping investrgatlon. 

WRfTE: The fnvestigatiVf3 a.ssistanf ·seemed possessed with the 
_ kidnapping•frwesfigat!tm. _ 

INSTEAD OF: Mat~dtil.to Pe prosented at w¢ekfY employee meetings · 
$fJfJulri fi:11:;f ud~ only fact& -

WRtTE: • • M..aterialpr-esented atwe?kly emplo;1~e meetings should 
include-.onlyfacts: - -

• OR-WRltE: Present only .fac(ua{materiaf at weeklyemployee meeilngs. 

"Oft and lofinitive Phrases 

_ You ~ften can elimirlate-~of'-.(~•p(epo$l-ti_gn) §md· infinjtlve.("to" plus a verb)_ 
phra~es or revise. them to form adj~ptht?§i poo§~Jves, or verbs/ Agafn, deleting such 
phrases can Jead fo recasting :loursenterices to rnak~ them shcirter and more direct. 

:· . . ••. ·. . . . . . . . . . 

CLUTTERED: At the time o.frogistration~ students at the academy ere 
requit-ed tq make}Jayment otthe.ir eqoipment-tees. 

1361TER: At rogi!JttB#on (itn~i $tudents arthe academy must pay their 
-equipment fees. 

BEs1·: AcM~ri1y students t11U$t pay their equipment fees when they 
regist£Jr, 
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Summary 

_ .-___ As you can see,, clutt~r comes in many forrns. • Uqfortutlately.., if -you write 
natu.ra!ly, Hke you sp~ak,, -you triigrt tl~e many of these. tor111~ of clutter. While this 
gut~$!1ne: p~lps you choos~ siroplet- \tvord;& when you writ~, It dQes not riecessarily help 
you reduce dtitter. .. You win: have to figure out \VhatcJutler you tendto use and - -
con~cio14sty ·try fo elhninate it fron1 -yout writl_ng, -After'revi:ewing each -of your documents 
to deiete Llnne~s~cy baggag~, yot;J _ will soon st~rf tegognizl~ rilUtter wheh you· write it. 
Th~n yqu pan $t~ttdtietir191t b$fbre it everreachas the p~per or scr.eeni --Uke getting 
rid of p~ssive voice in yo.ur wr1Ung. this st~p should bec-ome easier and less time-

--consuming With practice. 

WRfrlNG STRONG SENTENCES: TtN $'tRATEGl:ESTHAT WORK . . . . . . . 

Clear. vigoro.ys senfr1nces.get your m~isage acros&.Whil0·1mpr$s~lng your 
read~ts: Attti◊Ugf't Y.99. certainly itnpro\(e your senten~s.b~t cnat1gir1g patsive Voice to 
actlv9, applying ttte Kl$$ prinqiptei and reducing 9lutter. you pan WJ: even rt)ore fo make 
e-acih.ofyoursenfo:11ces the b.estposslhle. By _f9llowing the -1:0 strategies Hsted below, 
you can feei confident that you wm write vigorous, strong sentences. 
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1. Write nattmdly, n<>t bur~a.QcratiC-$Uy,. • In oth~ W.Ptd~. us~ yoµr own· 
words, not orie$ you've ~een averyone.rg1s~ use.until tn¢}'mean p6tt11ng. _ 
ft may h~lp t-0: rem~tnber to ke~p -lt conve~ati<>hak -If yciU wouldn't say it to 
your reeder; dorHv.inta it-to.yo~r reader. -$ute~K1=craticwrlUrig hSsfoffy, 
stt1ted

1 
and b-Orthg and rareWconstdersthe r-eader. • •- •• - - -- -

POOR: - Reference is made to your letterdittedMay 19. • 

SETTER: _ Here.}s the tnrorfrum.on youa$k~ forin youtleffiwofMay 19. 

POOR: ff this office can .be -of farther as$istaiwa, please don't 
hesitate tOcall, • 

BETTER: Please ·call us on 703..;(332«1000 if you need our help. 

i . . .. __ . . 
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2. .Pllt first thjngs-first . _ The -mos-t in1pQrtant elements _of. ypur sentence, the 
subject and rna1n verb; should _ corpe -earJy in your serite11ce and_ $tay close . 
together {Baxter); Don't s~arate yorn; subject and verb with too many 
prepO$itionaf. or deffnitionar phrases. 

POOR': A finatroport. on the use of vnarJth()rfzcd fQroei written by law 
imforce_mont officer~~ from_ atuu-ndjtm. cdun(ry attending the 
meeting.on uttauthoriz.e.d force held at the FBI Academy-­
prompted by the Rodney King incident-was printed in June 
1991, 

BE'fTER: A final report on the use ptuna.uthorized fotr;s Wc¾S printed in 
Jun~ _1991. The RodneyKingtniidentPrompted law 
enforoem"$[Jt o.fficersfmm around the country to meet at the 
• FBI Academy and write the report. 

BEST: ih June 1991,:th~ FB(print~d a fina!r<;Jpart on the us.e of 
unauthot1z~d-fprce. ,"rofopted by the Rodney King incident, 
Jaw enforc~,nent office!$ from·aroundfhe country gathered 
at the FBI Academy to ·write the repo1t 

3. Ma~ t,he.~µl,je~t.of yt>~r_s;~nJel)cethe same.a~ who-or what _ 
pe:rtorrqs the actk>o.:-_ In oth$t-Words, maks the s~bject perform the action 

- or verb (pethe actQrJahd·wrlte tt:Je.sentence in active voice. Also, protect 
the natural sub.jectfverb order(subjeclbafore verb).. 

POOR: . The kidna.pping-1,Nas investigated by the Buffaio field office. 

BETTER: The Buffa.to n¢1il offlce lnvr::stiga_ted the kidnapping. 

In the. first $Gntence, "kidnapping" is the $Ubjeqt, _ but not vyho or what 
performed the action of 1nvest1gatingi -lntne second sentence, "Buffalo 
field -office,;· 1s the subject -a.tidlhlng that performs the action of 
invesflgatlng. 
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4. P(a·ce fuain iciaas where they . re~ive the ~e$t empha$is'; .. Emphasjze 
your main kieas by starting or encl:ing yo(tr sentences· V1-ffh thein. The idea 
at the end of your sentence .receives the most emphasis (Wyrick, 73}-

LEAST SMPHAStS: 

MORE EMPHASIS.: 

MOST EMPHASlS: 

SA Taylor stre~sed µsing the first 12houro ~ffecti1.1efy as the 
most important element in solvktg a kidnapping. • 

Using the fkst 12 hovrs effectiVfJly is what SA Tay(or 
stretSsed-iJs the m6stimportant element in solving a 
kidnapping. · • 

SA T~ylor suessed "the mostimpQrtan.t e/ementJn solving a .. 
kidnapping: • using the first 12 hours eff(¾cfive/y. 

5. Protect yotu•.verbs~ Donloilute th~m by ttirning them it1to nouns and 
aoding weaker verbs. 

POOR: ~give at.Jthoritation tot! or ''hold a tnEur,tlag" or "make a 
decisiorf" 

BETTER; . "'avthorize,i or "mtJet"or "decide" 

6. Write in poiitive terms(~trufll< 1:9}~ Thismeansprese.ntlng ideas 
directly, ··· Positive terms present an image of confide.ncer not apology. 
They're aiso·easier to undersumd. • 

POOR: We have not failett to investigate any ..threats of terrorisrir. 

B.ETT'ER: We have investigtfted eve/ythroat of terrorism. 

7. Place most titne phr~~~Jm~ 9titer pr~po$itfonal • phrases fi.rst or last 
in yo.ur' ~~nt~nc~ {Etaxt~r), 'ihfs helps them riiake the most impact 
whife cotifqsing the m~in tdeaJhe l¢ast • When you· make these phrases 
dependent in complex sentences, you stiff ernphasize your main ideas. 

POOR: SA Long, cm Match 13t 2002, interviewed John Spade. 

BETTER: SA Long interiiewed dohn Sp~de on Maroh 13. 2002. 

POOR The fugftlve, after 1fJ. years of rumring from the few, 
surrem.'lered.to the FBI fn Denver: 

BETTER: After 10ye.ars ofrµnning frr!m the Jaw, the fugitive 
sum,nderoo lo the FBI fn Denver. 
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8.. Keep ~llyour s~nteoces and pa~gr,aphs. concis:e by.eliminating 
clutter. Redtindantjes,-wotdyphrases, unnecessary repetitton, and filler 
• words interfer~ with communicating your message. Get· rid of them. (See 
"Reducing Clutter," p. 41.} • • 

9. Mttkeyour~ubjeets and verbs as simple and direct as you ca:n 
(Baxter) . 

POOR: • . The twi$fs ~nd tuny:s in tflfJ road from tl?e airport .slowed the 
agents and hampered In the feast expected wey their efforts 
to trail the kidnapper, • 

• BETTER: The winding rofld slowed th~ agenJs. $nd unexpectedly 
ha,rnpered th~ir efforts to .trail the kidnapper. 

10. Strive for average $~nf{:loees of 15 word$ o.r less. This doesn't mean 
• • that y9u can't write. a 25-wotd sente11ee .•• h mean$ that you shou!dh 't do it 

a'!lthetlrne. Your readers wm appreciate variety in your sentence 
structures, which helps y6u keep at1 even flow and pace, 

.Summary 

. . Read~rs might not aonsqiouslynoUce well"'.writt~n s~nteoces as such, but they 
cert~inty notic:e pporiy Written s~ntenc~s and then begin to dwen on the style of writing 
rather than the mess~ge; :t~gjio\,ying the$e 10 strat~gies wm ensure that your se.ntences 
Will c6rnmunic$te your message fo-yodr read$rs; i1ot irk them with ilt..conceived strucfore 
and wording. • • • 

UStNG THE NEW STYLE 

Writing 1n active voice, applying ~he t<iSS principfe,reduoing clutter, ~nd writing 
strong seqtences wm fead. to clear' ~i1d professional documents, . Your. readers will 
appteciate your· attention to their t:!eedi(\.vhich wm lead to rnpre successful re$titts from 

.. your i;:tqcurnenh~. .Wh~fs mote, with ptactfu~, YOll will out your w.r(tlntf time significantly 
beca,1se you'f! have few~r wor<!s and seqtenc~s to tompb$e and correct. Oon;t let old 
habits and Ways of thinking obstruct your success; give tl)is riew style a try. 
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PRESENTING 

. ... The first thing a reader notices about a . document, everl before• re~d1ng it, is. hQW 
·the.writer pr.e.~~11t~d or formatted. the text Th us. the presentatiQtl often heJps dictat~ the 
r~ader's · fitst•frnptession of the wrjter ot, In {)ur case ·as writers~ the Bureau . • ,How a 
writ$t fom1at$ a document also can dictate how quickly it ls react amid the nufoero.us 
o1he{papers on the reader's dosk. • • 

. Think. of yoyr own preferen¢es as a' reader, Do you pr~fer a d9cum~nt that's 
typed .s:irtgJe-:spaced With narrow margins .~nd .. no blank lines between long .. paragraphs 

. or on~ th~f $ typed ~ir)Qle-s~bed with \vide margins,. b1atik:$p.aces 1.1etw.e~ri short . 
paragraphs anq l)eadirigs where <1ppropd~te? ·.Thelattetsifr1pty frjoks . b¢ttet-···-inore 
invitf.ilg--,and seems easier to mad and, at times, easieft6 hani;lle ... The way you 
Present your inforrna.tkm to your readers. often can make the differ~hce in When they 
decide to r€ad your docurn~nts and, there-fore, do whatever you .ask or want them to cto. 

FlVE ONIVEf<SAL GUIDELINES 

. You'H find that the foflowing five g.u!rle!ines wm help you present your information 
(format your document) in the b.e$t way possible: 
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1. Make sum your documents ~e neijijy .typ.ed ori~gihly written with straight 
left rnatgins and proken right rnargins. • • iji,ght margin justification (afso '. 
known as "fliU justifi~tior() actuaUy makes yourdocuments morn difficult 
to read, though at first g!attce iOooks neater. • 

2. . Remember that White spaqe, attracts. re~ders, so m~ke alt of your margins 
at least one frtc.h or more and eithEj!r put spaces between sing!~.,spaced 
paragt~phs or qo.uole space. the \t1hote. ooctHllertt when possible: lf you 
double spacethedocument, ·you·must indent the fi'rstHneof each 
paragraph. • 

3, List your infom1atlpn w[th ,elth~r r1urnoors • or bullets whenever ciQlng so fits 
with the purpose ot your d6curnent or how you want your readers to U$e it. 

.. --·--. 
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4. U$$ beadings ~{ld, wh~n applicable, subheading$._for documents two 
pages ortoJ1g$r, .IRven one .. p.age docume;~ts can !ook_better With headings 
because fu.¢Yirtdicat~ what kind of infor:matiQn fo!loW$ and add white • 

• space .. Typical ~eadlngs ;rou could use for Bureau documents include:· 

1) Purpose, Recommern:iation, Details 

2) Problem, Solution, RE>.sults 

3) Compfaint, fnvestigatiot1, Findings, Recommendation 

4) ·Caution Statement,·Leads, Cijse eackground • 

5) Theory, Research (or.Experiments), Results 

5; If ch~rts. g~ph$, table$. or even drawings wm make your inforrnation or 
argument easier to understandi use them. 

TH:INKING OF YOUR READERS • 

Whendecid.ing ho.w te pre~~nty$ll(rnformatioo, ~nee again think of your readers' 
n~q~. How will they use your infqrrnatJon? Are you telling- them about a new 
proc~dure qr instruction$ tt1@y'U have )o f◊!low? ·:· 1f so, try .to put them in list or bullet fom-1 
as much as poss,ibf.e. Peµple hate to \a.tag¢_ U1rough p~ragraphs ttyfrig to figure out what 
steps they must take. ffyot(i' reader$ need.tci_gather certafn information for you, ~ain, 
1istthe type.of lnform~tion th~ymu~tgiveyoliwhare, P'?SSibie. For example. if you had 
to make the following request for information, do you think your reader$· would prefer A 
orB? • • 

A. Whet1 You com~.to ,an. ln-s~ryiceyqlllrhave to let U$ know your time of 
arrival, time of departur~._flight information, .room preference {smoking or 
n:01isrnokfng)~ soc~i s~unty· number, and div_ision contact. 

B. • \Nnen you come to an ifrservice; you'll have to let us ~ow your 

• titne of arrival 
• time :ofd.eparture 
• f!lght lnformatlcm 
• . room preference. (smoking or nonsmoking} . 
• soc.la! $$CUrity nrnnber • 
• division contact . 
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Although it's slightly longer, B.ctearty woufd makeit~a$:ier for your readers to 
gather the necessary information .because they can Jt1$t glance at the list and check off 
each item. You also are. rrmre likely to get .alt the hiformation you need because you did 
not make yotir readers reread a paragraph 11kf,i A .nye time~ to figure out what you want 
to know. Thus, when you format your dooume.nt. tfiink!ng 9fyour r~~tiers' neeos ~nd 
h◊WtheywiU use your document can put you one.step-closer togetting them to do wbQt 
youwant. 

.• Most of. th:e methods of organizing di$cus$¢{1 in "3: Writing ~nd Organizing" lend. 
themse!ve~ to reader-friendly forma.ttin.g wm, heaq1ngs, Hst$, graphs, ch~rts, ano tables. 
surne seam-easier lo adapt than others;. such .asphro.11clogy;$equan.ce, ·oompar.!son • 
and contrast divislon/ola$$i:fim:ttion; and spa~. · For example, -when•·rating two 
cornputei-s for your bas$, you can help him understand how their key features (or pros 
and cons) comp.are to. one another with a $imple table (etthet· pre'cooed or foUowed by a 
narrative explanation): 

• Comp~ter A Computer-e· I 
Cost per Unit $1,200 $1,700 

Monitor . HQ qolor LO color . 1 

Drives f 
,_,...., -

Features one.only twC1 (floppy and CD) 

Ease of Use difficult vary easy ... ~ .......... . _., .. .. _ ........ --~-:.....: .. 
Compatible IBM MacIntosh 
Systems 

Such a table could quicklyh~dp your boss ... choose the best computer or at least 
help him understand your narrative comparison of the two.. • 

SUMMARY 

If you follow the five goidelin.~s d¢sctibed abov~, yo~w doqµments will appear to 
your readers' eyes and pmj¢ct reaoe.r-:frleridlinesSi . Thes~ appeal$ can grab your 
readers• attention, making ihem putyour·documents fir:st on their reading list 
DeP¢ndfng 6n trye types of documents you wdte, the way you present or format your 
inforfoatlon coulµ be the on !y advanti1ge you pan gain over the oth¢r docurnents vy!n.g 
for yo.ur readers· a.ttenUo:r1, If yoµ alW~y~nhink qf your readers ~the11 deciding how to 
format your document, youget a hea~ sfartin making a good fir-sf impression, . 
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· While. p~qple might J1Qt notloe wh~ri you write a documQnt that foHows the rules 
of gra·mmar a(ld punctttafion: to the letter (~hey expect that from yo.u ). they \f1m notic~ 
whertyou .br~ak the rules-at least: the m?J◊r ones . .. Thus, if you want to proJect a 
professionaJ·ittfage both within and outside the Sureati,·you should take the time to 

.Proofread all your work. 

. Because yo\.! .~n im~e ycmr objE:lfJthrity and simply overlook many errors when you 
write, you sf)outd find som$one who knows the rutes ofgramtnar and punctuation to 
prt)of:your doc..rume.nts. for m:istak~$ arid typos, . If no one can do this for you., try to give 
ypu~lf ~orne tin1e (~t l~st2 days, though a week ls b¢tter) before proofing them. · The 
time ~hould gfve yoy the objectivity you wm need to cafoh error,;you made and 
previously .overlooked.. • 

If yo~1 know your $tr~ngths lie in areas oth(?r ~nan grammar. and punctuation, you 
shou!P: uyto find someone to.proofread alt yovr dooutn¢nt~ for you. Of course, you 
must:iriake them-as correct ~s·you can first so <lS riot to at>ose you(reviewers. If, 
however; you have no-one avaitabJe, this section can hetp ym-1 find the most common 
ni.lstakes in gramn\ar iind punctuation. It detaifs a few oflhe major rules you 'ti want to 
fo!iowWhen Writing for th~ Bureau. Th¢y Will help you keep your writing flowing 
smoothly and profossionai!y . 

GRAMMAR · 

. .Grarnmatii:::~Uy correct $entences and p~ragraphs. iTiake your writing sound good. • 
When re~ders can get thrqugh m.~terlal with6.~(ann_oying interruptions caused by errors 
.in grammar, you ~ominunitate your roessage b.~tter. Once readers notice three or four 
gramrnatk;af. rnistakes; thoytend to sfop reading tor oonte9t ahd ~tatfreading to catch 
errors. Mistakes in grammar also {iomrey ah irnpression of either a slipshod work ethic 
or; in extremes; iUiteracy. By following the· nJ:!es. betd\i\t,. you can fee! confident that your 
writing .wit! conveya more professiona1·in1ag~ 6f t>oth you a-11d th~ Bureau; . This section 
first dfocusses the f~µrcommori senter~ types and the various. problems you <'.klh have 
with trern. such·-asrnrH?.11S8!1lenc€S, cornm~spllces, .anq seritencefr~gments, Next 
you'!{see some irtformation on agreerne:nt; shifts, parall~f structure, and modifier 
problems. · 

COMMON-S~NTENCE TYPE$ . 

. Try to vary the structure. of your sentences by using the fol!o~ving four sentence 
type$,; Y1.1u want to keep 75130 p~tcent pf yoyt sentenq.e~ simple, so. inters~rs[ng the 
of.he!' three types among th~ sitnpf~ s~ntences wm ke~p youn~dting from sounding too . 

• simplistic (lik~ the ''See: Spot run;. ki'r1d • of xivrit1ng you remember fron1 childhood). 
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Sirnpl~ Sentences 

A simple sentence has -a single subject-vet'b complmition, 

Detectives investfga:te. 

She fl.reef her weapon once fast 'Al<eek. 

it can have more than one subject or verb ... • 

The fingerprints and DNA samples matched. 
The gang robbed and beat the couple, 

... or several subj~cts and verbs. 

Office($ MclJouga/1, Chang~ and Greene drove to the sce:ne, broke up the 
fight, arid chatJjed the participants with disturbing the peace, 

The key distinguishing factor of a simple s~ntence ls that alt the subjects do all 
the. actions. • • • 

Compound Sentences 

A compound sentencecornbrne$lwo or morfl simple senten<::;es, corn,ecting them 
via a comma/conjuric.tion ootnblnatlon. You can remember the conjUnctlons that form 

. compound. sentences hY thinking of the acronym f ANBOYS: 
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For 
And 
Nor 
But 
Or 

• Yet 
So 

Use a compound .sent~nce to give equal weight to two closefy related ideas, • 

The traffic light stopped. working; so. the patrol offiperdirected the traffic. 
The speeders saw the state.trooper's croiset, yet they did not stow down. 
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Complei Sentences . 

A cqrnpJex: sentencQ combines a $irnpte sentence and ti! staternent that begins •• 
with. q .dependentword. Patts of a comple¥ sente.nc;e are: often called "d~pendent" and 
"tndepenqenf' clauses ... A clause is simply a group of Words that has a subject and a 
verb. An indep~nd~ot cta9s~expf.~ss~s a complete thought and ca,n stand alone as a 
sent~rice. A dependerit clause does notby. itself axpr~ss a c;ornpl~te thought, so it 
depehds on (or needs) the fndependent clause to cornptetcrlts meau1ing. 

Dependent clauses may begin with one of the_following words: 

after so that whore 
although that wherever 
as though whether 
becejuse unless which 

• before until whichever 
even if what wh!Je 
eveh though whatever who 

. if • when wht'lse 
&noe whertever 

. . . . . 

.. Complex~~ntenoes ernph~~iz:eth$ lndependentdause (complete idea) over the 
q~peode.ni cla4se (it~cornpleteioea). n9 matter where you place each in.the sentence. 
The dependent clauses· are underlined in the sentences betow. · 

. S{!qau:se h.e. forgot .the time. he missed roll calf. 

l!Vhfi~ he,mwe<th.e vigtim C,f'B.; she began to breathe again. 

She cleaned her gUf. be.fore returning. it• to fh-e: holster. 

: The bc;,y, who was in a rriotorcvcte aQcigent, now fknps. 

OffJcer Smith parked behindthe, truck ttmtP,roke down on the highway, 

. lntere$ti9glyf. how you punctuate the sentence (!epel'.\dS. on where you place the 
d~pehdent clause. .If you st~rt:the set\t~nce with thedependent Clause, you must follow 
it with a comma, _-·!f you place it in .the mk:lcUe of a sf.mtei':1ce some.where; you must 
Sl.JITOUnd it with commas.. If you put it last in the sentence; ym.l do not need a comma 

·anywhere. • • 
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Compound~Complex Sentences 

Because two {or more) simple sentences combine with ort~ (or more) dependent 
-daus~s fo form a compound~comptex sentence, you'll want to use it sparingly in your 
writing, Here are some examples: 

When tbe alarm sounde,d; the ffremfJn-rushed to the scerie, and the 
sheriffs department sent two deputies. 

Aft.er qonfirrning the first $USfJ.(:;Of's tJ.fif)i, Age-nt Clark eliminated him from 
the list,. and then she checked the next suspect's cl~frns of innocence, 

_ Aft, yoo use; tha.<;e fmi.r sentenqe types, you'll need to-avol¢ th~ three most 
common errors· you can · make: run:-0n sentences, comma· splices, and sentence 

- fragments. • • 

RUNLON-$f£N1ENCES AND COMMA SPLICES 

- • Wh~n you write two complete thoughts with no punctuation batween them, you 
have written a run,;o.n sentenc~. lf you put oillY a comma between two GOn1ple.te 
tho~ghts, you•v~ ma~~ a rnistak(:}Jefetted to as a COI.nrna splice, You can fix run .. ons 
and comma spttc~-s by U$lng one ofllireerernedi-es: 8.P!3r'.iod, a semicolon, or a 
comma/conjunction c6mt>ina.tion. The pertod separates theJwo thoughts the most 
drastically~ while the cpmma/corijw'lction separates them the least. _ 

Fix# ·1: the Period 

To use a peri_od, fit1d the en9 of th~ first comp!et~_thoughtand place tho period 
irnmt:1cUately after th¢ !a:st word. Making sure two spaces follow the periOd, start the first 
word of the next complete thought wifu_ acapftal ietter, .. You now have two correctly • 
pHnctuafed sentences. If your er.r6r was the comma splice form ofa run;.c:m sentence, 
replace the comrr1.~ with a p~riod. a·no beg:ln the next WQrd \tJith a capital letter. 
{Rem:emb-er to add an extra space after tne period,) 
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CHANGE: rhe new position went up on the board 20 peop/e 
responded. 

TO: The new position went up on the board. Twenty people 
respona'ed. • • 

CHANGE: The agent went t6 cowt, he testified on a case he'd worked 
5 years ago. 

TO: _ The agentwe-n_t to court. He testiffe;i on .a case .heid worked 
$ years ag!..1, • 
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f=ix # 2: The Semicolon 

• Altematlveiy, you· could pla(.'.:e a. semtco!pn _(;} right behind the. last word of the first 
comptete tho:ught~lhe first letter of the wordioUowiog the _semicoloh would remain in 
lower case. ··· 1n the c.ase: of a cornr:r1a splice.: replace the comma with a semicolon. · 

• CHANGEi They posted the new· position a w-e(~k ago no on~ applied for 
it. 

TO: They poSt(Jd the new i10sition a week ago; no one applied for 
it. 

CHANGE: The instruotor talked about effective writing, the class 
/ls.tan.ed intently. 

TO: The imJtro.c.tortalked about effective ¾i'fitfng; the class 
1,~~tened intently. 

Fix# 3~. The Comma/Conjunctiott Combination 

Flna.liy. you can placn a comma irnrnediately after the las_t word of the first 
compJ~tethoughtand add a c0-0rdlnattng C◊njunction beforeJhe next word. creating a 
cortlpound sentence. You can rernemberthe· appropriate coordinating conj1.1nctlor1s by 

• rernefobering the acronym FANBOYS-For, And. N'or. Slit Or, Yet, So. lf you had a­
• comma splice. simply add one of these conjunclions after the comma:. 

CHANGE: The division provided a car for the new agent on the 
Reactive Squad it was one of the. oldest in· the pool, 

TO: The, division prpvfded a car for the new agent .on the 
Reactive Sqqad.i but it was one of the. oldest in the pool. 

CHANGE: Tem)rism-has changed po/king forever, homeland secwity 
. has become Jaw enforc~menrs .top priority since the 
· September 2001 attacks~ • 

TO: Terrorism has c.tu:1flged poli<~ing fotever1 (or homeland 
security h~i~come /aw enforcement's fop priority since the 
September 2001 attacks, 
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SENTENCE FRAGMENTS 

ifyou p~nt.itiatean incornpl&tethoµght as acomplete sentence, you've written a 
sent~nce fragment-Sentenc~ f.ragmenfa oftan crop up a$ .forethot1ghfa or, more often; 
aftennoughtsaboot i~eas already punctua~d as complete sentences, Fragments 
always oogln with a dependent.word (such as "'after;" "when," "thatt} or a preposition 
(such as "to/' :"wittr;" 4at/' ''in,"-or "from"). 

•· To fix a sent~nce fragment, you can either finish the thought it start.~ to forrn q 
cofllpfete sent~n~ ·or add u to the front or .back of an· already comptete tnpug.ht to form 
a cothpfex or compoµndtcom.pie-x sBntence, If you attach the incomptete thought to the 
beginning of the. sentence, yotr must put a comma after it If you attach it to the end of 
the compiete timught, you ·ornil me comma. 

CHANGE: When they arrive.d at the st::ene, The agents interviewed 
throe witnesses; 

TO: When they a,tived at the scene, the agents inteNiewed three 
witnesses. 

CHANGE: I must leave soon. 8eforerm late fQLlTl'i. next meeting. 

TO: l must leave-soon before I'm late. fo.rmynextraeeting. 

OR: Before I'm late for my next meeting, I must leave soon. 

. You can also qften f!X sentence fragments by detetirg the d~pendent word 
(which makes a clause that already has a subject and verb dependent on -more 
information to complete it). • • 

CHANGE: Tho director held th~ meeti~gJn his office. Although he 
would have preferred, a q,onfur~nc.e: room. 

TO: Jne directorheldthemee.ting in his office. He wou/dhave 
preferred a conference room. • 

Run-on sente.ri-ces, comma $pllces, and sentence fragm~mts make up only a few 
oHhe errors in grammar people tend to. rnake. Other obvious errors incli..1de-problems 
with agreement and shtftss •. Less obvious problerr1s .tend t6 inc!ll<,:te error$ in parallel 
structure and the use of modifiers. Th~ followlmfsectfons drscuss these troublesome 
area$ of grammar. • • " • 

A~REEMENT 

• Your subjects- must agree with .the-ir verbs inboth person and number. ihis 
might sound difficult. but the gciod news is that you usually do tt right because you hear 
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the errors when you proofread your writing, Don't rely solely on your ear, though. Know 
the rules. • • 

Person 

. • . "Person" refers to the forn, prot1()l.li"ls take to describe the person(sYspeaking, 
spok¢0 to, or spoken about First persop pronouns (/,. me, we, ou1s) refer to the 

. speater(s). the second p~rson pronoun (you)r~fers to t~e person, grot.ip, or thing 
• spo-k~n .to, . i:hlrd person pronouns (he, she, him; her. it, they, or the.tn) refer to the 
petsdn, group,. or things spoken about. 

• FIRST PERSON; · l investigated the identity theft. 

SSCONO. PERSON: You wrote a go.od report. 

THIRD PERSON: 

iHlRO PERSON: 

Number 

She interviewed the witness. - . . 
The iudge disaflowed the wiretap. 

"Number' means the forrn a nom\ pronoun; or VedHakes to show if something is 
singular ot ph.1ral; Nouns usually form plurals by.adding an " .. g" or "-es" to th~ end of the 
word {for examplei the singular f~rr:n "gun" beco.mes the pluraHorm "guns"}. If verbs 
<:i!so formed plurals h)' adding an ""'s" or "'~s•' to the end; life would be easy, 
Unfortqnatelyi in Stat1dard Engllsh, o.nly thkn person singuf?.r verbs (the ones that go 
~1th "ha,» "she/' "itt or corr~.ponding noutl$) ha\i~ an "s" atthe end ifr regular verbs. 
This onforturiate rule ir'r English often confuses those of us who take "s •r to mean more . 
thantme; • • 

He drives, BUT You~, OR We drive. 
Lt .Womack asks, •.. -- BUT You ask OR They ask. 

Your verbs rnust agree with their subjects tn both person and number; 

. Speda!Agent Klopf ruhs 3 mHfls t:iaily-to keep fit . 

The t~?.1n Q.Y.X§. drugsundefcover regularly. 

The support ew·scmneline.et once a year at the picnic. 
You write weJL • 

l attend two courses .&ach. ses$ion. 

. W&.teach in th~ ftetd divi$ions when a$ked. 
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The following words usually take singular verbs: 

anybody 
nobocty ·. 
everybody 
somebody 

anyone 
no one 
everyone . 
someone 

anything 
nothing 
everything 
something 

Neith(:)r of those two regolations ls .followed. 

Each ofthe pistols neecls adjustment. 

• everyone who parks here /-tf)S a sticker. 

,..Both" always takes a .plural verb. 

Both egents follow lea.ds.. 

each 
either 
neither 

. "AU," "any." "some,"and "none" sometimes takes singutarverbs and sometimes 
·plural ones, • • 

S!NGUlAR: ~II is well, 

PLURAL: Detectives are busy, all work o.n major cases, 

SINGULAR: Thieves stole thousands of dollars; some .Yffi§. found, 

PLURAL: The squ~d interviewed dozens of Wftnessos; some~ 
accountants, 

• Take care that prepositional phrases fa!Ung between your subject and verb don't 
lead you to choose the wrong nurnber: • 
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The .leaders of the group have .declared war. 

One of the corruptjudges xtflS indicted. 

Each of the new $gents has to take physical training, 

• Compound subjects genetally take plural verbs: 

AtJJ.PitiQn and good luck 1U@: the keys to success. 

(Notice. that t<keys" is also plltral because it refers to "ambition and good luck.") • 
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However, a w.mpoury~ subject joined with "or" or "not" tak~s a verb that agrees in • 
number wm1 the closest subject 

The captain or the lieµrenant1s on duty. 

Th~ players and the §Bectatars at the game were peaceful. 

• Severa/ deputies or one ran9&]; is needed. 

One ranger or several deputies m:&. needed . 

. The number of ayerb DOES.NOT change when youput words such as 
"including," "along with," "as ~veu as,* or "in addltion to" between the subject and the 
verb, . 

Sgt Le}Ms; together with Sgt. Smith, cuns the pistol range. 

Our agents, as well as our staff, are the best in the nation . 

Making AU. Elements Agree 

. Pronouns must agree in number with the nouns they rep!a~. 

The officers .drank coffee during their meeting. 

Either of the radar guns has it§, drawbacks. 

Peop!e ·who apply must have their eyes .checked. 

Verbs in phrasasbeglnning With "who," "which," or "that" must agree in number 
with the noun the phrase rnoctifies. • • • 

Garv is one of those offl.cers _who i$ aggress{ve. 

The heavy trucks that thunder down the road make cautious drivers 
nervous. 

. Cql!ec.~ive nouns {those naming a group or C()li~tion of person$; places, things, 
concepts, actions, or qua!!ties) take a singuiar verb and pronoun when referring to the 
group as a whole: 

The iwywas divided on the issue. and could not announce lts decision 
until Wednesday. • 

• But when a coUective noun refers to indiV!duals within a group, ·it takes a plural 
verb an_d pronoun: • 

The ID return.ea to their routines ?fter the trial. ! • 
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You can make organizationai titles, such as company or department. e.ither 
singular or plural-· just he consistent. 

- The departmenthas grown 50 percent in 2 years, ft wi/1 expand even . 
more this year, • -

. "Crowd" norrnany takes a singular verb .and pronoun. while "people" normally .• 
takes the plural. • • 

SHIFTS 

. You n~ad to make sure you don't switch person, number, tense, or voice in your 
seqtances. In 1'Agreetnent" above, wo talked about keeping person an<1 number . 
consi$tent b~~eeri suojects, verbsi and objects. The f.ollbwittg guidelines should help 
you avoid shifting not only Mrson and number, but also tense and voice. 

Shift$ ·in Person 

. .... If yqv starLa sentence talking directly to your readetin second pr;)rson, you must 
finish the se.otenc.e in th~ s~me way {as th!$ $Gnt~1mce tjqes QY using "you" thr<Jughout). 
lfyoU are writing about someone or something inthko· p€i¥rsQn., you cannot suddenly 
start tafklng direcHy to your reader (in second person} or .about yo:urself(in first person}. 
Thi$ does not· rnean that you cannot use "¼'e" and "you"· in the. same sentence; it does 
mean that yo1.1 cannot shift the person of the same noun in different· parts of the 
sentence. 
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CHANGE: INl;e-n Xlli! lnteiview this way, he gets more from mv suspect: 

TO: Wlren you intervi~w this waVi you get more from YQY£ 
suspect 

OR: When he interviews this ~ay, he gets more from hi§. suspect. 

OR: When i interview thfs w~y, 1 get rnore from my suspect. 
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Shifts in Number 

A$ "Agteem.ent,; abov~.deseribes, your pronouns .must agree in number with the . 
nouns th~y refedo; you cari't shift from one to several or from sevetal to one, 

CHANGE'. If a weapon becomes. dirty, th~v misfire.· 
TQ: . 

OR: 

If a weapon becomes ·dirty, ft misfires. 

If. weeegry..§ become dirty,. [h$y misfire. 

CHANGE: . Jf 5omeone wants to bum their house, l!J.Q:i should make it 
look like an· accidfJnt. 

Shifts in Tense 

TO: If someone wants to bum his or her house, he or she should 
make it hok Jlke an accident. 

OR: If the ftatemlfY;brothe.rs want ta bum their house, they 
should rnake it look like an a(;Cident. 

. If you start your aotl!Jn ln tnefuture, you need. to keep it in the future; you should 
. not suddenly switch to ~st tense; • If you're describing events that began and· ended in. 
• the past, yq1J mu-st KEJepJh~rn )n the past While you c£:1n -logicauy rnqve from past tense 
to present or from present to future:; when you switch tenses:,,.-;ttiatis1 suddenly 
changing the tense of the same element 1n the sentence......-,you confuse your reader. 

CHANGE: The witne5:s tan past th~ bank a,nd [Qg};§_. around the corner 
to se& the JiceHse numbet: • • 

TO: Th~ witi1ess j:anpast the bank and loak-e.d around the corner 
to $Be tho license nomber:. 

CHANGfi: Thls report QQ.$5ribes how a tellers calmness kept him out of 
danger when a robber will CO{Rft to his window. 

TO: This report gest;Jj/jes how a teller's calmness keeps him out 
of dat)ger when a robber comes fo his window. 

OR: . Th~,:;; report describes how a teller's calmness keel hirn out of 
danger iivhen a: robber canJsi to his window. 

{Note that the· pte$ent tense lqgica.lty moves to the past tense here 
because the. change_ i$ from one e!ern,erit of the sentence to a different :one, not a 
switch in the same element) • • • • 
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PROOFREADING 

Shifts in Voice 

• Finally1 you shouldtake care not to switch yoice from ~dive to passjve within one 
sentence. This kind of change often forces you to switch subjects or: d8r1gf:e tnodrfiers. 
And because you want_ to keep your writing as active as possible, switching to passive 
just doesn't make sense.· 

CHANGE: ttrlhile ~ ggnsidered his options, the case was argt,1,eg_ by the 
prosecutor. 

TO: While he. .wnsidered his options, the prosecutor argued the 
case. 

PARAL.LEL Sl'R.UCTURE 

P.arall~l strtiqture wm rnake your writing strong and clear. It cleans up your ideas 
by clarifyl11g the relflflonships betwetm el~rry~:mts in your sentences; it lets your readers 
know if those element$ are .equat. ,comparr;lble, or contrasting; Parallel structvre, or 
parallelism, expresses sit:n:ilar ideas in a sift'!l!ar pattern. It creates a balance in the 
strt~cture ofwords, phrases, and clauses by giving equal emphasis to ideas within a 
sentence. For example; 

Let· us never negotiate out o.f fear, hut let us never fi..1ar to negotiate: ( John 
F. Kennedy) . • 

• This sentence would lose its strength arid ciarity if written as follows: 

We sho-u1d never negotiate only because we're afraid, but negotiation ls 
not frightening; • • • 

. . . 
When presenttng a s~ries of equal it~ms, _you shoulc;i express au of them in th~ 

same grammatical structure-,;...all nouns, all adjectives; an adverbs, an verbs, au phrases, 
or all btauses. !=or example: 

When preparing for an int?rview. agents .should review the o{;tse facts, 
determine the best /bcatlon for the .Interview; and investigate the 
Interviewee~ background thoroughly. 

The items in this series am an phras~s pegjn.ning with verbs in the present tense, 
Notice how awkward it sounds wheh written differently: . 
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When prapaling for an Interview, ager,f,s should :review the case facts, 
,cfetemiiningfh,~ best location for the inteivfew, and they sho11/d investigate 
the fntervie.v!le£/s backgitittndthoroughly. 
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Use. paraHejism WhE;ln putting thoughts or instri.wtions in a sequenc~. either in one 
seriten~~ or in several. · Using different forms of $lmHar words confuses your rf;7a~iers. 
Forexampfe, write "First;: .. " "Second; ... " ~nd "Third, .. ," not "First, .. . " ''Seqondly .. .. " 
and "ln the third piar.e .. , ." Your readers might $pend too much time trying to figure out 
what sound$ wrong and not enough on yotu- m~ssage. . • 

Exfan1ip1es of Parallel StruJ>fo~ 

WORDS: Alft)hone me$sages should contain date, tlnm., caller's 
name. ai1d tn$Ssage. • • 

PHRASES: The deputyhad t.o k;1ok in the.house; ~round. the .yerd.- and 
down the. ciosesfstrfiefs before ·deciding the tr~passer had 
fled. • • 

CLAUSES: Ihe proposal. defin.rft§. the emblem •. and ft suggests an 
answer, but if fails to pted{tf arty results .. • • • • 

Examples of 'Nonparallel Structure. 

CHAN$E: • • • Writing lhe $ports quir:.kly is as impottant as to ·oollect 
accurat? • facts, 

TO: Writing the reports quickly is as impottant as collecting 
acourate facts, 

CHANGE: TheJwfigf:}fcontains an e*imndityres .sheet, a sheet for 
• • Qayabfes~ andtf also~es aHa{qnoe. sheet at the end. 

. . . 
TO: The budget contains expenditures, payables, andbalance 

sheets . 

. ParaHe! structµr,e.helps you clarify your ideas by (X)rtecting rnbced phrases, 
c!auses1 or s~ntences. )t lets you un~ a paragraph and ernp.hasize important Ideas, 
Whi1e·at the same time it heips you use f~\VEH' tvord$. Sest of all; parallel structure 
appeals to your reader's sense of order and sound. 

MODIFIER PROB.LEMS 

. Wh~£n yguwantto cnarige(rnod!fy)oradd .to.aword's me~ning; you.should place 
• the modifying worq or p~rase next to the wprd you, W?nt to Ghar)ge. · K~eping modtflers 
close to '4Vhatthey mo<fify hetps make What you re.atty mean clear to your readers. 
Som~times, :however, you rnay putyoqr modifiers in .the wro:ng· place or even furget to 
put what they're des¢ribJng in the sentence, VVhen\lou do this, yow' readers have a 
hard ttrne Lirtderstaridltig Whqfyou mean. • • 
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. PROOFREADING 

Obviously, you don'~ misplace modifiers oh purp◊se, But because you probably 
thlnkJaster th~n you write, your ideas can end . tip in the lNtong place, Also, at times you 
may start writing aqo.ut new tho"'ghts and then re.member .an important part of an old 
thmight. Instead of backtracking to put the important thought where you should., you 
may write It wherever it happens to fan when tou think of lt. 

.. • R~cogni.zJn.g rm1dif!er problems seems harder .tha,n correcting them. '(ou can 
often nx a modifier mistake wifh a minor change to the sent~nce. · Y oli must concentrate • . 
on loqking for modifyihg phrases and makjng sure you've pl-aced them ne::(t t9 what they 
modify. Readingycur sentences aloud may help you find some of these. problems., 
Thos~ that sound funny or .awkward may have ar1y one of the following modifier 
problems. 

Misplaced :M<>dlfiers 

. When your modifiers seem to change words or phrases other than the ones you 
want to change, ycn:t probably have place¢ your modifiers too fat away from those words 
in ihe sentence. Try to place your modifiers next to (either tight before or right after) the 
words they modify. For exampl~. consider the difference between these two sentences: 

The a'istnct attomey gJruQ§!. lost all .our cases. • 

The district a.ttome-y lost almost all our cases . 

. • The first sentence rnean.$ that the D .. A lostnothtng. while the second means that 
the D.A k~st nearty everythfng, Moving the modifier ''almost" can entirely change the 
sent~nce's meaning. • 

• Note the. difference beJ.ween the following two ~~ntences, which place a 
modifying phrase (ihstead ·of word) diffe.rently. • 

The victim said a whife man· c;arrylng a hanc;igun wearing a black ,9hirt and· 
ph),e. leans approached her. {That's a well dressed weapon!) 

The victim s~ld a whit~ man !tf&fHing a biaek shirt a,ng bti,e leans and 
carrying a handgun approecbedher. • 

Yo-u especially n~d to take q~rewhen placing. th~ modifier "only" in your 
sentences. You can easily put it in the wrong spot For exarriple, you may write "Only 
he vvrote three- letters," where "only"' modifies "he'; instead of :>three;' as you may have 
inten.ded. When you rewrite the sentence as. "He wrote only three letters," you say 

. what you really mean. 
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Dangling· Modifiers 

When reviewing your writing for modifier problems; you need to make sur$ your 
sentences actua1:1y Contain what youl'modifiers describe. tfthey don't; the modifiers will 
"dang1e/' at the start 9r end of your sentences. !n this. case, you most often wm dangfe 

··- '"-int or •ito ... " phrases. For example: 

·, 
. . ... 

....... 
} 

.. .J 

DANGLING: After lrtterylewing .the Witness, the report explained the events. 
(This says the report intervtewed the wifrn1$s,) 

CORRECTED: Aft.er intorvieViling the wltness, SA Andrews explained the events 
in his report • 

DANGLING: . Watching constantly~ the. stuveiJJance dr~gged on. (The. 
surve!Uance. itself couid not watch---onfy the person doing the 
survemance could.) • 

. CORRECTED: Wat9fling constantly, the detectNe thought the surveillance 
. dragged on. 

OR: While the dffat&ctive watched consf{jntly, the suNeillance 
dragged on. 

Squiottng Modifiers 

Your .modifiers "squint" wben your r~adercar"i't determine if they de$ctlbe what 
COn'ltiIB before or what c.omes after them lntne·sentence. You know what you want to 
describe> but you must ensure your readers k~ow, too. 

SQUINTING, ASAC Smith asked SA Donovan while .et .the office to report on 
the progress orth~ inve.$tlgation,. (Should Donovan re.port every 
time she's at the office, or did Smith just give this directive 
during a face-to-face conversation there?) 

CORRECTED; ASAC Smith asked SA Donovan to report an the progress ofthe 
investigation whene,.rer Donovan comes •to the office. 

I<,. • • • •.. . • • • _, • • • . • 

OR: .During a conversation: at the office, ASAC Smith asked BA 
Donovan to report on the progtess of the investigation. 

67 



~t~1!~\:::. 

\l(ltt~ll 

.. l~~~~:''::. 

\!~;;:tl:~ 

PRClOFREADl:NG. 

Jammed.Modifiers. {a:.k.a. Noun Strings.} 
. ,• . 

You can ."Jam" your modifier$: by putting .too many of them .. ih front 9f a word or 
phras.e. You also can jam your modifiers lf yoµ make nouns act as adjectives. For 
exanipte, "$WAT)eam eqtliprnent pu<lget proposal"' putstoo many modifying words. in 
front bf "proposal.,,; and ali of the modlfiers·.are nouns instead of the adjectives they 
.shoµt~ be, Rewriting this as "a budget prop9--%lt for the SWAT team's equiprnent" adds 
words, but makes the meaning clearerfor y.our readers. 

INSTEAD OF; 
projected hostage. restn.m 
~quJpment inventory 
Ballistics Projection 
Comparison Study 

WRtTE: 
projecte.d inventoq for 
equipment u$ed in hostr:sge rosettes 
Study to Compare Balffstjcs• 
Projections 

. _ Making sure you say exactly· what you mean and modify exact!y what you want 
might take a Utile time initially. But when your readers understand you qtJicidy. without 
questlons or confusion, you will find it worth the extra initial effort. 

PUNCTUATION • 

. Can you imagine life as a reader.without punctuation? The Ancients had just 
that Fortunately, we <::toril have to reaq th~ way they dkt The evolutitm of punctuation 
has made the reader's task immeasurabty·easier. All punctuation marks function as 
signals for the reader to pause ln reading·. • A coitima or. set of parentheses. signals a 
slight pause, while a period or colon· signals a much long~r'pau$e. More important. 
how~ver, pµnctuati~n marks define the relationsh1ps between words, phrases, clauses, 
and sentences. Changes ln punctuati.cm ¢.an change the meaning of what you have 
written,_ so it's worthwhile to feam exactly how to use each rnark, 

Unfortunately,. the evolution. of punctuation hai:rmacte life rnore difficult at times 
• for writers~ Writers have to !earn and then follow the rules of punctuation before they 

can make tt:iefr writing ciear to their teaders. Because punctuation marks do tell your 
readers to pause~ you need to take care when using them. You should use them for 
function, not for decoration. Sentences and paragraphs with too many commas or other 
marks become choppy, confusing, and difficult to read. • • 

. Becaose some rules of grarnn,ar and punctuation• rnlght have changed since yoi1 
learn$d them Jn grade $~hob.I or high school. unless you've kept up with the changes, . 
yot,1 might be using your punctuation marks incorrectly. The fo!"lowing paragraphs cover . 
only the major rules of mosf pum~tuation marks,-thos.e you wm come across often in 
your writing. lfa sitµatiori,ari$es that ruie~ below do not cover, f;l rec:..enf edition of the 
Gregg R(¾fe.tenca Manual; edited by WHl1am A Sabin. or of a good college grammar 
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book, sl)ch ~s the Harbrace College i-tandbook, edited by John C. Hodges, should 
Pl'OVi~e }'OUr answer. 

The Comma (,) 

. . Commas se$m one <::if the mostabused punctuation marks·, yet also one of the 
most nece~sary, Sornewriters sprinkle commas ramfornty througti;oqt their text, hoping 
·that readers wj{l understand their meaning. How important are these marks? Look at 
how a comma can change the meaning of a si,rnple sentence: 

He's the crook I believe . 

. He·'s the crook, I believe. 

The first sentenr.e says you believe what th9 crook. said, while in the second you 
i<lenHfy him as the crook. Thats quite a difference in meaning! If you follow the 10 
rnajor rules for commas described below, you should f,ee! confidantthat your reader wm 
undetstari<l your Writing: • 

1. Place a comma after i.ntroductory phrase~ in a sentence. A comma 
should come after ar-iy kind ofphr~se or clause that begins your sentence . 
and is not part of the independent clause {main sentence)-

For 6 months, a woman had boon stealing valuables from hotel 
baggage check rooms~ 

Trying fo. disguise fwr !()entity, the thief wore a-wig and bulky 
clothes. 

Even so, the witness quickly picked her out of a line-up . 

• If the ruse had worked, she would have escaped punishment. 

Because it' did not, she faced jail time. 

Although some texts say you can omitthe comma after short (2~3 word) 
introdl)ctory phrases, put itin if your reader could misundersta·nct.the 

• sentence without it: 

Before dark deer arrived at the main entrance. 

Before dar.k, deer arrived at .the main entrance. 
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2. Place a comma before. a conjunction that joins two independent 
clauses (sentences) to form a compound sentence. 

The acronym FANBOYS-For, And, Nor, But, Or, Yet, So----mighth~lp you 
remember these conJunctk}ns. 

1'1/e go out to dinner offen. for the cafeteria food tastes bland. 

He applied to the Ketchikan Police Department, fJQQ. he has worl(ed 
• there ever since, . • 

. The witness did not know what the shooter wore, !19.[couJd ho 
recalrth-e weapon U$ed, 

Wilma Mott wanted to tell the truth but she feared that her husband 
would leave her; 

J might nm a few miles after dinner, or I might go to a movie 
• instead, 

The police stoppfJd hundreds of white . vans, ·tfil they did not locate. • 
the sniper. 

Countertetrorism is our top priority, §Q we have devoted 
• tremendous resources to lt. 

3. Place .comrnas ar-ourtd words thatadd extra but unnecessary 
information to the $~nt•nce. • If such .nonessential Jmormation ends the 
S€ntence, hist put a cornrna before it and a period at tile end, To test 
whether you need_ cornmas, rernove the questioned words from the 
sentence; if the main n1essage re.mains tntad, use commas. ff removing . 
the words changes the main rneanlng. do not use commas. • 

The CoJfeg~ of Analytical Studies, which resides on the third floor, 
includes ttafning in statement analysis, 

SSA Scott Barker, a member of the Hostage Rescue Tearn. Jed the 
raid on the prison. 

Terry heads th$ whlt.e collar crime unit, which includes 7 agents_ 
and 10 investigative assistants. 

Everyone who smokes will be disqualified. 

' \ . 
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You capnot putc◊rnma~ around ')A~o. $m.ok~$ll becau~~ thete~u!ting 
sentence (E:veryon~ wffl be dlsquaUfiEidShas. a: dlfferentmeaning. • 

Ofl:en;..no.neS$~nt.ialinforrnatioo.can simply be omltted froni your 
sent~DC$$; it's clutter, • • 

~. . 

t,~ed. it fo(cila.rific.atln1t ·. Yoq I:nay watff ro cortslder putting if there all the 
rim~.- sQyou don't h~v~ to figut~ o~ Yihen y6u mutt .have if af\d wh¢n you 

• don't You wm never be wrong to place the comtna before the ;,and" in .a 
•• series, 

Sathuels, Gaid, and Muffoz ;,Ji applied for the position . 

. The. s1ipeNisory specia}~g~ntwill}ntervkw arrd hire .applicants, 
manage the unit, and supervise ongoing cases, 

The clerk haQded the di!tte'ctfve a message, the mail and a cup of 
coffee; (riti comma} 

The· {?Vil flm-1$ J;i~SOflfJnd fql:f6gk~ Abb?$ and Thompson, and 
!Emerson Gtdup represetftlndlgent clie:htspro bono. 

• (Note that yqu n,~ the. cqwm~ be.for~ th~ ~.~t:1d" h~re to group. the names 
correct~; otherwise; r$~qe~ mlgf.l~ think Abbas work$ alone while 
Thornpsori andEmersrinatij pai'tners.} · 

5
• !l~i~~1~,:!:l:1»1lfi~da~Jtffl~!~!:~~nd• •• s.tes.=·fuat.co~e 

Rayhas lived In Ashland, Kentucky, most of his fife, 

He. can move after Friday,. Jtme m 2018, Wh~m hiS·SO.fl graduates 
from high sdioor 
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BUT don't µse comm~$'ivhentnedtYor st~te st~ticl$.aloneoQr when you 
writeJhe date witno.ufthe year or write the month and ye.al'Wtthout 
specifying the day: 

We ►·isit Ashland often, W&Hke Kentuckys lot 

Septeml;#Jr 11 startedfike a norrfl$l 1;1utvmu d~y. The e-vent.s of 
Septetnt)er 20<)1 caused us to rethink inany:security .Issues. 

. . . 

6. ·. Use c<>mmas.to sepa:rate direct quotations front the rest of the 
sentence. • • 

"l dpn 't wantto run with you ~gain,~ he said, "unless yciu slow 
dow,i.;; 

"We will meet tomorrow.." the target told the undercover agent. 

. . 
7. Ute commas with direct. a~dress • (i.e.; wti~n y<>u use the tea<1ers 

n:ame or title); • • 

Thank you, Mike, for answering my q~estions abaut NYPD. 

Sergeant. I have a probleirrwith yo:ur attitude. 

a, . Do t'.\Pt ·pla:ceJu~t oo•-\eo~fua betvv~ ttae subj~t and verb of the 
• sentence ot betw'efin the verb arid object • 

. . . . . 

• CHANGE:· John a:ild Nancy Jone$, haJ,ie two daughters. 

TO: John ~nd N;ancy Jones have two daughters. 

CHANGE: · • Former director Freeh worked, the Pizza Connection 
case. · 

TO: Former dire:dor Freeh· worked the Pizza Connection 
case-. 

c· 
c.:: 

C. 
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they joiri tvvo oompl~t$ S:~ntences ofwtiBri tf)ay connect three or more 
items tn a series. • (See rules 2 and 4 above.) 

CHANGE: David, and hisparents live kr fridisr,1;1. . 

to: Davkiahd his paretits lfve inlndiana> (;l subjects) 

• CHANGE: Al attendecJApap_c1;1 High School, an(jgraduated in 1969. 

TO: Ai attended Apapca Nfgh Schoof~nd graduated in 1969. 
{2verbs) • • 

OR: AtattendetiApapr;aHigh Sohool andhe _graduated jn 
1969.{2 sent~nces) • • • • 

1 O.'.Oo hot ptace a comma befom th&fir$t or after-tht last item in a 
series . 

CHANG.IE: Cold.Zero is notjusta story of;. missions, weapons, and 
tactics. 

TO: • QQld.Zero is nQfjiJst a story of mi$$ions, weapons, and 
t~ctics. • •• • 

CHANGE: The. FSF':s H_-ostage Rescue:_-Team handles .terrorist 
•• CapttJ[tj~ hostage release, amfdther emergencies; around 

The Semicolon(;) 

the.worki. • • 

TO: The .FBI'$ HO$tage·R~scue Team .handles terrorist 
capture, hosfiige ii-Heil~, ~nd other emergencies around 
.thewotkJ. 

• P~ople often coofl.is~ $emlCQlqns {;) wlth cqlot)l3 t;); however, you cannot 
interchange th$m. You are one ofthesepeople .if ymi tend to .want to introduce a series 
with a semlcoh:in; A Colon sho:L,ld do th~t: Job. You should use the semlcolon as follows: 

·1, U$Efa &emleolon 8$ you would a ~riod.';;._to:separate ind~pEmdent 
da-U$9$. • • • 

• . The witness coi1ld barely speak;_ she was· still shaking. 
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You. shouldn't use. a $~(njq0.l9r1 with one otyour P.ANBOYS: coordinating 
conjunclkms; nor should it replace most comma$. You 9hoqtd use it with 
conjeynctlve ?dverbs~ .. such ~s "Utcis,,; iherefore/' "moreover/' 
"cons~quentlyt "111de~dr" ot"however." • 

. .• · _, 

The csse seems airtight,- howevet, we will need further details of 
your investigatioh:, 

2. u~ ~efl)i~oloo$to:. $ep•rat~ items in a; set1es -when one dr more of 
those item$ ~antatns eon,mas. • 

John. Smith h~,s.•. work~din th~· Piltsbtrtgh, penosyfV'apia,. DiVifion; 
the Miarm~ Florida, Division; and the Pikeville~ • Kentucky; Resident 
Agency. • • • • 

I told three people about the·theft: . Susan,. my wife; Commander 
Dudley,~ and my insurohee agent,· (Secaus~ • the first item· contains a 
cotnrna, an items. are separated by $emieolor1s:J • 

1n, .Ct>lon {:) 

Use a colon to irttrQdu.ce a qµotatiqn, as~rjes ina s1znte11ce, or a list that uses 
sym~ols. fhe inforrnatio.nlhat comes before fhe colon musfbe abie to stand alone as a 
sentence. • • • 

• 74 

An FBtNational Acat!~my gia~1uati;t qbs:eNe.tf the ft>!Jowing: "In law 
enfotcemerlf, theie is a pofiltwhera th& guri bedbmes less of a weapon 
and wiitlng becomes mote of one." 

. . . 
Suptefl)e Coart J4.stice Benft}.min N. Cardozo wrote these words: 

Not only do: we. guard th~ drtr~J'rJ,-...the. right to life-, 
llb$rty, • and the pursuit of happiness;____weJive it! 

The position hia$· three t:equiremer,ls: a COl1${fe de:gme, 3 years' work 
axperfenc~, and a high degi~e ofphysicaifitriess. 

. .• 

11le need these things to continue the protectlo.h detail: 

a. thrife mow ·?gents 
b. full ooo~ratfon from Sfior~t Service· 
C, a f'flOfe secfrte erfVfronrnat'Jt. 

C. 
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• Omit the col.on in sentences wJiere no gen$rn! (aJ<.a, "umbrella") term is used to 
.introdtJce the s.eries1 such as "the fo!lc>wlng/' "these/ "as follows/ etc. 

To sucCQG.d in taw enforcement, you mast have patience; a thick skin, and 
a good sense of humor, 

To contim1e. the prote~tion qetail, __ we need three more f.¾geats, full 
cooperation ftom Seer.el Stit_vice; -and'e trU)ro secure ern,4ranment. 

The Oash (;.....) • 

. . U$e dashes singly or in pairs to set off ideas you want to emphasize or 
sttengthen, • 

. . 

-__ Jo ~voi:tj n~gath1gtheir en-iphasizing quanty, use thern sparingly . . Type a dash by 
pressing the 'hyphen key twice: • 

The· Reactive Squad has only -one priority tonight-find that· littte girt. 

_The witness-blinded by the-blast---c(!uld report only what he heard . 

We need to• recpgnLte symptwns of~t1mqt1t~exb~ustion) a!coholi$m, 
family problemS-:-ff we went to help emp!qyees· stiffering from ft, 

Parent~eses { ) 

• Use par~ritt1e$eSit1 p~i\$ arourydsµppl.~rn~t1tary or des9riptive ·infqrmatfon that 
you want to de~e.mphasize; SllCh matertaf is t1ol necessary fur the main thought of the 
sentence. 

. . 
You can put pnrases, clatJses, or er1tire sentences ~thin p~r~ntheses. In the last 

case, you woul.d putend punctuation fo!'the sente.ncewithin th$ parentheses as welL 

Some states{rorexatt1ple, -New York) otJtlawany&iec.trimic 
eavesdropping_ by privatefndildduaJs, 

We mustsecure moreresour.ces (as woveteported before) to ke~p the 
newtraining.running, _- • • 

Everyone can !Jenefit from r.X>mrriunication.training . . (Some employees 
• might cllsa-gre~;j -
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Always_ use quotation marks-in pairs. 

1. Put (JQtible quotation mar-ks around direct quotes. 

MY supervisor seid, "Complete this-repptt by close of business 
today," 

alt sure d0¢s make a <iiffetence,;, Jeff observed, -1'Where the 
puncivation goesf" -• • 

She ex.plained to the dispatcher; "l thought f heard screaming:" 

2
' ~1We~tibi\t1ia:::f.11r::~~~?~:i,,,~sr:~,r::t:t~:!e:~ 

or shnJg -and Jargon. - -

Because t diatr't study, I "bombed" thr; test. 

I use.d "be" fl))e tii-nes .in my first draft. • 

l saw my partner "cuff him and stuff him." 

3, . Singl~ quo.tations marks surrqund a q:uote within a quote~ 

The wlfne$s ssid, "f remember the gunman yelling, • 'Give me the 
nioneyt" 

4. • Omlt quotation: marks for·irtditect quotettio:ns _(paraphrases). 

My su()etvlsor said he waritedme to complete this report /:Jy close of 
busihess t(iday. 

- The chief .sale! that he i;vatit£!d my resignation. 

' • 
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• s. iff lilltlf lz!rS~·ort 
They sang "Mr: Bojarigle$" three times Jn. an ho.ur. 

Have you _ever read "The· Raven# by Edgar Allen Poe? 

"Effective Writing" is -~-grea_t course, · tibn 't you think? 
. . 

They liked Ro}"s lectute, "Inside the Mfnd of a SeriafRapist." 

Gordon Graha:rrfs Pt~sent?tiai1,. ~why Things··<§(J Right; Wf(V Things 
Go Mltbn·g~" always draw~i a big crow& • • 

Quotatii>n Marks and ,Othe·r Ptinct1Jatfon 

1.. Always put perip-ds (.) and comm~ (_,) . inside final quotation m~rks: 

The suspf).Ct'S wife stated, 'f ikant.to press charges," 

"We have mad~ terrorism a top priority," de.dared the FBt director. 
. . . 

, · . . 

4- Alway$ plac& colQflS (:) atn:t semicolons. {;} ,outside final quotation • 
marks: . • • 

. . . . 

Shanno~ sJiidto the fl:ve poafci tnembeis, "Let's get st:artoo~-he 
wanted to 'finish· theirunpfeasarittask. • 

I co.µld -qnfY thf111.(9f_QtJf! {f)lngj o rJo tr-heDtho po/Jqe .officer 
yelled, "Stop or 11/shbof': . rui1liko· too w1nd.. •• -

3. Plac¢.. qu~sti6~ mar~ (~} arid.e)(cJ•rnatioll matkt ({) btsi$ final 
zt:~1e:~:~:·:•t;,1!;fr:PJ:Jt:n::~•·•qu6t~;·.·kut·oL1tside 

• The negotiator a$kJid;. "H:ow kmg before we get a phone fine 
set up lhskie tho prison?'' • • • • 

Did the agent say, "I'm frf;rn Arkf:ln$as11? 

I heard tny partner y0!1, ".Gun!" 
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. Yot,1 C<cln lJ$$ apostrophes to show ownership (form the possessive case} or 
creat$ contractions/ • 

78 

1, Add's to singular nouns and acronyms to form the possessive. 

Jim's answer . 

the FBts policy 

• the agent's we.-:1.pon 

·. If the nqu-n ends in an "s." a.silent"x," or a "z" soundr yot.J may use on~y the 
• apostrophe: • • 

the witn~ss' statement 

Mr~ Breaux' memo 

Socrate:s' student 

-2. Add only an ap.o~tro.phe to plural nouns ending In "s .. to form the 
possessive. 

i).ffic-ers' uniforrrl$ . 

witnesses" statements 

lleu.tena-nts' associatfon 

3. Add 's to p'lural n.oun$.not ending in "sn to form the possessive. 

women's tights 

chiidren·'s school . • 

people's car? 

4, Some .famillar. ~~f.(;\$$igris ah~o U$e an· ts, even thoug-h they may not 
fomt tTue poss~sshi'e$, 

a week's pay, a rnoment's notice, a d.afs wqrk, todays paper, 5 
dollars' worth 

,,. ....... 
l 
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5, • Use apostmphes to form contractions (shortened fonns} of two or 
morewords: • • 

lam 

itis 
arenpt 

o.fthe clock 

Wilf not 

I'm 

Ws 
aren't 

o;clock· 

won't 

Fiscal Year 2006 FY '06 

they are • they-re 

we are we're 

ff . Use r~. to $h9'W the,plurals of word$< letters; and numbers used as 
themselv¢s ln a sentence. • 

The talk show guest used seven "lif<e's"inone sentence. 

The word "perpe.trotor" contain$ only two "e's." 

. The total figure on the budget proposal CQntalned too many "0·:(3," 

7. D.o n~tus~ apostr.Qph&s With poss~sive pronouns; they already 
show ownership. • • • 

WRONG: its; yours' hens theirs' 

RIGHT: its yours · hers theirs 

Aiso, don't useapostroph~Jo form simphi plurals. 

WRONG: . four chair's • 

RIGHT: • four chairs 
2owe.apon's 

20 weapons 
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qapital Letters 

. In our. effort to show resp~, we oft~n Qlf}italize wor<:is w~ shotildn't As With 
other punctuation .rnarks~··overuse dilutes the intended ·effect. 

8-0 

1. capi~Jtze a person's nam~• and a person's title when if precedes the 
name, 

Robert S> Mueller 111 Director M.ueller $UT the director 

Special .fr.gent T. ·wftson SA Wilson 

Sheriff Stanley Clarke • . She.tiff Clarke 

BUT all spe,oial agents 

BUT the sheriff 

- 2. , Cap~~li;z~ Qay~ of ttt~ Weekt tl)pnths. C>ftl\~ ye~r. (put PP.l~~•s~r,s), 
$nd ~P~~~~td~y$; fuU oattJ'* of o~an~~Ji9p.,; • raij~ ~pd 1~r1..gtjag:Qs; 
histdtit,I p~rfods, event$~ arid ·documents:; ·words pertaining fo the 
Deify {~n ail reHgions). • 

The Federal Bum.au aflnve$ffgatian cfq$e$ me.FBI Aca<temyon 
. the thir.d 1.ltW~"day of N9veitib~rln hortor of the Thanksgiving 
holiday. At this. triidition~l autumn feast, many Americans thank 
$od for the blessfngs te.ceivetl during theYear. 

3, Cap~uz,: th$ \\'9fd~ l.)igh st;hp~I~ ~ll~g,~ ~t~t; par~, {*ke~ river, 
co4,1nw, . co~~ny, city~ ~,9,~fy, lJi•tiltJPn, et~~~ W.he.h ij~d fl$. an 
essential p~~ ~fa pr.9.~ttj~me; how,ev,rt \iyhen they ar~ us~ al~ne 

• as a substitute. for a prope:r name, each one appear$.•tn tower case. 

! atte11d~(! Essex fHgh Scbopfin ibe To\Vn of iappah;mno9k, 
Virginl~--··· TheJii9h schwl i~.focateifoh.the outskifts-ol town, across 
Akport Road from the tiny municipal airport .. • 

4. ~~p~t1Ute·pq9n~ .. d~igr,"p119.family~l~ti:tm~ftips. ~11lyythen · 
• $td'mftt~e~ f~r~e pr9per q~~~~ JfJhe ~0~0:1~ Prtt¢.idid by a 
possessive pronoun {t:tg , .. my/ your►• their), do not capitalize it 

. . . 

Was Dad appointed as the new po/ice chief? 

Is Lieutenant Liu your aunt? 

\ ,, . -· 

( . .... 

c: 

( 
,.,, .. 

i 
' 
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. .. .. } 
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&t!\)1:t, 
··g[Jf 

5. Capit~;fi;e geographical locations but not mere points <>n a compass 
or directions. . •• 

.SUMMARY 

It gets hot and muggy in the South during the summer. 

The suspect's car-continued we.stbot1nd on Rosser Avenue; 

The SWAT team entered thfi win.dow on the s.outh side of the 
building . 

. . 
_._Again; the nJles for grari,rnar and punqtµ~tlon•detal!e.d at>ova rndude only those 

most pften q~q orcopfused, While Y$V may find f.t hard to b)' to rnemorge these rules, 
it mfgnt prov~lhe eas.1est ppurse fot ym.i to .t~ke in the long run. Knowing the rµles 

• (v~rsus havirfltokeep. a giHde·handy) .. vmmak~ your;neces~ary task of proofreading · 
much easier; Whfohever method you choose; yoLir reader will thank you for an error­
freeiclocuifient tbaf comtntinicates without amblgttity . 
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.✓. ~'l~~t~: 

\llii;:lli= 

Many people ~nd writing a difficult .butpervasiv~task.lntheir Bureau posjtiqns. 
V\lrittQg Jot th~ i3tir~u qan becorn~ a burden if yciu kn9w that sotvhig. •~-~se, impressing 
an 04t$lde.r, •ans~dng to congress. §r .ev~n s~ving someonfls lire de~t•ds on how you· 
corntnuni~te thr~iqghyow· writing. I've designed this stylethanuat to help relieve you of 
at teas.t some of that burden. • • 

• By· following the practio.al .guidelines· QiitUnetj .in th.e -six maih sectlqns of fne 
rnanuat, yoq can f(le} corntortab1e that. the tjqcfonen~ YQ{) Wrtte wm get, your point 
across Irr.the best 'iAray possible while flresentirig a ptofessiona·I image of both· you and 

- the F8L - - -

82 

1. Thin.~in,g Beff>r".e Wrffin:SJ de~1t with helping Y◊U .ct$tify yoµr pu-rposQ tor 
writing; learn a~out your r~~~~r:-s and det~l110 their needs. and figure out 
wha( you vtant your readers fo qo with youf infooo;atit:m. It then ·s~owed 
you n◊w to write your l.1ottorn .. ffhe sentence, -in other words; figure out the 

- point of your document • 

2.. Getting Started d!scussl!m liow the le.ft andright$id¢s .of your br~in can 
either nurt or help youwrtteandhowfo maxithize the,stretlg1hs of your 
r-jghtbrafr,-to hetpyou•get st~rt$d, It then oumned five different methods 
you can use to getyourJi~tWotds aoo ideas.on paper. 

3. Writing ·and 9rgtl.~i2:in9 shq~d you how to pufyour ideas into an overall 
structure of lntroduct1on; bo.dy, and .cm1ch;s1on~ lt also detailed how you 
can organize the body ofyoljr iriforrriatfrmfor both.i9n{i:and short 
documents. • • 

4, Rf:vis.lng tor ~I~ p~~lt \1tt~ !OUr l'naln_~re.~s ofstyl~: . wri,!l~g inactive 
voioe; applymg. the .KISSprn1crp.le,.regucmg clutter;aodwntmg strong 
sentences. these g,ubse.ctroriidiscu:ssedfhe vittues of active voice 
verstrs· the pitlaU$ of passive att9 ,ho~ to change your pa$,$ive voice to _ 
active. They ittoweg y9u h◊wto ·KISS. your ~vrmng'.'---k~ep it simpie and 
specific,-...an.d expla!netf wnYyqu should.· they defined ¢!titter, giving 
examples of the tnany :~indi of ¥IUUt;f thafra.t1 :weaken'ycmr writing. 
Finally. thes¢ ~ubsec.fion$ det~UedJn strategies you can follow to 
strengthen and invigorate youi sertteoc.es. - -

5; Pr~stlnn:09 empha~iz~ the itl'lp9rt~nce of h9yv yqy f: 0:rmat your . 
_ documer1t. It presenteofive g#rdeiitj~s you can. f9Howwhen form~iling all 
yopi; documents;_ If aisOdlsc-uss~•hQw·to pr~sent your information to best 
meefydl!rrea~rs-' rteed~_anp,}n dqfng so; youi9wrt -Anythh1g·fhat 
mak~s the read-0rs! job easief lncreases the odds of getUng what you want 
from th~t'T), • 

,-- -­
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6. Ptoof:r(\adi~l9 str~$~~d the nee<J fqrm.aking sure yqur doc~ments are 
• perfecL ft detailed common. errors ii1 g~rnrnar, shqWii)g yo,q :how t◊ 
c.orroottbem; and Hsts ba~ic rules of punctuation yo1llf:need to follow. 

. • Alihqugh we ~achwrlte many different:kiil(js .. of documents tot the FBI, we an can 
applyjhe style of writing buHined in this mant1al tchvhatevet We writEk S9me . 

. q6ct1met-1ts, e~peqia!1y thpi'1,e gtiirg ()Ufside the eureau; rriaYn~d ~ nme more formality, 
.• though non~ shoUkf require the: .stuffy, btm~a:ucratic wdting we're frying to alin'iinate . • 

• The following two marnorand? grappipally Uh.Js~rat~ wnat we. typi~Jty r~ac{ (.and 
wnte) in. the Bureau versus what we·ooti!d read .(and wtlte)lf we a!lapplied these 
t~ht.iique~ of good business wntktg, \Nhich woli1d:.you rather receive? Then shouldn't 
you try to {qrit& that way forJouireaders? 
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~{1f 1111~ili~]t 
~tzJF 

TO: · 

FROM: . 

.. RE: 

MEMORANDUM 

AU Academy Empfoyees, 6-12-94 

fl.4ichael F. Kucab 

UJENTJFICAT!ON BADGE .PROCEDURES 

FBIACAOEMY 

Th~ p1,wpose of thi$ memorandum ls to chang.e tti~ procedur~ lttiUzoo for th~ issuance of 
identmcation badges to A¢-9d001y employee$ {n order ·to re$lrict acces$ to the Academy 

• buHdings to those wrth legitimate need for access to the buildings. 
• - . ~ . - . 

For the infotmation of FBl Academy employees, Jhe Divisjqn Supp.ort and S~rvices .Unit 
(DSSU) h~s beendesignat.~d the Academy.entity charged wtfh issuance of a11 

. · identification badges for F'l:lfAcaderny personnel. . • 

Acc-0rdingly, the following procedures wm be fotlowed regarding request of keys: 
. . 

Step 1: By routing slip or m~morandtm-t directed fo the UrHt Chief, DSSU. a unit chief 
may request a speciflcld~ntificafion padg~.tob.e ma<le and'1ssued to a $peel.fie 
employee. The raqµi$tshou!dspecify.th:etype of hadge, forwhatbuildirigs or·areas, 
the kt~ntity of the utiit. the employee's full Bureau name, and the employee's social 
security number. 

Step 2:. The DSSU U.nit Chi$fs S~bretary wm cont~cttheJ~quest.er and iss~•e the 
idehtification badge to the requester, . The ~queste.twm .th~n sig.nJHe .~.o.mp.u.ter printout 
indicating the b.adge issuanceii1formaticihand thts printout will become a permanenf 
record of the !sslfrmce of. the !dentlf\daUon badge. 

It is imperative that ppon ter111inatimi of~$S{gr'lni~ntat th~Academy that both support 
and-a.gentPersqnn~l be required to pe.rstirfaUy return th®tbadgesto the ossu Unit • 
Chiefs Secretary so that th(t,records of fot~rnBd. b~dgeswHI be re111oved from the 
computer program anq propertj• receipts removed from file. 

·MFK~V\vf 
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TO: 

FROM: 

RE: 

MEMORANDUM 

All Unit Chiefs. 6-"f2.;94 

vVimam A. McGarry 

CHANGE IN _P_ROGEDURE FOR GETTlN-G 

IOENTIFICATtdN. (1,0} BADGE$ FOR 
ACADEMY PERSONNEL _ 

We've changed. the way we issue ID badges to Academy staff to restrict. access to 
various buildings based .on true need. 

• The OM$ion Sup.port ~nd Servi~s Unit .(0$SU}l~sues ail !)ad~$ to Academy 
employees-. Please foliow the procedure outlihed below get badges for anyone in your 
unit: 

·1. Send a memo to the DSSU's Unit Chief asking for an ID badge for an employee. 
-- Specify -

a. type of badge 

b. buildings or.areas the ba<lge should open 

c. your unit's hame 
. . 

d. the employee's full ~l,lr~u name 

e. the employee's Social Security. Number 

2 ... H~ve youremp!oy~e_plck up the ID ba.dg.e from D§.SU's secretary and sign a 
• property receipt that w!U become a pemianentt1rtiperty record. 

- All employees MUST return their badges to the DSSU IN PERSON when they 
- leave too Academy or the FBI, so DSSU earl release them from respon$ibHity for 
. their badges. _ • 

WAM:vwf 
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Aldrich, Dr, Pearl <3. (1985), -rftJw.to pl$nSnd qrganize your writing: A,yytiting system 
. for ex$ouffvf!Js, 1nanagrprs, ~nd professionals in ail dlscfp/ines. Washington, O.C.: 
Research Enterprises F\1b!Jcations. 

Baxter, Ralph C1 (Fall 19ll8«89). Lecture.$ in "Theory and Practice of Editing," George 
• Mason University. • • 

Bwsaw. chades T., Gerald J. Alred, and WalterE,Oliu, {1987).· Handbook of 
tecnnlc~lwtiting; 3-~ ed. NewYort<; St Martin's Press. 

Bu~an, Tony. 0982). Use yourfle(td; London: BBC Books. 

lidwards; Betty. (19.79). Praw_ingon .the tight std,e qfthe. bra/~: A course in .enhancing 
artistic cre~tivity and attlstic confklence~ Los Angeles: J. P. Tarcher, Inc. 

Gladi$, Stephen D. (1989 ). Processwrfling: A systematic writing strategy. Amherst, 
• · :MA: Human Resource Development Ptess, Inc. • 

. . . 
Hodges, John C., eta!,, (Eds.) (1994). Hatbr~ce coJl~gfJ handbook. · 12th ed . . Fort 

• Worth, TX: Harcourt .Brace CoHege PtibUshers~ ••• • 
. . 

Strunk, William, Jr., and E. B. Wh-lte. • {197e), the efe1nents ofstyle. 31
Xf • ~d. New 

• • York:· Macm1lla11. Publishing Co .. ; lnc. · - • 

Wyrl¢k. Jean. ( 1$$4}. Steps to wtitihg Wf)IJ~· A pcinqis,e gUiq~ to fiamposltion. 2nd ed. 
New York: -CBS Colfege Pijblishing {Hoit, Rinehart arid Winston). • 
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B11mr1ii:, 
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The works listed below provlpe addit.ional useful guidance on writing: 

Alward~ !;~gar C. & Alward, J. A. {'1 9$7)~ Punctuation plain and 'simple. Franklin 
Lakes, NewJeisey: Jhe Car~er Press. • 

Florem, Joe, (1:989) . . Write smart.er, not h~rdor. Wheaton, IL:• Twain Productions. 

Floren, Joe. ('l~SZ). Enough ab9ut grammst: What.realty matters andvthatreaily 
doesrrt: VVheaton, IL: Twairi Proouctlons. • 

. . . 
Holtz, Larry E. (t9S4). Investigative ahd Op$t~1/onai report writing, <3'"0 ed. Longwood. 

• FL: Gould Publications. • • • 

Langan, John; ('1989}. Sentence ski!ls: A workbook for writers. 4tti ed. New York: 
• McGraw~Hm Publishing Company. 

Sebranek., Patrick! Verne t,.<teyer, Dave· Kemper, and John Van Rys. (1996} Writers 
• Jno: Schqorto wivk. L$xlngton}MA: D. C. Heath. 

Sutcliffe, Andrea J., ed. (19.94)- The New YorkPubtic Libr~ry Writer's Guide to Style 
,and Usage. New York: HarpetCollins, 

Thaiss; Chri~toph:f;)r and J.phn E, Hess, (19$9), Writing for Jaw enforc()ment, Boston, 
MA: A!lynandBqcOn: · • 

Zinssor, Witliam. (i998). On writing vvell, $th edition, · New York: HarperCoUins, • 

Don't forgetto che.ck. online v,rttkig re~oqrces. too, . Use a good search engine to 
look for "online wr:(~tng !ah" (OWL) ( sit8$ po~teq by .coileges to he-Ip their students} or 
any specific 'Nt'itinffrelated topic {such as, "grammar," '.'punctuation," or "commas''), 
Here are twogoodsltes·recenttylocated bysttidents in the FE! National Acaderny's 
"Effective Writing" class: • • •• • 

OWL at Purdue University: ·-bttp:!fow'Le.nc!lsh.ou.n:iue.edii 

OWL at Capital Community College. Hartford1 CT: 
httQ://www. q9,9.,gornmnetedu/ gr~n:1Jit?.r 
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• PAL Workflow 

• Reference Guide, to Aid in Understanding 
Arrest Abbreviations 

• : Fi-eld Office List; Revision 10/18/2017 

• URL list for State Agencies 

• Field Office List; Revision 08/18/2015 
• Avaya Reason Codes 

. • Quick Reference Guide; FBI -WV Call 

Center (marked Confidential Information) 

• FBI Field Offices and Resident Agencies 

• NCIC Record Abbreviations 

• Violation - Violation Types 

• FBI Field -Offices ~ Alphabetical Order 

• Field Office Walk-ins • 

• CSRs Foreign Language Table 

• PAL CSR Agent ID List (Names, IDs, Phone 

numbers, and Shifts) 

• Crimes Ag:ainst Children; FBI/CJf:S/PAL Unit; 
SSA 
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0 
AL Alaska 
AK Alaska 
Al. Arizona 
AR Arkansas 
CA California 
co Colorado 
CT Connecticut 
OE Oeleware 
FL Florida 
GA Georgia 
HI Hawaii 
ID Idaho 

IL Ulinois 
IN Indiana 
IA Iowa 

KS Kansas 
KY Kentucky 

LA Louisiana 
ME Maine 
MO Maryland 
MA Massasschusetts 
Mi Michigan 
MN Minnesota 
MS Mississippi 
MO Missouri 
MT Montana 
NE Nebraska 
NV Nevada 
NH New Hampshire 

NJ New Jersey 
NM New Mexico 
NY New York 
NC North Carolina 
ND North Dakota 

!).tt12:fi!nfo.alaba1T\/l,gO'!Lillt!tfIOry.asP,.x?rangez2 

http://ataska.gov/akdirl.html 

ht1p:/ja2filc;:J,!~.i!9a.gov/al!,asp;,:, 
h!!n;L{:~.arkansas.gov/gover1Jm.filtli!.st!lCie~ 

0 

~_ne:/Jwww ,c,1.gov/Apps/t,~~r!.~.\!t~,.~~ 

https:/lwww,!J!lQ.f.i!.!/.Q.,ggv/go11ernment/governrn<ln.V.;;tate-aeencie5,l1tml 
http:/!W..'-'.f.W.,£t...,&.ov/ctpcrtalicwp/viS?w.",H,>?a=843&gz4§2944 

tm.e;i.Lwww.delaware.gov/tQ.P..(~.sf;,gft.TJ~lst dept • 
http://www,m~florida.<:orn/din!ctr:rryf. 

hlillJlJw9.rg(1!.J{QV/agency-lisl 
!1.tur/ :1rbhawaii orn/capitclild.\f.fil!!f!gl 
hrtp:i/www .idahc..,gov/agencyj, 

llllfil:i.iY.{\'-'W.?.J!.l!D..Q.t!i-fiOv/pages/ageri.t!!?.!i,.!!~Jl!.<' 
.h.!.!n.:J.!.'E.Y.IW, j 11.gov f cor !/ /fifl!!.. .. !!Kl?.!.lfY.,.h.tm! 

htto;Jfphonebock.lowa.go"jagen!';.a5p~ 

!mP_;f.ili:w.w.,~.~risas.govigovemment/.iitf?.!.\(;/g!i.:'!~@lions-!isting/ 
.h.tW,,;//kentucl<v.gov/gpyt,r.r.)!!!11.D.!!P.i!~~filgeocy.aspx 

h!!ir.ill.g.vhi.!ID!:\,sf~YJ0.1.J.xernn1ent/A;>,e11c:£.J!."!91,'}.f 
h.m1jf.Y.!.~-m3!ne,govfpor~!i.AA.Y.g!'.1.\!.'!l.!ln.tfstate-agenc1es 

http://www.n•aryla..n_~.,gQ.Y.ffii'!~ws/agency d1rectory,~~P.l!: 

!ll11d}:{f.Y.~~..,_,m,?,.~~,g_ov/portal/globai:.~.&!!.P..cy.:H~,.h!tnl 
.htt.v,..;£i.Y.,ww. fl'lic! iis.~n,gg:vh~m.l/.9., 1§.07, 7 .. 19 2 • 29,J!J .. )JW.1? .... il.ili!~~::.:,.Q9.J1t.ml 
http~;[fmD,AO.Y.f.>.1.m.tf.l/govern111ent/s\i:l.~i!ii.~n:;s_f!_?.:9.Qg!,i,1.~•tom111<ssiofl:J, 
1.!~1!t1Lwww,ms,govfagen,:y_~J.rn.~Qf.rl~,{auit.<1spx 
http://www.ma.gcvb,earm-rei!lfilL 

hllP!iJl.m.\,P..Q.V./.f!:9Y'~J.agen;-;yltstir:g.miJ'/.~ 

tJ.tt1>:if www. 1wbrn510,.,,&Q.Y./.~!.l.i!£~11J,i~5. html 
http:/ !riv.gov/ ~~er,C)dctepartment/ 

!:mr;Jjy;ww,nh.govb;,;;iwL'!!!!~D~!~&i;-.r..~l~~Jgrn! 
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http:! lw,,,,w.11c,,t:>v xcf!.1ft,o~rnmentf agep~ 
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OH 
OK 
OR 
PA 
RI 
SC 
so 
TN 

TX 
UT 
VT 

VA 
WA 
WV 
WI 
WY 

0 
Ohio 
Oklahoma 
Oregon 
Pennslyvania 
Rhioc1e Island 
South Carolina 
South Dakota 
Tennessee 
Texas 
Utah 
Vermont 
Virginia 
Washington 
West Virginia 
Wisconsin 
Wyoming 

0 
tl!mJ.L¼~~.ohlo.gov/agc11Ciesl 
.hmr}Jwww.ok.gov/portal/,,a..&,~.!.1.!?l.D.!ill 
http://www.oregon.go'll/pagesia to z listing.aspx 
http:/ [WW'#-:P.mt~!.:§!31te.pa.us/porta!/setver,P..!:lf.Q!1l.!H!:!!1!!Yfte!epho11g_ director,ylH~5. 
1illu:/fwww.info.ri.gov/br9wse,phr;?choicf>,.•~t,9w a]&!Qtte["a 

h.U.P..i!Jc.g.ov/pages/age11cv~.i.~!!!'.!&A:?,,~.~t~~ 
!:lttp:/Jsd gov/gover_f}!}'l_ent asex 
http:/ /www. tn,g.ol{jdirecto,y/ 
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http:i/www.ytat!,&9_¥l.i!&.l/.ernn1entlagencylist.htn1I 
http://www_,.\f.!?-.f.fOOnt.gov/portal/goverom~nV.~.!,g,n.tm 
h!.m:H:#.Y!.Y! .agencydirector~y!_rgiQf.?Us.9.Y.l 
bJ.t.1rJi acce~.wa,.&QY./.?.g~rJf.Y 
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~ FBI ~ : ,FF ICES . . __ , • 
Jt;~pr. _.xfer.:\ 

Washington, DC WF 202-278-2000 . ctneihrfa~t, onrt1.11p_-'.- "· ~ -.,, si:i1411;4310.t b 7 E 

New Haven, CT NH 203-777-6311 Afba!¥v, NY ·--~ At 518',4~?-75S1 '.:· 

Birmingham, Alabama BH 205-326-6166 Jackson, Mis,s. JN 601-948-5000 
Seattle, Wash. SE 206-622-0460 " Soston, Mass. BS 617-742-5533 
San Antonio, Texas SA 210-225-6741 Phoenix, Ari:tona PX 623·466-1999 
New York, NY NY 212-384-1000 Las Vi?g_as, Nevada_ DJ<. 702-3".&,5-1281 
Philadelphia, PA PH 215-418-4000 Charfo,tte, NtC . ' Gf-t- . · 1!fio4'.•6n-6100 _ .'. ...... 

~ 
"Y " 

:.9· >, Cleveland, Ohio 0/ 216-522·1400 i.:. Te:(asi:~,A;i ·: , • 7 Of.LJ 
Springfield, Illinois SI 217-522-9675 

y .. ;• . 
71-6 _ 7800 i .:'; 

Mobile, Alabama MO 251-438-3674 Miami, Florida - MM 754~703-2000 
O~nver, Co!or9do ON --~ :303-629.-7,1,'71 No:r;fQl~,Virginia. >· • Nff .. - 75?;~5..5-0100 

1\t.i :er ,;, ¢ :~ttr\LA (< 4 • • - ,B;~3l{)-4 i17Ji'6$.j]i 5. '!3' Mfn;n~poOsi, Mi-flt/< • • • . MJf;J'.l'.1 • 76:ft$p9:f 80bO \ 
·- go, l Y;?''(G • --,, li:1-42f:~oo -san'iiiiti, Pu•erto f\ko " SJ,f_ 7:874.$4-6000' ·: -

D'ettoit, Michtgan DE ··' 313-965--2323 Salt lake Cit\,, Utah SU 801-579-1400 
Stfouis, Mij~gUrl _ f,;, SL , ·,3t4--58l3·2~0Q. 1, Columbia, SC: co 803-551-4200 
fQHiariaooli,s~tndiana ' /IF-· 1t,- • ·•' ;f,31:'7c59&4fj~ 1:,.; Richmond, VA RH 804-261-1044 
Omaha, Nebraska OM 402-493-8688 Honolulu, Hawaii HN 808-566-4300 
Atlanta, Georgia AT 404-679-9000 Tampa, FL TP 813-253-1000 
Oklahoma City, OK oc 405-290-7770 Kansas City, Missouri KC 816-512,·8200 
Baltimore, Maryland BA 410-265-8080 San Diego, CJ~ so 858-320-1800 
Pittsburgh, PA PG 412-432-4000 Knoxville, Tenn. KX 865-544-0751 
Milwaukee, WI MW 414-276-4684 I Memphis, Tennessee ME 901-747-4300 
San Francisco, CA SF 415-553-7400 Jpcksgnvllle, Fl , JK, 90'4·:248, 7000 
qttle Rock, ~rJransas LR ,< so1-221~stoo . Anctior.a-ge, Alaska .· AN •··• 9ot~i7$-4441 ' 
foufsville, Kentucky LS 502-263-6000 El Paso, Texa:s EP 91S-s32~sooo 
Portland, Oregon PO 503-224-4181 Sacramento, CA SC 916~746-7000 
f)J.ew Orlec1ns, I.A NO 504~816-3{}00 Dalla$, Texas . DL. . 9?-7,-$59-5099 . ' . . . .. . . 
l}.lbuquerqu~; NM :,:~ ·AQ sos-ss9';1soo , ,•y. 

Newark, NJ NK 973.;7g2~3000· 
, , .l,r. .. ♦ 
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1:1::11 

I ~~-~~":-. 

.,~) AVAYA REASON CODES 

• G() REAOY - means you are available to take live incoming calls 

• (69) Team Leader Duties 
b7E 

I 
• (71} PAl.).unch 

• (72} PAl_Break 

• (73) PAL_Meet ing 

• {74) PAL_Training 

• (75) PAL After Call Work 

Revision 08/20 u; 



Alabama 

Birmingham {Di:;trict RQJ. 
1000 1 gth St N • • 
Birmingham, A . .L -35203 
(205) 326-6166 · 
Countk~s: Jefierson, Shelby~ and ·Walker 

:mun« 

I Qmnlies: Colbert, Fm,kliu, ILaudenfale, Lawrence, Marion, and Winston 

Gadsden 

C:ountfo.s: Bkimtt, Cnl'houn, Cherokee, Clay, Ciebtrtne, Dcl(alb, tiowRh, Man;halI, St Clair, and Tailod%a 

Countie-s: CuUrnan, fackso.11., Limestone, M:adison, and Morgan 

Count1es; • .,1 \ Fayette, Gn.-x~n, LaJ11ar, Pickens, Sumter, and Tuscaloosa 

Mobile (District 110) 
200 N. Royal Street 
Mobile, AL 36602 
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~~~. 

,~~~:'. 
(251) 438-3674 

b7E 

Counties: Chan1bers, Lee, :Ma(.'.On, R,i:ndolph, Russell, and TalJapzx)sa 

Counties: Barbour, Coffee, Covington, DaJe, Henry. Houston, and Geneva. 

s~t~\']\\_ 
lclli:~¥ I L------------

Counties; Choctaw. Clarke, Conecnh, Escarnb-ia~ Marengo, and !vtonroe 

Cotmties: Autauga, Ru!J()CK, Butler, Chilton, CooS<1, Crensha\v, Elmore, LO½'n1..k~s; 
M{)ntgQmi..~f)'; and Pike • 



I 

Alaska 

Anc:horllge (,District HO). 
101-East 6th Ave 
A ·1 .. • \l/ 99501 2-::;-;4 anc. 1orage, l . s1;-,,,. __ . - - .k,· 

(907) 276-4441 

Fairbanks 

Areas covered: Fairbanks Nmth Star Borough, central and nnrthem Alaska 

Arca covered: City and Borough of Jm.1J.'.a.U, southeastern Afoska 

Arizona 

Phoen.i.x. (District II 0) 
21711 N. 7tli Street 
PhQenix, .A:Z 85024--5118 
(623) 466~:f 999 

I Flagstaff 

Area covi..m.'.d: Coconino, Nav~tio (north of I-40), and Ya:v.ap,ii Counties and the Hopj, 
Navajo {except Apm,:he C0.1.mty), and Yavapai-Prescott hldian Reservations 

Gallup 

b7E 
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fl Area (:ov~red: Apache (\)Unty {north 1-40) and the Navajo Indian Reservation. (in Apache 
County) Galhit-. RA shared _ji)intly with the Albuqutrquc PO. • 

I Lake Havasu 

Aren covered: l\fohave County and the Fort Mqiuve, Havasnpai, Hualapai, and Kuibab-­
Painte lndfan Reserv,1tfons 

Area covered; Apache {South off-40) and Navajo (South ofl-40)·Counficsandthe White 
Mountain Apache Indfon Reservation 

Area covered: C<.)chis1.c~. Grt:ienlec, ai1d Grr.1.ham Counties (itxcludil1g tbe portion of the San 
Carlos Indian Resetvation thAt lies within Gteen!.ee County) 

T:nsi:wn 

Area c(ivt~ed: Pi11w and Santa Crnz Countil~:s and the Pascua Yaqui and Toho.no 
O'odh,1m fodian Resetvations 

Area cov(ne<l: La Paz .and ·Yu.ma ,·ounties and the Colorado River Indian ·Tribe 
Reservati<)n 

Arkansas 

b7E 



Little Rock(District Hf!)_ 
24:Sbacklefr,rd \Vest Blvd. 
Little Rock; AR 72211---3755 · 
·5(·~1 ·) ""'11 9·1·00 { - J ~;,, . . - . . 

El Dorado • 

Counties q:wete,d: Ashley, Bradley, Calhoun, Chicot. Clevel<ltld, Cohunbia, Dallas, 
Drew, Linc<>ln, Quachita, and Ohfrm 

F'avettevme 

Cou11ties covered~ Ba~te-1.-, Benton, Boone, Carroll; Madison, 1\,farion, Newton, Searcy, 
and Washington 

Counties covered: Crawford., Franktin, Johnson, Logan, Montgomery, P~:>lk, Sebastian, 
and Scott 

Counties covered: Cfay. Craighe-,1d, Fult<>n. Grycne, lndep<mdence, fzar<l, Jackslm, 
Lawrent(~, Mississippi, P<.)insett, Randolph, Sharp, ;md Stone 

Marion 
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.. <$~~~':-'x._ 

,.::, 

::::=::::: .. ~~~*))::,-. 

::;:: -~:@_ 

Couilties covered: Crittenden, Cross, Dt$ha,. Lee, -Monroe, Phillips, St Francis, and · 
W 0<.xlrnff • • 

.....___I Texarkana _I 

Counties CO\'ered: Clark, lfo1npste~1d, Howard, Lathyett(:\ Little River, Milltn·. Nevada, 
Pike, and Syvier • • 

California 

LmtAngelg,~ {Districtl/0) 
l l 000 \Vilshire Blvd. 
Suite 1.700 
Los Angele~, CA 90024 .. 3672 
(310) 477-6565 

Laneas-ter 

County: Northeastern, Los A.ngeles 
A ~ • 

County: Southern Los Anue!es • -

b7E 
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County; L(~S Angeles (LAX) 

Oran ~e Countv . -ro.,.·,..,.~ ... n 

County: Eastern Rive.rside 

Riv.·ersid,• 

Counties: Rivcxside and San Bernardino 

San:t • 
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. :--:•$❖~~ 

\\i:~l;:i~ 

Counties: Northern·Sctn:tit Harb,tril and San Lu.is Obispo 

County: Ventura 

Victorville 

County: San Bematdino 

Cotmty: Eastern Los. Angdes 

Sacrani-ent,, (Distrit:,:t lfQl 
4500 ()range Grove A. veru.1e 
Sacramento. CA 9584 l-4205 
(916) 481--9 l H) 

b 7E 
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timmmlti 
~~(lY 

Counties: Jnyo, Kern 

Co.unties: Butt<:\ Colusa, Glerm, Plumas, Sierra, Sutter~ and Yuba <1s well as vvestern. 
Nevada. County 

Fairfield 

Counties; Solano 

I Fre~no 

Counties: Fre~~no, Kings, :Madera, Mariposa, !\.forced, and 'fol.arc 

Counti<.~s: Stanisl&U$ am1 Tuolumne 

Cmmties: Lassen, ivf()dOt'., Shasta, Siskiyon. Tehama, and Trinity 

South Lake I'abo-~ 
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Counties: Alpine and l\.fonQ as \-Vefl e~stern, mrnmta.inous portions of El Dorado, Nevada, 
and Pla,·et ct'mntks 

I Stockton 

(\:n,mfres: Amador, Calavems, and San Joaquin 

Stu1 .Diego·fl)i.~trict HO) 
Feder-al Office Building 
1 CV"'<>'5 v·• s J)k . ,.:,-,,_ ista '"on:cnto :w-y, 
Sa,n Diego, CA 92121-1800 
(858) 320--1800 

Counties; Imperial 

North Countv 

Cmmtfos: S~u1 D.ieg,) C()tmty area north of De! 'tvfa1\ California, east to B<.1rrt'.g0- Springs, 
inc-hiding th~-folknving incorporah,xl and uninc()rporated cities: BnnsaU, Borregn Springs

1 

Camp Pendk~tou; Cardiff, Carlsbad, Del Mar (incorporate<! dty oniy), Cnci:nitits?, 
E$Condido; Fairbanks Ranch, FalJbrook, Leucadia, Oceansi_de, OHvcnhi1in, Rainbow, 
Rancho Saitta Fe, San \,tarc.Qs, Santa ''{sa.hel, Solana Beach, Valley Center, Vis.ta, and 
Warner Springs. 

b7E 
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.... ~~~~ltt~--

- ~:i! Satf: Fra.nJ:isctJ {l)istrict .H Ql 
450 <=lblden_ Ga,te Av~. 13th Floor 
San FrandB<:o, CA 94102~9523 
(41."') s ,~ -..,4.go 

.., .: ••··· ·) 1 V 

Concord 

Cr~unties; Afameda and Contra Costa 

I Enreka/Furtuoa 

Counties: lfo:r:nt.x~kh and Dd Norte · 

Counties: Monterey, Santa Crut., a.n.d San Benito 

I O•l<land 

Co.unties: Alameda and Contra Cos1a 

Palo Alto 

No specific geographical tetdtory 
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San Jose 

0.runties: !Vfonterey, Santa Clam, Santa Cruz, and San Benito 

Counties: La,ke, Mendocino, and Sono:rna 

Colorado-

De1wer. (IJb~trict H(!l 
8000 East 36th ·Ave. 
Denver, CO 80238 
("O'~) 1-·· ·"'19 7·1,..,··1 .) -·· . ,)4,, . - /.. 

Coforado SJ,rings 

Counties.: Alamosa, Baca. Bent, Chaffoe, Cheyenne, Conejos, Costillo, Cro,vley, Custer, 
E!h~rt, El P~so, Fremont, lfo,~rfano, Kiowa~ Kit Carson, Lake, Las Animas, Lincoln. 
Otero, Park,.Pto:tvef~, Pt1ebln; Rio·Grnnde, S~guache, ,md Teller • 

llur:lngo 
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Countfos: Archnleta, Dolores, La Plat.a~ !vlineral, Montezu.n1a
1 
and San Jmm 

Counties: B~)td<let, Hroomfie:ld, GHpin, (}rand (cast poti:fon), Larimer, Log,,1Ji, Morgan, b7E 
Phlilips, St~lgewick,. Washington, Weld, and Yuma 

Glenwood Springs . 

Counties: Hagle., Oatfield, Grand (west portion), 1-·foffat, Pitkin, Rio Blanco, Routt, and 
Surnmitt 

Couitties: Ddti~, Gtinnison, Hinsdale, f\.fosa, !vfonti•ose, Ouray, and s~m t\·1igud 



~..-:=~tmf":::-. 

• [[ll: 

Pueblo 

Connecticut 

1Vew lf,fl:vtn (Distric< JI.Ql · 
600 State Street -
New Haven, CT 06511-6505 
(203) 777-6311 

County: Fai-rfidd 

New London 

Counties: New Lond{)11 ,md \Vindham 

Counties; Hartford, Litchfield, Northen1 New· 1-fovlm, Northern Middle-Sex~ .and Toll<md 

b7E 
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District of Columbia 

f~~'<L5h~ngton ll/~ld Office. (District lJQl 
601 4. ~f ... ,~et 1--1 W ,.. • . l..,')·U _ C _,. f 'i ~ -. · 

\Vashington, D.C. 20535-0002 · 
(202) 278~2000 

Northern V.it"i!inia Rt!sideut Agency 

Jack,~QliPilte {Disfrkt HQ) 
6061 Gate Patk,,ray 
Jacksonville, FL 32256 
(904) 248-7000 

Counties: Flagler, Putnam, Lab, and Volusia 

:Fort \Valton Ucach 

Counties: Okaloosa. <'tnd Walton 

b7E 

b7E 



-»~'~»'-.:::-

tlll!'.'.'./ 

Counties: Alachua,. Dixie. Gilchrist, LaJ.ayctte, and Levy 

Ocala 

Cm.i.ntfos: Citrus. Marion, and Sumter 

Pana.ma City 

Counties: E!:,cambia and: Santa Rosa 

Counties: Frm.1kHn. Gadsen, Ji.~tforson, Leon, l;ifx:rty, l\1adisfm, Taylor, .and Wakulla 
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llt#ami (District.HQ) 
2030 SW 145th Ave • 
IVfiramar, .FL }3027 
(754) 703~200_0 

Homestead -

Fort Pic-:rce 

Counties: Highlands, Indian River, l'Vfa:rtin~ Okeechobee, ~nd St. Lucie 

Key West. 

I 
County: fVfonroe 

I 

C◊tmty: Paint Beach 
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Brevard 

Countv: Brevard .. . . 

._I -
Co:untks; Cbarfottc1 Lee, Glades, and Hendry 

County: Polk 

Orhmdo 

Cotmties: Oranf!,e. Osceola. and Scm1nole 
~ ., . . 

Pbtdlax 

County: PineUas 
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Countks: DeSoto~ Hardee, Manatee, .and Sarasota 

Atlantq (Distr.kt.flO) 
2635 Century Parkway N.E. • 
Suite 400 
Atlanta, G1\ 39345-3112 
(404) 679-9000 

Counties: Calhoun, Crisp, Dooly, D(mglwrty, Lee, Sumter, Terrdt Turner, Wilcox, and 
Worth 

Cnunties: q.arke. Elbert, Franklin, Gn.xme, Bart, Madison, Morgan, Oconee, Oglethorpe, 
und Waltnn 
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Angusta 

Counties; BtJrkc, Columbia, Glascock, Jefferson, Johnson, Lincoln, l\tl:d)uffle, 
Richmond, °l'afotforro, Warren~ and Wifkes 

Countks: Atkinson; Bac(m, Hrar:it.ley, Camden, Charlton; Coffoc, Glyrm, Jeff Davis, 
Pierce, and Wate • • 

Columbus 

(\moties; Chatta.hpochee, Glay, Harris, Mari9n, Muscoge,\ Quitman, Randolph, Schley, 
Ste\vart, Talb<Jt Taylor, and Wehstt~r 

l)alttm.{fo:rmerly Rossville) 
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Counties: Catoosa, Dade, Fannin, Gilmer, Murray, Union, Walker, and Whitt1eld 

Gainesville 

Counties: Banks, lhrro\\\ Da\.vsi:.m, Forsyth, Habersham, HaU, Jackson, Lumpkin, Rabun, 
Stephens, 'l\n,vns, and White 

Ctmntics: Bal.d\vin, Bibb. Bleckley, Butts, Crawford, Hancock, Houston, Jasper, Jones, 
Lamar, Mato.n, M<)nroe, Peach1 Puhi.ski, Putnarn, Twiggs, Upson, Washington, and 
\Vilkinsnn 

Rontc 
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Coonties:l:hirtow, Chattooga., Cherokee; Floyd, Gordor1, Haralsoi1, Paulding, Pickens. 
and Polk 

C'.ounties:Brya:n, Chatham, Eilingham, Liberty, Long, Mdntosh, TeU-hir, ~md Wayne 

Counties: i\pp}h1g, Bultoch, Candler, Dodge, Emanuel, Ev~ns, Jenkins, Laurens, 
.Moritgomery, Screven, Tattnall, Tonmbs, Treutlen, and \¼'heel.er 

Valdosta 

Counties: Be;i:i Hill, Berr.ien, Clinch, Cook, Edmfs, Irwil), Lanier, Lowndc-s, and THl 
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Hawaii 

Jft>.:fl(>lulu{Di~tr.ict HO,) 
91-J 300 Eriterprise Avenue 
Kapolei, HJ 96707 _ 
(808) 566~4300 

Mil Matli R~.sidcnt Agency 

Idaho 
• (Unde1· the Si1lt Lake Chy, Utah Fic:ld. Office) 
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Cotintics: Ada, Adams, Boise, Canyon, Cu.stet\ Elmore, Gem, Jetornt\ Lernhi, Lincoln, 
Owyh(.xi, Payette, Washhigton, and Valley 

Coeur d~Alcne 

(\)unties; Benewah, Bonner, .Boundiffy; Kootenai, and Shosh<)ne 

Lewiston 

Cmm1ies~ Clearwater, ldaho, Latah, Lewis; (md Nez Pere~ 

Pocatello 

Counties: Bannock, Bca.r L<ikt\ Bingham, Blah.K\ Bonneville~ Butk, Cam<'.l,s, C,lfibou, 
C{1ssi:a, Clark, Franklin. Fremont. Gooding, .foffersot'I, Madison, Minidoka, Oneida, 
Power~ Teton, and Twin Falls 

IUinois 

Clti<;t1JJP (Distr:ic( HO) 
21 11 \>Vest Rt)oseveh: Road 
Chicago, 1L 6()608-1128 
(312) 421-6700 
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RoUiug l\<kadows (North Resident Agency) 

Counties: Boone, CarroH, DeKalb, JoDavies, L(.~e, McHenry, Ogle, Stephens<.m, 
Whiteside, a11d Wirmebago 

Counties: Cook-(scmthe:rn), Grun.dy, Kendan, LaSalle~ and WiU 

Counties: Cook (central), DtiPage, and Kane 

Springfield (Di~~trk~t ,HQ) 
900 Hast Linton Ave 
Spritigfiel<l, IL 62703 
(217) 522~9675 
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I L_ __________ __. 

Countfos: Chumpaign, Clark, Coles, Cnrwf<.)1~d, Cumbcrki.nd, Doug:!as, Edgar, Ford, 
frnquo1s, Jasper, Kankakee, Moultrie, Piatt, Shelby, and Vennll.ion 

Counties: lkmd,. Calhoun~ Cfori.on, Effingham, Fayette, J¢rscy, Madison, Marion, 
!vfonroe, Rfind-olpb, St. Clafr, and \Vashington. 

Marion 

I I 
Cotinties: Alexander, Clay, E<lwtirds, Ft.auk.Jin, Gallatin, l-fo:mHton, Hardin, Jackson, 
Jcfforso.n, Johnson,. La-\.vTence, Massac. Perry, Popt\ .l?ub8ki, Richland, Saline, Union, 
Wabash, \Vayne~ \~11Jte, and Winiamson 

Peo-rfa 

Counties: Ftil:t<in, Hancock, Livingston, Marshall, McDonough, McLean, F\xnia, .Putnam, 
Tazt~-well, and. W'oodlbr<l 

Quad Cities (shared ,-vith the Omaha Division) 

I L_ __________ ____, 

C<)UI1!ics: Bureau. Henderson, Hen.ty, Knox, t\tfercer, Rrn;:k Island, Stark, and Warren 

ln.diana 
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ln ,J• nwrt·"t·· ,. en. 't .• 1· 1·-r Ql . . uia • •~0~ ts µis.ru.~ .. · ,~ 
8825 N'dson l3 Kleiri Parkwav ., 
Indianapolis, IN. 46250 
(317) 595-4000 

.Bloomingtou 

Counties: Barthofome,.,v, Bro\vn, DAviess, Greene, Jackson, Law-rem.~t·, .Martin, Mo.11.roe*, 
and Owen . 

C(.)unties: Adam, Gibson, Knox, Perry, Pike Posey, Stwnccr, Vanderbtffgh*, and \.Varrick 

Cmnc1ties: A<latns, AHen*, Blackford, D~kalh, Grunt, Huntfogton, fay, LaGrange, Noble, 
Steuben, Wabash, Wtdls, and \Vhitky 

Lafayette 

Counties; Benton~ Carroll. Cass, Miami, Tippecanoe•, \Varren., and White 
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Counties: Ju~per, Lake*, LaPorte, Ncwtort, Porter, Pulaski, and Starke 

Counties: Dearb◊m, fkicatur, Ddaware *, Fayette, Franklin, Henry, M~H.lism1, Oh.io,. 
Randolph, Ripley. Rush, Uninn, .and \.Vayne 

Coubties: Cla,rk, Cruwford, Floyd*, fiarri$(m, Jcffers<)ti, Jennings, Orange, Scmt, 
S\Vhzerland, and Washington 

South Bend 

Counties: Etkhart, Fulton, Kosciusko, Marshan, and Saint Joseph* 

Te:rrt l:faute 

Counties: Clay> Fountain, Montgmnery, Parke, Putnam,, Sull.ivan, VcrmiJHon, and Vigo* 

Iowa 
(Under the Om~t!:ut; Nebrnska Field OHk:,~) 
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Cedar Rapids 

Co~nties_: Benton, Cedar, De.laware, Des !-vfoines, Dubuque, Henrv. fowa, Jackson, 
Jcffers(}n, Johnson., Jones. Keokuk, L1,.,-e, Linn, Louisa, Tama, V~ Bm·en: and , 
Washington • • 

Des I\1"oines 

Coll~lties: Adair, Adams, Appanoose, Audubon, Boone~ Carroll. Cass, Clarke, Dallas. 
DaYl_s, Dcc~ltut, Greene, Guthrie, H~mil.t.on., Hancock, Huroholdt, fa:~per. Kossuth, L~cas, 
~:adrnon, ~fahaska, Maricm, Marshal.I, Monroe, Polk, Pl)wcshick, Ringgold, Story, • 
Iayl.or, Umon. Wapello. \1/arren, Wayne, Webstt!r, Winnebago, and \Vrigbt 

Quad Cities (shai>ed jointly with the Springffold Field Office) 

Connties: Clinton, M.uscatlnc, tmd Scott 

Sioux City 

Phone: (712) 258-1920 

(;(.)unties: 

• Nebraska: Antelope, Boyd, Cedar, Cmning, Dakota, Dix.on, Holt. Knox, Pierce, 
Thurston, and Wayne • 
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• Iowa: Buena Vista, Ca1holt.n, Chemkee, Clay, C:rnwford., Dick.ins<>n. Emmet, Ida, 
Lyon~ l\,fonrma, O'Brien, Osceola, Pafo Alto, Plymouth, Pocahontas, Sac, Sioux, 
and Woodbury 

Counties:· Aflamakee~ Black Hawk, Bremer, Buchanan, Butler, Cerro Gordo, Chickasaw, 
Cla;yton, Fayette,; Floyd, Franklin, Grundy, Hatdin, Ho,vard, Mitchell, Winneshiek~ and 
\Vot'th 

K
. 

-_ ansas -
{Under the Kar1sas City, MO Field Office) 

Counties: Cheyenne, Clark, Dec,itl1r, Finney, Ford, Gove, Graham, Grant; Grny, Greeley, 
Ha:rnilton,. Haskell, lfod.geltlan, Kearny, Lane, Logan, J\.foad.c, Morton, Ne;-;s, Nor1Qn,. 
Rawl.ins, Scott, Seward, Sheridan, Shennat1, Stanton, Stevens, Thomas, Trego, Wallace, 
and \Vkhita 

1\-fanhattan 

I 1....-------------,----

Counties: Clay, Clotid, Dickinson; Geary, Morris, Ottawa, Republic,. Riley, S<'il.inc, and 
W ashingt(m 

Topeka 
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Counties: And.er.son, Atchison, lko\Nn, Cotfoy, Doniphan, Douglas, Ellis, Ellsworth, 
Franklin, Jackson, Je.Hcrson, Je\vell, I.-irn.:oln; Lyon, ~-fowhall, Jvlitchel!, Nemaha, Osage, 
Osh~·m1e, Phillips, Pottawat<~rnie, Rooks, Russell, Shawnee, Smith, .and \Vahaunsee 

\Vichita 

Counties: Allen, .Barber, Barton: Butkr, Chase, Chautauq11a, Gomanc:ht!, Cov.,·Icy, 
Ed.wardst Elk, Gree11wo9d., Hawer, Hai-very, Kingman,.:Kiowa, McPherson, l\tfario.ri, 
!i.-·fontgomery, Neosho, Pa,-vnee, Pratt, Ren<), Rice, Rush, Sedg,vic.k, Sumner, Stafford, 
Wilson, and Woodson. 

Kentucky 

l(>.Uisville (Di~gr.ict Ill!) 
1240 l Sycaniort~ Statiori Place 
Louisville, KY 40299~6198 
(502) 263-6000 

Bowling Gre~m 

Counties; Adair, /\He:n, Barren, Butler, Clinton, Cum.berland, Edrnonson, Green, Hart, 
Logan, !vfotcaffe, Monrne, Russi.di. Simpson, aiid Warren 
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Counties: Boone.., Hrncken, Campbell, Carroll, Flcm.ing_, Gallatin, Grant, Henry, Kenton, 
Lcvds, l\tfosnn, O\ven, Pendletoti, Rober:tson, and Trim:bie 

Hotlkinsvilfo 

Counties; Ballard, Caldvvdl, Calloway, Carlisle, Christian, Fultoil.; Graves, Hickman, 
Lyo.n, Marshall, McCracken, Ti-,dd, .and Trigg 

Lcxingfo11 

(\.}unties: Anderson, Bath, Bourbon. Bnyl.e. Clark, EHiott, E;;:;tiU, Faycitte, Franklin, 
Garrard, Hait:lson, Jessamfoe, Lee, Lincoln, Madi!:H)n, Menifoe; Mercer, Montgorucry, 
Morgan; Nich,:Jlas., Owsley~ Powdl,Rowan, Scott., Wotn~. ,md WoodJord 

London 

Coun:tics: Bell, Breathitt, Casey, Clay, Harlan, Jackson, Kn<)X, Laurel, Leslie, l\tkCrea:ry. 
Pulaski, ftockcastfo, Taylor, Wayne~ and Whitley 
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C~)~ntfos; Br¢ckinridge, Crittenden, Daviess, Gray.son, Hancock, Henderson, Hopkins, 
Ltvmgston; McLean, .Meade, Muhknherg, Oh10, Union, arid Webster • 

Pikeville 

Counties: Boyd. Carter, Floyd, Greenup, fohnson, Knott, Lawrence, Letcher, MaQo.ffin. 
1\-fartin. Pettv\ and Pike · ~· • 

.. • >I . • 

Louisiana 

v · "" t .• · • {,..... • n· m 1 'CW vr ea,,1,,;; J.,.lsrru:t _: 

2901 Leon C. Simon Drive 
New Orleans, LA 70126 
(504) 816-3000 

Alel<andria 

Parishes: A.vo~~Jks, Catuhoufa, Concmitia, Grant, L~{ Salle, Natch.ihxihcs, Rapitit~s, 
Vernon, amt Wmn 
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Parishes: Ascension,. East Baton Rouge, East Feliciana, Iberville, Uvingston, Pointe 
Coupee, St. Helena. \Vest Baton R(iuge, and West Fditiana 

Lafayette 

Paris.he~: At;c-.adia~ Evangeline, l.beria, Lafayette,. St- Landry, St l\fary, St Martin. and. b7E 
Vermilkm 

Lake Charles 

Parish{..~s: AUen, Hei)ltregard, Cakasieu, Camero11, and Jefforso-n Davis 

Mou.roe 

Parishes: Caldwell, East Carroll, Franklin, JacksQn, Lincoln, ~-fo:dison. MorehQuse, 
(>uachfta, Richlaild. Tensas, Union.. and \Vest Catrol! 

Shreveport 

Parisht'.S: Bienville, Bossier, Caddo, Claihor.ne~ De Soto, Red River, Sabine, and Webster 

Maine 
(Under theJkiston, MA Field Office) 



Augusta 

Counties; AridrosctJggin (northern portion), Franklin, Kennebec, Knox, Lincoln, 
Sagadahoc; So11:1etsct, and Waldo 

Bangor ,. 

Counties: Aroost.ock. Hancnd, Penobscot, Pitc.ataquis, and Washington 

Portland 

Counties; Androseo.ggin (southern portion); Cumberland, Oxford, and York 

l\tlarvland· • . .-

,Baltimore (J)i.'ltrict lf Ql 
2600 Lord Baltimore Drive 
B"lt1·mo:r"'" -11.,,r1··)· "1"44 u .._., l."~-. .;,., k 

{410) 265-8()80 
*\1/alk-in 8.~15am to 5pm 

Annapolis 
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Counties: Anne Arundel, Calv~m~ Chark~s., Kent, Queen A.ruteJs, and St Mary's 

Bel Ai.r 

County: Harford . 

Counties, Allegany, Carroll, Frederick, Garrett, and \Vashingt.on 

Maryland Metropo.litan Office 3t Calv~rtoti 

County: Prince Gconie' s 
"-' 

RoekviUe. 

Salisbury 

Counties: Caroline, Dorchester, Sntnersct~ Talbot, Worct:ster, and \Vil..~omico 

1\tlassach usetts 
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l!,qston (Distrii'!t fl()} 
One Center Plaza 
Suite 600 
Boston, Iv.fA 02108 
(617) 742-5533 

Counties: Barnstable, Bristol, Dukes, Nantucket, Norfolk~ an.cl Plymouth 

-CQunties: Essex and Middlesex (nort.h,im poi-tion) 

Counties: Eforkshlre, Ft-anklin, Ham.pderh and Hampshire 

Omntfos: f\4idd.lesex (northwest and eastern portions) and Worcester tv:laim: 

Michigan 
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·Detrqit .Cl>ilitrict.HOJ 
'""6th Vi - p' "\/ • A--~- "N" - • "L'O"B :.c. .) r .toor, _: . .; . 1"1.1~ __ amara .r. -
4 77 tvtichigan Ave 
Detroit, !vH 48226 
(31 ,., \ 96 S ').'"1.-<t··J . . .. J) . .:. -...;-.)4~"} 

C\.nmties: Ja:ckson, Lenawee, Livingston, Monroe, and Wasbtcmnv 

Bay-City 

Counties: Alcona, Alpena, .Arenfw, Bay, Cheboygan, Clare, Crnvvford, G!:adwin, Gratiot, 
Hurrm, lose.◊, h;~p~ila; Midland, l'vfontmorency, Presque fak, 0genww

1 
Oscoda. Otsego, 

Roscommon. Sagina:vv, and Tuscola 

Flint 

Counties~ Genesee, Lapeer, and Shi~wussee 

Grand Rap.ids 
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Counties: /\Hegan; Barry, Ionia. Kent, Lake, Ma,<:,on, l'.vle(~osta, Montcalm, l\-faskegon~ 
Newaygo, Ocea.na, Osceola~ Otta:wa, and Wayne • 

Kalantazoo 

Counties: Brai1ch, Oilhollit, Hillsdale-. Kalamazoo, and St Joseph 

Lansing 

Cou.nties( Clinton, Eaton. and hlgham 

Counties: Ma~omb, Sanilac., and-St Clair 

Marquette 
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Counties: AJl ofthe l.Jp11er Peninsula. 

St. Joseph 

• Coimties: /i..nt.rim, Iknzie, Charlevojx, Em.met, Grand Traverse, Kalkaska, Leelanau. 
Manistee, Missaukee, and \Vex.ford 

l\!linnesota 

"l>finp,~(ipt,Ns, (District JJQl 
1501 Free,~·ay Blvd 
Brooklyn Center, ~1lN 55430 
(763) 569-8000 

Bemidji 
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Coimties: 13-eck:(n, Beltran-ii, Cass, Cka:r\vater, Hubbard, Kittson, Koochiching, Lake of 
the Wood, Mru111ome11, Marshall, Norman, Pennington, Polk, Red Lah\ R()Se<\U, tmd 
Wadena • • • • · 

Duluth 

Counties: Aitkin, Carlton, Cook, ltascit, Kanabec, Lake, Pim\ and St Louis 

Mankato 

Com)tics: Blue Ea:rtb, Bro\~11, Cottonw(iod, Faribault, Jackson, Lac qpi Parle, Le Sueur; 
Lincoln, Lyon, l'vt:artin, lVhlrray, Nicollet, No.bks, Pipestone, Redwood, Re.nvi!le, Rice, 
Rock, Sible)\ Waseca, Wat01rn1<'m, and Yellow Medkfoe 
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M.inneapoli.s Headquarters 

Mailing Address and Location 
FBl 
1501 Free\vay Boulevard 
Brooklyn Cent~l'.; MN 55430 
Phone: (763) 569-8000 
l., .. ,., -~)· - ... - . ·ax: ( ,6~ )-69-8567 

Counties: Am">ka, Carver, Chisago, Hennepin, Isanti, 1-kLeod, Scott, and \Vright 

Rochester 

Counties: Dodge. Fillmore, Freebcm1, Goodhue, Hou~ton, Mo\ver, Olmsh~d. S.kele,_ 
\Vabasha, ahd Win.ona • 

Saint Cfo~id 

Countit.'.s; Benton; Big Stom.\ Chippewa, Cw\-V Wing; Di.)tlgla.s, Gnmt, Kandiyohi, 
Meeker, Mine Lacs, Morrison, Otter Tail, Pope, Sherbumt\ Stearns, Stevens. Swift. 
Todd, Traverse, and Wilkin • • • 
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Couritkis: Dakota. Ramsey, and Washington 

Jack..w_m. (gistrict HQl 
1220 Echelon f>arkw-ay 
Jackson, tv1S 392 J 3 
(601) 948;5000 

Columbus 

Cotmties: AttaJ,:1, Choctaw, Clay, Lowndes. Oktibhe.ha, \Vebstcr, and \Vinsto.n 

Gulfport 

Cmu1ties: Hm1cock., Ha:rr.ism.i, Pearl Rive1\ and Stone 
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Counties: Adan1$; Amite, Covington, Forrest, Franklin~ Jefferson Davis, Jones.

1 
Lmmir, 

Lawrence; Liiwoh1; Marion, Perry, Pike, \Valthal1, Wayne~ and Wilkinson 

Counties: Clarkt\ Jasper, Kemper, Lauderdale, Neshoba, Ne,vt()n, and Noxubee 

O~ford 

Counties: Alcorn,-Bolivar, Calhotm, C~rroll, Chicka,saw, Cqahoma, Grenada, 
I-h:tmphrey-s~ Itawamba, Lafayette, Le~, Let1o.rc~ ~fo1)rne, Nfontgot!lery~ Pai.1o!a, Pontotoc, 
PtenHss,. Quitman, Su11flower, Tallabat:chie, Tisfam1ingo, tJ11ion, Washingtor1, and 
Yatohusha • • • · 

0Junfies'. George-, Greene, and Jackson 
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C!.mnties: Bent(m~ Desoto, l\4arshall. Tate, and Tippah 

1\. if" . • 
• .1,,. JSSouri 

Kansas C#v (l)i,\ttict liQ) 
l30U Summit 
.Kansas Cit)\ MO64105-l362 
(816) 512-8200 

.Jefferson Cit)' 

Counties; Boone,Cal!awa,y, Camden, Carroll, Cole, Cooper, lfowai'd, Livingston, :Mill.er, 
Moniteau, l\-forgan, Osage, Pettis, and Saline 

.foplin 

Counties: Barry. Bart<)n, Hourbtm, Cherokee, Crawford, Dade, Jasper, La.bi.:~Ut, 
Lawrence, ~foDonalJ, Newton, and Vernon 

Countfos; Andrew, Atchison~ Buchanru1., Caldwell; Clinton, Daviess, DeKalb, Gentry, 
Grundy:, .Harrison,. Holt, Mercer, Nodm.vay, Putnam, Sullivan, and Worth 
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Springffol_d 

Counties: lk~nton; Cedar, Christian. Dallas; Douglas, Greene, He:nry
1 
Hkk(>ry, Howell, 

Lactedt\ Or~grm, Ozark, Pf)lk, Pulaski; St. Clair, Stone, Taney, Texas, Webster, and 
Vvrright. 

Cape Gfratdeau 

Tbe Cape. Girardeau Resident Agency cov1..~rs Cape Git~mktau, Bz)Hinger, Bl1tkr, Carter, 
Dunklin, Jron, Madison~ .Mississippi, New Madrid, Pcmiscott,. Perry, Rt:ynolds, Rip!.ey, 
Sc,>ti, Shannon, St Frnm.:{)tS; Ste. Gi.~nevieve, Stoddard, and Whyne Counties. 

The Kirksville Resident Agency covl..~ts Adair, Audrain, Chariton, Clark, Knox, Lewis, 
Lhm, Macnn,. t.vfarion; Monroe, M{)ntgornt~ry, Pikc, Ralls, Rand{)lph, Sd1uyl.e.r, Scotland, 

d '~h lb -~ · ' an :-s . . e .. y Cmmtles. 

Rolla 
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TheRoHaResid":nt .Agent~y <.~overs Crawford, Dent~ Franklin, Gasi..:omtde, J'vlarics
1 
Phelps, 

a..nd \Vas.hington Co~mties, 

M iontana 
(Under fht: Salt Lake City~ Utah Field Office) 

BUiin.gs 

Crn.n;rtfes: Big Horn~ Carbon, Carter, Cnster, Dawson, Fallon, Fergus. Golden Valley, 
Judith Basin, ~fosstdshel1; Pti:-k, Petroleum, Powder Rivet, Prairie, Rosebud, Stillwater, 

• Sv,,'i..~et Grass:, Treasure; \Vheadand, Wibaux, ttnd 'Yetlowstm.K~ 

Counties: Beavethead, Gallatin, Madison, and Park 

Glasgow 

I 

Counties; Daniels, Garfield, McCon~, Richland, Roi..)SeveJt, She.ddan, and Valley 
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::-::'~ .... 

Ctili1:= 

Counties: Blaine; Hill, Liberty~ and: PhiHips 

llelena 

Cntmtie~: Be.aveth(\ad, Bruadw-ater, (}allatin, Jefferson, L{wvis & Clark, Madison, 
Meagher, Powell, and Silver Bo\.v 

Kalispell 

Counties: Flathead and Lincoln 

0)tmties: Deer L€)dgc, Granite, Lake, Mineta1 • . Missoula, Ravalli, and Sanders 

Shelby 

IL----_____. 
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Counties: G1ader, Pondera, an,d Toole 

Nebraska . 

. o,naha(Distr.ict llQl 
4411 So-tifh -J 2 l st Court 
O:maha~ NE 68137~2112 
··4 ')"1) 4g~ ::,6-8° \ { .,;, . -· -· -8 '-' 

Grand bfan.d 

Counties: Adam% BfaJns.\ Boone, Buft'i:1lo, -Clay, Cuskr, Franklin, Furnas, Garfield, 
Gosper~ Gr~dey; Hall, Hamilton, Had,u1, 1-foward, Kearney, Loup, Merrick, Nance; 
Phelps, Sh~~rnum, Valley, Webster. an:d Wheeler 

Lin~o.ln 

Counties: Burl.er, FHlmorc, Gage, kffcrson, Johns(m, Lancaster, Nemaha, Nuckolls, 
Oto,\ Pa\.vnee, Polk, Richardson, Saline, forun<lers, Seward, Thayer, and York 

Counties: Arthur, Banner, Box Butte, Brovvu~ Chase, Cherry, Cheyenne~ Dawes, Dawson, 
DeueJ, Dundy, Fronl.ier, Garden~ Gnmt, Hayes, Hik~hcock. Hooker, Keith, Keya Paha, 
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Kimball, LiilCi.)ln~ Logan, M.d'herson, MoniH, Perkills, Red \1/illow, Rock, Scotts mun: 
Sheridan, Sfonx, <.'Ind Th()tnas 

Nevada 

Las Vegas (District llQ)_ 
J<.1h:i1 Lawren.ce Bailey Building 
17$7 \Vest Lake tv1ead Blvd 
1 as \ 1e- ·as-· ····N· ,., 80106 •• 213~ ,,_. .....: . g .. , . . '¥ · .. ,l , ·. - . ,..,.,. 

(702) 385-.1281 
*Vv,alk-in hours 9am to 11am & 2pm to 4pm 

Counties: Elko, Eureka, Ifo:niboklt, Lander, and \Vhite Pine 

Counties: Ca.rs9n City, Churchillt northern portion of Lyon, Pershing, Storey, m1d 
Washot~ 
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.:~:t1~t1lt. 

'11!1:: 

~'~\\." 

tll!l;l 

Counties: Douglas, southern portion of Lyon1 Minend~ and the Nevada side of the Lak,~ 
Tahoe Basin • 

New Han1pshire 
(Und,~rthe' B(>Slon, MA FieJd Office) 

Bedford 

Cou.nties: :Belknap. Cheshire, Grafton, HiUsborough, Merrimack, and Sullivan: 

Portsmot1th 

Cou11ties: Carroll, C\)t)s, Rockinghar.n, and Strafford 

New Jersev • ,v 

Newark {DistrictflQ) 
C . . 

1 I Centre Place 
Newark1 NJ 07102-9889 
(973) 792-3000 

Atbmti.c City 
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tlti;[II 

Cmmtics; Adanti.c. Cape Ma:y. and Curnberland 

Franklia Towns.hiJ) 

(\Junties: Hunterdon., Middlesex, Somerset, and \Varren 

Counties: Bergen, 1\-·forris, Passaic, and Su$sex 

RedUank 

Counties: Moninouth and Ocean 

Tren.ton 

Counties: Hurlingt.<n1 and '.Mercer 

Albuquerque 0-}istrh~t H Qj 
4200 LueckJng Park Ave. NE 
Albuquerqi:ie, N.lvt 87107 
(505) 8.89-1300 
*\Valk-inhours S:l 5mn to 5pm 
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Farmington_ Re.sident Agency 

Gallup Resident .Agency 

L----1 ---
Santa·tfe Resident Agon.cy 

Albanr (J)is~rit~t HQ) 
200 fvfoCartv A venue . ., . 

Albany, NY 12209 
(518)465-7551 
*\.Valk-inhou.rs 8;15a:m to 5pm 

b7E 
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\11-~;l 

Counties: Broome, Chcrnmgo1 and Delaware (t /2) 

Counties: Co-rtlan<l;. Tioga, and To.mpldns 

Plattshu.:rgh. 

Counties: Clinton, Essex:, and Franklin 

Counties: Cayuga.; Jefierson~ Onondaga, Os\:vego, and St Lawxcnce 

Utica 
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:Ci[,l!I; 

But1alo. _(District llQl 
One FBI Plaza 
Buffalo.~ NY 14202-2698 
(716) 856 .. 7800 
*Walk~in hours 8: 15am to 5pm 

Corning 

Counties: Che.m.ung, Schuyler, Seneca, Steuben, and Yates 

Counties: Allegany,. Cattaraugus, and Chautaqria 

Rochester 

Counties: Livingston1 !Vfonroe, Oniario, and. \Vayne 

.New York Ci(v {District /IQ), 
26 F ede:ra1 Pl ax.a 
23rd floor 
New York~ NY 10278--0004 
(212) 384-1000 
*Yialk-in hnm"s 8.:15am tn 5pm 
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Brooklyn-Queens Resident Agency 

Our Bt0()klyn-Qucens c..rflfoc is resp<.')osible for conducting criminal investigations in the 
Brookh,1n.:.Qlieens area . ., ' 

Our Hudson VaUey Resident Agency is responsible .for conducting investigations w1thin 
t:h(~ New York _state. ~~!.mnties . . of Rockland> Orange, Sum van, ru1d Dutchess. 

~foh:n F. Kennedy Resident Agency 

Our John F. Kennedy Resident Agency is n~sponsible for conducting investigations of ~ill 
vioknt cri111e matter::; -~t: La Guardia A.irport and John F. Kennedy International Airport. 

Long Island Resident Agency 

Our Long. Island Resident Ag-ency hi responsible fi}r conducting investigations within 
Nassau and Suffiilk cotmties. • • 

'White Pfaht~-Resident Ag-ency 

Our New Rochdlc Resident Ag<.int:y is respons.ibk for conducting inv<.!Stigations within 
the New York state countit.$ -of Westchest1~r and Putnam. 
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North Carolina . . 

Cliarlotte.Cl>istrict H,Ql 
7915 ~1icr<)sofl Way 
Ch• l •• N'(i 28."'73 , ar otte, 1 .- ,;,, . 

(704) 672-6100 
*\Valk-in hours 8:15am to 5pm 

Asheville 

Cotmties: BunMmbe, Cherokee. Cherokee Indian Ret:,.ervati<)n, Clay, Graham; Baywnod, 
Hendersni'l, J~wks<.">n, Macon, Madlsor1, McDoweff, l'vfitchcB, Polk, RHtherforcl, Swain, 
Transylvania, and Yancey 

Fayettevilfo 

Counties; Cumhedand, Ft. Bragg, Hoke, !vk~ore, Pope AFB, Richmond, R6beson. 
Sampson:, and Stbtfond 

G reensbo:ro 

Countie,.:;: Almnane-e, Caswdi, Davidson, Davie, Forsyth, Guilford, Randolph, 
Roe-kiugh~m,, Rowan, Stokes~ Surry; and Yadkin 

GniemiUe 

Counties= Herlie, Beaufort. Camden, Chowan,. Currituck, Dare, Edgecombe, Gates, 
Greene, lfo1tford, Hyde. Lenoir, Martin1 Northampton, Pamlico, Pasquotank, 
Perquimans, Pitt:. Tyrrell, Washingto_n, and Wayne 
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,11111 ·Hkkory -

Counties: Alexander, Allegfatny~ Ashe, Av~~ty~ Burke, Caldwell, Catavli'b~1, IredeH, 
l .. -irK~oh1, Watauga, and Wilkes • 

Coqnties: Chatham, Durham, Fnmklin, Gra1ivi1le, Halifax, Harnett Johnston, Lee, Nush, 
Onmgt:\ Person~ Vance, Wake, ·warrc.n, a11d Wilson 

'Wilnrington • 

Counties; Bfaden,Hxunswick, Carn-p Ldcime, Carteret, Crn:ven, Columbus, Dupli n, 
Jones, Ni;.~w Hanover, On.slo\V, and Pender 

North :D:akota 
(Un<ler the Minne~poHs, MN Field Office) 
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tl1~1:1:1, 

Counties: Adams~ Billings. Bo\vm,w, Burleigh, Dimn. Emmons, Golden Valley. Grant, 
Hettinger, Kidder, f\-1crcer, l'vlorton, Oliver, Sioux, Slop~~. and Stark 

Fat-go 

Counties; Barnes, Cass, Clay ( t\-1lnnesota)f Dickey, Foster, Griggs, L,t.Mot1rc, Logan, 
Mdntush, Rru1so1r1, R:i(hland, Sargent. Steele, Stutsman, and Traill 

Grand: Forks 

Counties: Ifonson: Cavalier~ Eddy, Grand Forks, Nelson, Pembina, Ramsey, Tovvner, and 
Walsh 

Minot 
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Cotmties: Bottineau, Burke, Divide, McHenry~ :McKenzie, Mi.:Lcan, Mountrail, Pierce, 
Renville, Rolette~ Sherh.fan, Ward, Wells, and Willian.ls • 

Ohio 

Citlci~nafi {Dist,:;fot,.IJQl 
2012 Ronald Reagl:l:n Drive 
Cincinnati, OH 45236 
(513) 421--4310 
*\Valk-in hours 8: l5am to 5pm 

Athens 

Counties: Athens, Hn:e.king, Perry, l\,1eigs, l\·forgan, and Vintl.m 

Camh.ddge 

Count1es: Hetmzmt~ Coshocton, Guernsey,. Hattison, kfferson, l\,fonr(K\ Muskingum~ 
Noble, and \Vashington 

Columbus 
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tllli~:> 
Cou:ntiel:l, Delawan.\ Fairfield. Fayette, Franklin, Knox~ Licking, Madison, Morrc.r\\\ 
Pickaway, and Union 

Counties.; Charnpaign, Clark, Darke, Grec.ne, Preble, Logan, Mhm.ii; l\.1ontgmnery, and 
Shelby • 

Counties: Adams, Gallia, Highfrmd, Jackson, Laivrencc, Pike, Ross, imd Scioto 

CleJ'eland (J)i5trh'?t 110) 
Federal Office Building 
150 l Lakeside Ave. 
Cleveland~ OH 441 l 4 
(216) 522-1400 
*''P t·k • h O l ,. t ,:; w a,.·· ~m ours •o: .1. :,am o _ pm 

C(>tmties: Medinit, Portage, and Smn1nit 

Canton 
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tll~:: .. , 
Countfos: Carroll, Stark, and Tuse-araw-as 

CotmHes: Lorain 

Lima 

Cotmties: AHcn, A.uglai.1.e, Hancock, H<1t<lin •. Merce.r, Putnam, and V.an \Vert 

Mansfield 

Countks; Ashl,md, C.rnwford, l-folrnes, Marion, Richland, Wayne, and \Vycmdot 

Painesville 

Counties: Ashtabula:, Geauga, and Lake 

Sandusky 
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Countieg;_Edc, Huron, Otaiwa, Sa:nduskv, and ~foneca 

, , . .;;, .. 

Counties: Defiai1ce. Fulton, Henry. Lucus, PaukHngi Willimns, and Wood 

Counties: Columbiana, Mahoning, and Trumbull 

Oklaho111a 

Ok.h:thom<t C1t:y,(l)istrict 110) -
3301 \Vest f.\..1emorial Drive 
Oklahoma City; OK 73134 
(405) 290-7770 
*\Valk-in hours 8: l.5ain to 5pm 

Ardmore 

Co011ties: Carter, Love, Jnhnston, .Marshall, Mum:i.y, and Pontotoc 

Uuran.t 
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Counties: AJokit, Bryan~ Choeta,v, Coal. McCurt,1in, and Pushmataha 

Elk City 

Counties: Beckham, Custer, Greer, Harmon, Jackson, Roger JVliHs . • ~nd Washita 

Counties: Caddo, Comai1che, C\>tton~ Jefl:erso:n, Kiowa, Stephens, and Tillrnan 

Counties: Hughes, Latimer, LeFlore,- Pittsburg, ,md Seminole 

Cm:itrtie~; Adair, Cherokee, Haskell,· Mdn:to~h, Muskogee, Okfuskee, Okmulgee, 
Sequoyah, and Wag.ou,?r 

Norman 
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Counties: Cleveland, Garvin, Grady; McClain, ,·md Potaw$Jomie 

Stinwater 

Tulsa 

Counties: Creek, Osage, Pawnee, and Tut~a 

Woodwani 

Counties: Beaver, Cfrnarron, Dewey, Ellis, Harper, Tex.as, Woods, and Woodward 

Oregon· 

Pt~riland(District 110) 
9 l {}9 NE Cascades Parkway 
Portland, ()R 97220 • 
(503) 224--4181 
*Walk:~111 hours 8: 15run to 5pm 

b7E 



N"~~!:-., 

illl!Ji, 

Bend 

Countks: Crook. Deschutes, Gtan.t. Hamev, Jefforson, Wheeler. Klarnath. and Lake and . . " . . . . .., . . . 

the southern section of Wasco County. The resident agency inc.!ndes two lndia.n • • • .,. -· ~ 

Reservations: Warrn Springs and Bun1s-Paiute. 

Co-unties: Benton. Coos, Dougfas. and Lane . . ...... . 

l\fodford 

Cotmties: Curry, Jackson, and Josephine 

Pend.leton 

Counties: Baikt-'t\ GHliam; Malh<..~tlr, :rvforro1.v, Sherman, Umatilla, Union, and Wallowa. 
The tesfrfont agency includes 1wo Indian reservations: Umatilla and Ft. Mc~rmott 

Salem 
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Counties: LitK':f..)hi, Unn, Marion, Polk1 Tilhimook, and ''{amhiH 

Pennsylvania 
• .'fl- . 

Pbiladelphia{Disttict HO) 
81hffoor • 
\Villiarn J. Green Jr. FOB 
600 Arch Street • 
Philadelphia, PA •. 19106 
(215) 418"4{)00 
*W'a1k-in hours 8: 15am to 5pm 

Atfontowu 

l11e /\llentown.Resident Agt~ncy covers Berks, Lehigh, Northampton, and Sdmylkill 
Counties, 

Fort \\'ashhagton 

The Fort Was.hingt<)n Rt~sident Ag¢ncy covers Bucks and Montgomery Counties, 
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The 1-Ian-ishu:rg Rt~si<lem Agency covers Adams. Cuniberfund., Dauphin, Franklin~ 
l,,ancaster> Lebanon., l'crry, and York C◊tmtics. 

Newtown Sqt1are 

The State College Resident .Agency qwers Centre., Full.on, Huntingdon; Juniata, and 
MifiJin Counties. . • •• 

s~ranto.n 

'!Jw Scrnnton Resident Agency ,:ove.r1 Carbon, Lackawanna, Luzerne, MorH"<,e, Pike, 
Susquehaim,,~ Way11e, and Wyoming Counties, • 

\Villfamsport 

The \ViUiamsp()rt Rt:sident A.gency cove.rs Bradford. Carnemn, Clinton, Colu..TJ1bia, 
Lycoming, Montour~Nortlrumberland, P<.)tte:r, Snyder, Sullivan, Tioga, Hnd Un:ion 
Counties. 
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Pili$bU1'gil(pis.tri,ct ll(!l, 
3311 East Carson St. 
Pittsburgh, PA. 15203 
(412) 432-4000 
*\Valk-in h6uts 8; 15am to 5pm 

Cuuntit~s; Cra\'vihrd, Elk, Erie, Forest, Venango, and Warren 

Laurel Highlands~ Pennsylvania 

Counties: lkd.fr)rd, Blair, Cambria, Cleatfii:.~l.d, Indiana, Jefforson, and Somerset 

Mon Valley, Pennsylvania 

Counties: Fayette, Greene, Washington, and West1.nordand 

North Pittsburgh; Penn~ylvania 
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(\)tmties: Armstt-ong, Beaver, HutJcr, Clm.fon, Lawrence, McKean, and Menx~r 

Ptterto Rico 

San Jua.n(J)is.trict HQ) 
R()Ol11526~fs. Federal Building 
150 Catlos Chardon A venue 
Hat:O Rey. PR {)0918-J 7 I 6 
(787) 754-6000 
*Walk-in hours 8: l 5am to 5pn1. 

Ivtunic.ip,.~lities: Aguada,. Aguadilh.,,/tnasco, Cabo Rojo, C~muy. Hat.iHo, llonnigueros, 
Is.abda, Lajas, L.aie~~ L~is Madas~ Marica◊, Mayaguez, l\tfoc~ Quebrad.Hlas, Rincon, 
Salxtna Grande, San German, and San Scbatian 

Mtm.ic-ipalities:: Arrnyn,. Cdba, Gulebta, Fajardo, liumacao, Juncos, Las Piedras, 
Luquillo, tvtaw1.ltX>, Naguabo, Patmas, Rio C:rrm.1de, San Lorenzo, Vieqrn,is, and Yabucoa 

Municipalities: Adjuntas, Aibonito, Barranqu.itas, Cua.mo, Guanica., Gtmyama, 
GuayanHla,Jijyuya~ Juana Diuz, Orotovis, PenHcfas. J-\)nce, Sa.Linus, Santa Isabel, 
VHl.alba, tmd Y a.uco 

St. Thomas 

Territory: St John, St Th<)mi.is. and Wate:r bland 
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4lllt 
St Croix 

Te.ttitory: St Croix 

R.hode Island 
(Un.dci- the Hoston, MA Field Office) 

Coimties: .A.ll counties in Rho(k Island • 

South Carolina 
C"luttibia {D.i.,,tr.k•t ,HQ}_ 
1 51 \Vest Park Hlvd 
Columbia, SC 29210-3857 
(803)551-420{) 
*\Valk: .. in hours 8: 15am to 5pm 

Cmmtie5: A.iken, AJlettdale, Bamberg, BarnwelJ, Edgdield, and McCormick 

I 
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Counties: Be:rkelev, Charleston, Ct)lleton, and f>orchester 
# ' , . • 

I 

Counties; Chesterfield, Darlh.igton. Dillon, Florence. Marion, Marlboro, and . 
Williamsburg 

Counties: Abbevrne, Andt!rson, Greenville, Greenwood, Lam·cns, Ocone<.:~. an<l Pickens 

Hilton Head 

~, ' 1~ ., l l' d I Cotmt1es: . ,t)aulort, nam pt.on, an ~ asper 

Myrtle llc:u:.h 

Counties: Get'Jctgetov.'U and Horry 
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~,tlt:iil 

Rock Hill 

Counties: Che:stcr, Lancaster, and York 

Spartanbm·g 

Counties: Che,rokee; Spartanburg, and Union 

.. South Dako.t3 
(Under the Minneapolis. IVfN Ffol.d Offo:e) 

Aberdeen 

Ct)tmties: Beadtc, Bro,vn, Campbell, Clark,. Co<lington1 ~orson, Day_, Deuel, Edrnunds, 
P,iulk, Grant, Ham{fo, Marshall., Mc.Phers<.'in~ i1otter, Roberts~ Spink, and \Val.worth· 

J:lierre 
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Counties: Brule, B1.rffak), I)ewcy, Gregory, Haakon, Hand, Hughes, Hyde, Jerauld~ Jones, 
Lyman, rvleHette, Stanley, St1Uy, Todd, Tripp, ru1d Ziebach 

Rapid City 

Counties: Bennett, Butte, Cusicr, Fall River, Harding, Jackson, Lawrence, Meade, 
Penni11gton, Pt~rkitls, a:nd Shannon 

Counties: Anrora, Bon Homme, Brookings, Charles I\-1ix, Clay, Davison, Douglas, 
Hanson, Hutchin$on,. Kingshury,Lake1 Lincoln, M:cCook,. Miner, Minnehaha, Moody, 
Sanborn, Turner, t rnio.n, and Yank.ion 

Tennessee · 

Kno.xville .(District lfQl 
1501 DoweUSprin:gs.Blvd 
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Knoxville, Th 37909 
(865) 544~0751 
*\\.l'alk-inhours 8:15am to 5pm 

. Cbattam)oga 

Comities: Bledsoe~ Bradley, Gn1ndy, HamHto.n, !'v-frufon, McMinn, ~Jei,gs., Polk, Rhea~ 
Sequatchie, and Van Buren • 

,fohns()lt City 

Co~mlics; Caiter, Claiborne, Cocke, Grainger~ Greene, Hambkn. Hancock, Hawkins. 
Jeftcrson, Johnson, Sull.ivan, UuicQi, and Washington 

TttliahollHl 

Counties: Beofo.td, Co.free, Fl'anklin, Lincoln, Moore, and Warren. 

Atentphis (District llQ) 
Suite 3000, Eagle· Crest Building · 
225 North Htun.phreys Blvd 
!v1emphis, T1\1: 38 l 20w2 l07 
(9(H) 747-4300 
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Clarks,•illc 

Counties: Cheatham, Dickson, Houston, Humphreys, l\<fontgomery, Robert1nn, atid 
Stewart 

_ Counties: Giles, Hickman, Lm:vrence, Lewis, ·Marshall, Maury, Rutherford, and \Vaync 

Cookev.ille 

Cow1ties: Canmm~ Clay; Cumbe-dand, D~K(llb, Fentress, Jackson, Macon, Overton, 
Picket.t, Putnam, Smith, Tn')usdale, \Vlrite~ and Wilson 

Counties: Betrt.<.)n, Carroll, Chester, Crockett, Decatur, Dyer, Gibs,)n, .Hardeman, Hardin, 
_Hay"vood, Henderson, Henry, Litke, Lattdcrda!e-, Madism1, M.cNairy, Ohion, Perry, mtd 
\V~akley 
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Counties: Davidson, Sunmer, and \Vill.iai:nson 

Texas 

Dalltis(i)isftictH()) 
J, Gordon Shanklin Bldg. . . . - ~ 
One Justice Way 
OaJlas, TX 75220 
(972) 5 59-5000 

Abilene 

Cdunties: Brov1-n.. Callahan, Eastland, Fisher; Haskell, lfoward:, J(mes, Mills, Mitchell, 
Nolan, Shackelfi.·;rd, Stephens, Stonewall, ;l'aylor, and TJmx~krnorton 

Anrnrilfo 

C&mties: Am1stmng, Briscoe, Carso-n,c (.\:istro$ ChiidTess~ Collingsworth, Dallam, Deaf 
Smith$ Donley, Gfay, Hall. Hanst'hrd, Hartley~ i-!emt">hiH, Hutchinson, Lipscomb~ Moore, 
Ochiltree, Oldham. Parni,~r, Potter,, Ran_dall, Rtibcrts, Sherman, S\vishe:r, and Wheeler 

lVFW Airport 
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C
, ·• l) ,·1·•u . .- • . ount1es: . _ 1 1 v>/ Airport 

Fort Worth 

Cmmties: Comanche, Era.th Hood, Jolmson~ Palo Pinto, Park~-1-, Tarrant, and Wise 

Frisco 

Lubbock 

Cz)urities: Bail.~y, Hrown, Cochran, Cmsby, Da\vson, Dickens, Floyd, Gai11cs~ Garza, 
Hale, Hockley, Kent, Lamb, Lubbock, Lynn, M:otky; Scurry, Terry, and Yoakum 

Lufkin 
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Counties: Angelina, Houston, N~H:ogdoches, Polk, Sabim\ San Augustine, Shelby, 
Trinitv. and Tvle:r . . ., 

C6unJics; Bro\VH, Crrk~, Cokmant Concho; Crockett, Glass.cock,. lrion, :Menard, Reagan, 
Runnels, Schle,kher, Skr1ing, Sutton; at1d Tom Green 

Sberman 

Counties: Cooke .. Delta, farm.in, Gnxyson, and Lamar 

Texarkana. 

Counties: Bowie, Camp, Cass, Franktin, }fopkins> Morris, Red River, and Titus 

Cotn.rties:. Anderson, Cherokee, Gregg, l·larrbwn. Hendetson, lVfado:n, Panola, Rains~ 
R • • S •• l ·1 i h. ,,, z·. 1 :1· u ·t d usk,, m1t1, .,ps ur; ~ an .;fil1f t, anz woo· 
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Counties:. Archer, Baylor, Clay, Cottle, Foard. H~trdctnan, Jack, King, Knox, Montague, 
Wkhita, \Vilbarger, and Yoong • 

ElPaso(l)l~trict tl(>J 
660 'S. ·f.\/lesa Hills Drive 
·e1·-·p - 1·x·· 79Q1? s -. ..,, : , aso, __ • -. _: . . ,.,«b. ::>_1_. 

{915) 832-5000 

M:idland R~.s:ident Agency 

Cot11J.ties: And.rews. Brewster, Cran~. Ector, Jeff Davis, Loving_, Martin, Midland, Pec.os, 
Presidio, Reeves, Upton, \Vard, and Winkler 

Hi>usto.n {Distrfo,t,l;l!Jl. 
l Justice Park Drive 
Houston, TX 77092 
(713) 693-5000 

Bcaum.011t 

Counties: Hardin., Juspet\ Jefferson, Liberty, Newton, and Orange 

Bryan 

b7E 
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County: Austin, Brazos, Col.nrado, Fayette. Grh.nes, Madison, San Jacinto, Walker, and 
Watler 

C,Jrpus Chrbti 

O)~mJies; Aransas. Bee, Brooks, Calhrn.m, DeWitt, Duval, Goliad, Jackson, fo.rt Wells, 
Kenedy~ Kleburg, Lavaca, Live-Oak., Nueces, Refugio, San Patricio, and Victoria 

Tetm,-City 

Counties: Brazoria, Chaml,ers, Fort Bend, (h1Jvestmi, M)1tagotda, Md \Vhar.ton 

San .4nttJni(J (Di$1rfot HO,) 
57 40 Vniversi~ Heights Blvd 
San .Antonio, TX 78249 
(210) 225-6741 

Austin 

Coimties: Bastrop, Blam.::o, Burleson. Burnett. Caldwell, !Jays, Lampasas, Lee, Llano, 
McCulkmgh, S,tn Saba, Travis, \Vashingtnn, and \Villiamso-n 

b7E 
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Counties: Cameron and ·wmacy 

J>elRio 

Counties; Dintrnin. Ed.w,irds, Kimiey, J'vfa.vedck, Terrell, Val Verde, and Zavala 

Laredo 

Countk·.s: Jim Hogg, LaSalle·, MclVIuJ.ten, Webb, and Zapata 

Co1mtics: Hi-dalgo and Starr 

\Vaco 

Counties; Bd1~ Bosque~ CoryeU, faHs, Freestonei Hamilton. Hill, Leon. Lirnestone, 
McLennan, Milmn, and Robertson 

b 7E 
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Utah 

~alt,f;.;~ke C,itr (Distr;fet ll(J); 
5425 West Afoelfa Earhart Drive 
Salt Lake City, UT 84116 
(80-1) 579., 1400 

MonticcUo 

Cmmties: Bmery, (Jt:and, San Juan. and Wayne 

Provo 

Counties: Carbon, Juab, MiUard,.San Pete, and Utah 

St George 

Vern.ti 
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Counties: Daggeit, Duchesne, Surr.rmit (fa1st.ern), and Uintah • 

\ termont · 
(Under the Albany, NY Fid<l Office) 

B.urlingtmt 

Counties: Ag.dison, Caledonia, Chittenden. Essex, Ftanktin, Grand fole, LarnoiHe, 
Orie.ans, and Washington 

Counties: B\~nnington, Orange~ Rutland; Windhatn, and Windsor 

\ 1lrginia 

1YtJrft1lk (Dis.tr.let .Hf)l 
509 Resource R()\,\1• -

Cl k · ,: 'A ,,~-"">0 · , 1esapea ~e, v k.l..J;;; . 

(757) 455-0100 

Pe.nin:sufa 
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C.otlhtie;5: Gloucester. 1-fampton, Isle of\V1ght, James C.ify County. Mathews, Ne:<.,.,.port 
News, Mathews, Poqt:WS(1rt, South~nlpton,·William~burg,.Yotk County 

Ric/J11uu1.dO)isttict·HfJ) 
1970 if Parharh Rt1ad • 
Richmond:, VA 23228 
(804) 261-]044 

Bristo.I 

-_1 _I 
Counties; Bucltanant Dicken.son~ Grayson, Lee, Russel!t Sc.:ott; Smyih~Tazewell~­
Wash.imiton, and \Vise -.;;, . . 

Counties: Albemar:!e, Augustil, Culpeper, F!uvm,1.naj Grot':l1e, Highland> LouiS<1, Madison, 
Nelson: Orange, and Rockingham 

Ccnmties.: Caroline-, Essex, King George, King & Quccn,Lancaster, Middlesex, 
Notthtm1betfand~ Richmond, SJ)otsy!vanfo, Stafford, and.Westmoreland 
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Counties: A.mherst, Appi.1m.attox_, Bedfbrd, Buckingham, Campbel:I, Charlotte, 
C\unbetland, Halifax, Henry, and Pittw1vru.1la . . .. ~ ., . 

Roanoke 

Counties: AHe:g,heny, Bat.h. Bland, Botetort, Carroll. Craig, Floyd, Frnnklin, Giles, 
Mb.rttgomery, Ptrtrick., Ptllaski~ Roanoke, Rockbridge., and \Vythe 

Wfochcster 

Cotmties: Clarke, Frederick, Page, Rappahannock, Shenandoah, and Warren 

\Vashington 

Sex.,ttle {District .80) 
1110 3rd Ave 
S~:attle., WA 98101-2904 
f 206) 622-0460 .. ,.• 

Bellingfoun 

Cmmties: San Ju;m, W11ate-om 

.Everett 
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Counties: lshn1cl; .Skagit and Srmhomish 

. Olympia 

Countjes: Gtays BarbQr .. Lewis, Maso.n, Pacific, and Thurston 

Counties: Clallam; Jefferson, ~nd Kitsap 

Spokane 

b7E 

Counties: Adat.ris, .Ferry, Grant, Lincoln,. Okanogan, Pend Oieille~ Spokane, Stevens, and 
Whitnum 

Tacoma 

County: Pierce 

Tri-Cities 
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Counties: Asotin, Hemon., Cdmnbia~ Franklin, Garfield, and \V alfo Walla 

Vancouver 

Yakima 

\\'est \Tirgluia · 
(Under the Pittsburgh, PA Field Office) 

Charleston, \Vest Vi:rgiuia 

b?E 

Cmm.ties: Boone~ Clay, Fayette_, K<tn~twhH, Nicholas, and Putnam 
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Counties: Barbour, Braxton, C.alh<l~ti, Doddridge, Gilmer~ H&'1ison~ Le\-vis, i\-farion, 
Monongalia; Pet1dleton, Pocahontas,.J)reston, Rat1d0Iph, Ritchie. 1\fflor, TlH.~kr.r, Upshur, 
ahcf.Webster 

Huntington, \Vest Virginia 

Cotmtit.~s: Cabell, Lincofn, Logan, Mason, Mingo, and Wayne 

l\fa,rtiosJ>ut'g, West Virginia 

Cow1ties: Berkley, Grant, Han1pshire; l-fa:rdy,Jefforson; Mineral~ and Morgan 

\Vheeling, \Vest Virginia 

Countit.:s: Brooke, Hancoc,k, :Marshall, Ohio, :Pleasants, Tyler, and Wetzel 

Wisconsin. 

Mllwail.kee [1Ji~1rir.:t.HQ) . 
3.600 Smith Lake Drive 
St. Francis, 'NI53235-3716 
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Coilrttfos: Barron, Rayfield, Burnette, Chip:pt~wa,.Douglas~ Dunn, E~m Claire; Pt~pin 
(western portion), Piernc, Polk. Rusk, St. Croix, Sawyer; \Vashburn, Iron, Lincoln, 
Marathon, Oneida, Portage, Price, Taylor, Vilas, and Wmid 

Green Bay 

Counties: Brown, Cal1m1et, Door, Forest; Florence, Fond du Lac, Green Lake, Kewaunee, 
Langlade, l'vla1;jtowoc, Marinet1.e, M.enQ.rnfoee, Oconto, {h.ttag<'im.ie, Shawano, 
Sh.tboygan. Waupaca, W m.ishru·a~ arid \Vinne~1go 

La Crosse 

Counties: BuJfalo, Clai;ke, Cra'r\f:ord~ Jackson, La Crosse, ivklnroe, :Pepin (i;,'.astcrn 
portion), Richland, l'tempeakau, and Vernon 

Madison 
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Cottntics: A~1t11,s, Cnh.1n1bfa, Dane, Grant; Green, Iowa, Jdfotson; Juneau, Laf&yctte, 
Marquette, Rock, and Saiik 

'\Vausau 

V\tyomiitg ... 
{Under the Dc.nvcr, CO Fidd Office) 

Counties: Campbell, Converse, Crcx)k, Johnson, Natron~ Niobnwa, Sheridan, ruJd 
\.Vdton • • 

Cheyenne 

Countjes: AJbany, Carbon, Goshen. Laramie, and.Platte 

Jackson Ho.le 
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Counties: Lincoln, Park (west portion), Sublette, Sweetv,iater~ Teton, and Uinta 

Lander 

Cc.n.inties: Big Hom, Fremont.~ Hot Springs, Park ( ea.st portion}; and \Vashakic 

b7E 
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... •, ... , .................. ~..... . . 

ADI)~ • Address 

AGE: Approximate age 

AKA: • Also known as (Alias name) 

AOL Arrest offense literal 

• AOV: • Age of victim 

. ARE: Area (State/Country} 

ARI: Arresting agency identifier (om number) 

ATN: Attention (person.who requested the record} 

BBL: Gun barrel length 

BCO: -Boat color 

BHN: • Boat hull number 

BLD: . Building 

BLE: Boat fength 

BLT: Blood type 

BMA: . B-oat make 

BMO: Boat model name 

BNM: ·Boat name 

BPS: Body p;ui status 

BRA: Brand name 

BHD: • Brady indicator 

l 
! : 
! 
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BTY: Boat type 

BX-ft Body x,-,rays 

BYR: Boat model year 

CAL: Gun caliber 

CAT: . Category 

- CDA: Mann~r and cause of death 

CDE: Canoc:lian date of e.ntty 

CGD: Coast Guard document number 

C!S: City and State 

CMC: Caution and rne.dical conditions 

CON: Conviction date 

COU: County 

CRC: Circumdsion 

CR!: ORI of court issuing warr~nt 

CRR: Conviction that resulted in regi-stration 

CTI: Cou_rt identifier {Court ORI number} 

CTY: City name 

CTZ: Citizenship 

DI!: Date lhvestlgation Interest 

DBF: Date body found 

DCH: ·Dental characteristics 

DCL: Date of dear 

l • 
l 
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DEN: Denomk1ation of security 

DFP.: Date fingerprinted 

DIS: Oate incarceratfon starts 

DLC: . Date of last contact 

DLO: • Location of DNA· 

DLU: Date and time last updated 

DNA: DNA Availability 

DNO: . Detainer number 

DOA: Date of arr~st 

008: • Date of birth 

DOC: Date of cancel 

DOD: . Date of detention 

DOE: Date of emancipation 

DOI: Date of image 

DOL: Date of Loss 

DOP: • Date of purge 

DOR: . D.ate of recovery 

DOT: Date of theft 

DOV: • Date of viof-ation 

.DOW: Date of war rant 

DPE: Date probation expires 

DPR: Date probation or release revoked 

.. . 
.• . ~.., . .... • . ·. . ... . ... ,. 
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DPT: Department or Agency name 

. DRE.: Dentist's remarks 

DRS: ldentifying dress 

i DSE: Date sentence erids 

DSP: . Disposition 

DSS: Date supervis1on starts 

DTE: Date & t.ime entered into NCIC 

DUP: Duplicate 

DXR: Dental X*rays avaHable 

EBS: Expanded DOB search 

ECR: Entry criteria 

.EDD: Estimated date of death 

EDS: Ending date of supervision 

EML; Email address 

ENS: Expanded name search 

EPD: • Engine p.ower or dfapiatement 

ERD: Ending registration date 

EXL: Extradition Hmrtation 

EXP: Ex.pirati.on 

EXT: Extradition 

EYB: Estimated year of birth 

iJ;:;i· EYE: Eye color 

I 
l l . 
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FBI: Number ass.igned if arrested &. fingerprinted 

FPA: Footprints available 

FPC; Fir1gerprints dassification 

GNG: Gang type 

GT!: tdentifying: graffiti 

HAI: . Hafr 

HGT: Height 

HIT~ Vvanted/missf:ng person hit results 

HND: Identifying hand signals 

HPT: · Home port 

HSP: Hull shape 

HUL: .Hu!f material 

!CA: Investigative interest case number 

ICN: IAFIS control number 

IOE: Date of entry 

lDT: Identity theft type 

!IA; Investigation interest agency identifier 

HO: Internet LD. 

IMN: Image number 

IMR/MNAM: lmagg name 

IMT: lmage type 

!NC !RI lite.ral name 
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iND: Image indicator 

IRI: tncarcerating agency ORI number 

ISD: Jssue date 

JWt: Jewelry {description - color_; carat, etc.) 

JWT: Jewelry type (ring, necklace; etc) 

. UC: License. plate number 

US: License plate state 

UT: License plate type {auto, truck, apJ>ottioned, etc.) 

UY: License plate year of expfratlon 

LOC: Release location 

LKA: Linking case number 

LK!: Linking agency identifier 

LOT: Lot number • 

LRI : ·controlling .agency identifier 

MAK: Gun make {Colt, Smith & Wesson, etc) 

MAL: Medlcaf ~xdminer/coroner locality 

MAN: · Mectical exarn!ner/corone.ragency name and case number 

MAT~ Medical. examiner/coroner telephone number 

MIF: Missing person interest 

MIS/C: M1sceHaneous/caution 

MKE: Me.ssage key (example: .\Nanted Person~Cautioh} 

I 
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MNP: MissJng person 

MNP/CA: ChHd abduction 

MNU:. Miscel!.aneous number (Alien registration, passport, military IDf SSN) 

MOD: Modef 

MPA: Dental models and/or photos of teeth available 

MPC: Missing person circumstance 

NAM: Name 

NDB: Narne and date of birth 

NIA: · Notify investigative agency 

NIC: NC!C number 

NMF: Hrst Name 

NOA: Notify origh1ating agency 

NPA: • Number of persons apprehended 

NPF: Number of missing persons found 

OA: State/local lss.ued LO. 

OAC: Origit1ating agency city 

OAD: • ORI agency address 

OAN :. - Owner applied number 

OCA; Original agen<:y case number 

OFF: Offense 

OFS: • Offender status 

OLN: . Operator··s license number 
. . 

•·i 
! . 
: . 
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--.. -.~~--.J :· 



OLS: Operator license state • 

OLY: Vear license expires 

ON1: ORI title/office 

ON2; ORI agency/company name 

ON3: Agency abbreviated name 

OOC: Original offense ctass!fication 

ORD: Date ordered on file 

ORI: Originating agency identifier 

OWN'. Owner 

PAK: Person with information alias 

PAR: Person armed 

PCO: Protection order conditions 

PDT: Purge date 

PEY: Person w-ith information eye color 

PHA: Person with information hair color 

P-HG: Person wrth .information height 

Pm: Perso-nwrth information date of birth 

PfN: Person with information 

P!R: P:erson With information race 

PIX: Person with information sex 

PLC: Place of crf me 

PU: Partial lot indicator 

-· ........... • •· ··· 

! : . 
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PM!: Person with inforrnat1.on miscefla.neous information 

PNO: Protection order number 

POB: Place of blrth 

POC: Agency point of contact 

PNO: protection order number 

PPB: Protected person's date of birth 

PPN: Protected person's name 

PPR: Protected person's race 

·• PRO: Propulsion 

PSK: Person with infotmatfon skin tone 

PSM; Person with inforrnation scars/rnarks/tattoos 

PSN: Protected person's soda! security number 

PSS: P¢rson with information social security number 

PSX: Protected person¥ s Sex 

PUR: Purpose code 

PWD: Pass.word 

PWG: • Per5on With information weight 

PWI: Person with information 

RAC: Race 

RCA: Recovering agency case number 

REG: Registration number 

RES: Reg.istration state 

....,;......,,.,,.......,, · ·-·v · • . .. , ..... 

I 
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REY: Registration year 

R.FP: Reason fingerprf nted 

RMI: Ransom tnon_ey indicator 

ROV: Relationship to victim 

RPP: Reason for property record removal 

RPR: Reason probation or release revoked 

RPS: Reason for person record removal 

RR!: Recovery agericy identifier 

RSH: Re.lateq search hit 

SCI: Sentendng court identifier 

SCR: Scar 

SDT: .Security date 

SER: Serial number 

SEX: Sex 

SGP; Subgroup 

SID: State 1.0. number 

SIG: State identification geographicai!ocation 

SKN: Skin tone 

SMT: Scars, marks, tattoos 

SNA: Street name 

SNU; Street number 

SOC: Social security number 
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SON: Supervising officer's name 

SOS: Sexual offender status 

SOT: Supervising officers telephone number 

SOV: Sex of victkn 

SRT: .Sort parameters 

StA: State name 

SUPP: Suppfernentat 

SXP: Sexual predator 'indicator 

TAT: Tattoo 

• TCN: Transaction control number 

TNO: Telephone number 

TOT: type of transaction • 

Tio: Identifying tattoos 

TYP: Type 

UNN: . United Nations number 

USR: • User code 

VCO: Vehicle color 

VIN: Vehicle idt?ntification number 

VLD: Validation date 

VLN: Name of validator 

VMA: Vehicle make (Ford, Chevy, etc.} 

VMO: VehicJe mod~! {Taurus, Blazer, etc.} 
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VNP: Value of property recovered 

VOR: Value of other recovered property 

VRC: · Vatue of recovered contraband 

VRX; Corrective vision prescription 

VST: Vehicle style (22 door, convertible, etc.) 

VYR: Vehicle year 

WGT: Weight 

WNO: Warrant number 

ZIP: Zip code 



• ,;me<ican rniz2.n Mi,sing Abro<Jd - Violent Crime 

• />.1T Forgeiy - Federal Forgery 

• Art Thef.t ---Major 1 b:ft 

Bank Robbery - Violent Crime 

• Bid Rigging ... \A.:hite CoHar/F-rao(i 

• Bomb Threat - Terror isrn 

• Border Com;ption •·· Public Corrnpti<:m 

• Business Em GU C:on~pro?'!'iise ••· Cyb(?t Crime 
• . CJmpaign Finance -- Federal Elections Crime$ 

• Child Abductor, (Non-Parer>t31) -V,olent Ciime 

• Chi!d Sex r c,uri~rn - Sex Crimes Against ChHdren 

• Civil Rights Violations (f'f.C)- F·ederJI rlec-tions Crimes 

• Colo, of I.aw: f:xaiss,ve Force -- Cvil Rights Vioiation 

• Computer intrusion ... Cyber Crime 

• Controlled Substances - Violent Cri,ne 

• Carpo,ate t-r3u(i - Whit<.: Col!ar/f'rnud 

• Ccunterproliferation ·-Terrorism 

• Crime Aboard an A,rcr~f't - Special Jurisdiction 

• Crimes on a <ciovernment Reservation ... Special .lucisdiction 

• Cri mes on the High Seas -- Special Jur,sdiction 

• Disaster Hec.ove-fy rramd - White Collar/Fraud 

• Domestic Terroristn ••· Terrcrlsm 

• Ecoreorn,c Espion~ge: Trade Secrets - Couot,~rintelligence 

• f.mbetziecment -Organir.ed Crime 

• Enticement of a Minor ... Sex Crimes ,\gainst Ch,!dren 

• !'spion.ge • Counterinteiligence 

• Feder <1! Forgery - 'Nhite Collar/Freud 

• Federai Funds Fraud··· h1ar.c,al Crimes 

• F?derai Kidnapping - Violent Crime 

• fofon in Possessicri of a Firearm ·- Violent Crirn;; 

• Fioanciai f.xploitati<:n - Financial Crimes 
• f-oreigrc Corrnprion ---Public Corrop,icn 

• Fraudulent Misrepresentation -Wh,te Coliar/Frnuct 

• FiJgitive Sightings - Vlo!ent Crime 

• Gangs and C:imir:al f.nterpris~s - Violent o·ime 
• _ H~te (.rirr,,i - Civil Rights Viclation 

• Healthcare Fraud··· Vvhite CoHar/haud 
• f-lnusing Discrim,n;,Uon - Civil Right, Violation 

Violations - , .. Aation Types 

• Hu:-nan Trafficking·· Cv,1 Rights Violation 

• li!eg,,I Use of Mi!H_;"y IJriifornis/lnsignias - Sp<!dal Jurisdiction 

" lmp,ersonation cf Officer/Employee of US Govt ... Speciili hirisd!cticn 

• Indian Cow,trv-Spf,ciai jud.sdii'.tion 

• Interference with Aircraft!Luser Light---Special Jurisdiction 

• lntemationa! Parental Kidr,apping- Violent Crime 

• Jote:rnctonal Terrvr;S;n - Ter:-oi :srn 
• lnte.rstate Death Threats ·· Violent Crirr,e 

• llwes:,,HN>t Fr~ud-Whit.E,; C<>lfa/Fra,,d 

• ~,1ilrn.1facture/Oistr ibution of Cf>-.. Sex Crimes Against Chiidren 

• Money i.a,mdering - WMe Col!¥/F,aud 

• t,.'1oving- Company Hostatse Freight - Ot~:er 
• tv1iJrder for Hire ··· Viole.r.t Crime 
• N:.;f.s.anei? - Oth<:~r 

• o,gaalied Crirne ••• Org,mi,ed Cri,r;~ 

• flareental Kidnapping (UF-Ar) "" Violent Crime 

• P,,rentd Kidni!pping •• Violent Crime 

• Pipeline Vanda!isn1 ... Special J~risdiction 

• Posi;ession of Cl'dd Porr,ogrn;lioy •• Sex (nmes ,'\gJ,nst ChHdren 

• Prescriptio;? Forg~ry- F1.>-de:·;1l F·org~ry 

• Pris,,n Corruption ... C1vil Rigtlts Violation 

• Pubiik Corruption - Pob!ic co,rnrtir,n 

• Scial Kiliings - Violent Crirne 

• Signature Forgery ·-· Federal Forgery 

• Sports Bnb<2<,y - Organirrid Crime 

• Stoli~n Valer•·· Special Jurisdl~ticn 

I 
I 

I 
I 

• ThrEiat t.o an ,'\ircratt -- :;pedal lurisd,ction 

• ·threats to Nudear Facilities - Speci:JI Jurisdiction 
• Theft of Government Property ---Major Theft 

• Timt~share ~·rau<i - Vihite CoHar/Fraud 

• Tr<Jtflcking of Native American Human ?.emai;;s or Cultural Items ... Special 

Ju=-i~;dktion 
• Transportatron Crimes ... Special Jur,sdir.tion 

• Veh idr, Theft - Mcjor lheft 

• Vi)lEH'/Ballot fr(Jud •• Federal Elt:ctions Crimes 
• We~1pcns of r'-'1ass Destn;ction ••• Terrorism 
• 'Nin~ Fraud - FinanciJf C::·fme 



Civi I Rights 

Color of l.~w: Excessive Force 

Hate Crime 
Housing Ois;;riminatlon 
Human Traffickir,g 

Prison Corruption 

Counterintelligence 

Econo1nk Espion;,ige: Trade Secrets 
Espionage 

CyberCrlme 

Business Email Compromise {BEC) 
Compute, Intrusion 

Federal Elections Crimes 

Campaign Finance 
CMI Rights Violations {Federal F.tections 
Crimes) 

Voter/Ballot Fraud 

Federal forgery 

Art Forgery 

Prescription Forgery 
Signature Forgery 

Financial Crimes 

Federal Funds Fraud 
Financial Exploitation 
Wire Fraud 

Major Theft 

Art Th•~ft 

Theft of Government Property 
Vehicle 1'heft 

Organized Crime 

Embezzlement 
Organized Crime 

Sports Bribery 

Pub I ic Corruption 

Border Corruption 

Disaster Recovery Fraud 
Foreign Corruption 
Public Corruption 

Sex Crimes Against Children 

Child Sex Tourism 
Enticement of a Minor 
Manufacture/Distribution of Child 

Pornography 
Possession of Child Pornography 

Special Jurisdiction Matters 

Crime.s Aboard an Aircralt 
Crimes on the High Seas 
1Uega! Use of Military Forms/lnslgn;ia 
Impersonation of Officer/Employee of U.S. 

Gov't 
Indian Country 
Interference with an Afrcraft/laser Llght 

Incident 
Pipeline Vandalism 

Stolen Valor 
Threat to an Air,raft 
Threats to Nuclear Facilities 
Trafficking of Native American Human 

Remains or Cultura! Items 
Transportation Crimes 

Terrori$n'I 

Bomb Threat 
Ccunterproiiferation 
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TE-RRORfSM --L...--1 _____ _ 

• . 18 U.S.C, § 2332b defines the term "federal crime of terrorisrn" as an 
offense that 
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• ls calculated to inflllence or affect the conduct of government by 
intimidaticn or coercion, or to retaliate against government conduct: 
and 

•Isa violation of one of several listed statutes,· including§ 930(c) 
(relating to killing or attempted killing during an attack on a federal 
faciHty with a dangerous weapon); and§ i 114 (relating to killing or 
atternpted kimng of officers and ernp,oyees of the U.S.), bombings, 
attacks on US interests abroad, conspiracy to attack usually 
motivated by religious beliefs 

Jntemational Terrorism (IT): 415 Classification 
"International terrorism" means activitles with the 'following three characteristics: 

• Involve violent acts or acts dangerous to human life that violate federal or 
state law; 

• Appear to be intended (i) to intimidate or coerce a civiiian population; (ii) 
to influence the policy of a government by intimidation or coercion: or (iii) 
to affect the conduct of a government by mass destruction, assassination, 
or kidnapping; and 

• Occur primarily outside the territorial jurisdiction of the U.S., or transcend 
national boundaries in terms of the rneans by which they are 
accomplished, the persons they appear intended to intimidate or coerce, 
or the locaie in which their perpetrators operate or seek asylum. 

Examples of IT incidents: 9/11 , Boston Bombing 

Examples of IT groups: Hamas, Al-Qa'ida, Al~Shabaab, Hiz:ballah 

Domestic Terrorism (DT): 266 Classification 
0 Domestic terrorism" means activities with the following three characteristics: 

• lnvoive acts dangerous to human life that violate federal or state law; 

• Appear intended (i) to intimidate or coerce a civilian population; {ii) to 
influence the poilcy of a government by intimidation or coercion: or (iii) to 
affect the conduct of a govemrner.t by mass destruction, assassination . or 
kidnapping; and I 

1 ................ """ . . . . • 4 - ---. •~""•""" • .. • • 
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. • Occur primarily within the territorial jurisdicfron of the U.S. 

f;xamples of DT incidents: Oklahoma City Bombing, the Unabo.mber, Beltway 
Snipers, school shootings 

Examnles of re.oortable · OT a.ctivitv: I I 

OT groups: Eco-terrorists; Sovereign Citizens, Militia extremists, White 
Supremacy extren1ists. Animal rights extremists; Anarchist extremists 

W~apons of Mass Destruction·(WMD):· 279 Classification 
Weapons of Mass Destruction (WMD} are defined in US law ( 18 USC 

~')".\~') ·) . s.i..:..J.:i .... a as. "' ' 

"(A} any destructive device as defined in section 921 of this title (Le, explosive 
device); 

(B.) any weapon that is designed or intended to cause death or serious bodily 
injury through the release, dissemination, or impact of toxic or poisonous 
chemicals, or their precursors; 

(C) any weapon involving a biologica! agent, toxin, 

(D) any weapon that is designed to release radiation or radioactivity at a !eve! 
dangerous to human life." 

WMD is often referred to by the collection of modalities that make up the set ot 
weapons: chemical, biological, radiological, t)udear, and explosive (CBRNE). 
These are weapon$ that have a relatively large-scale impact on people, property; 
and/or infrastructure. 

Examples of. WMD incidents: I 

..,..:.P.:.r.:::.ec:::.;u=.:rs:.=.:::::o~rs::.;::.1.l ______________________ -,J 

Counterprolifaration 
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The FBI investigates attempts to acquire information and technologies 
that would enhance a foreign government's ability to create, use, share, or sell 
weapons of mass destruction (chemical. biological, radiological, nuclear, or 
explosive), missiie delivery systems. and/or space or advanced conventional 
weapons or components. We also work to identify. critical intelligence gaps in the 
current threat environment, look at proliferation threats emerging on the horizon. 

Examples of reportable activity: 

COUNTERINTELLIGENCE -I I 
Counterespionage Suspected espion""a""'g~e':""': ""!'"u::-::n=-=a~u:%1th:-:o=-=r::-::1z=-=e:'":ldr-:p~o~s:-:s~e:--::s-=s~10:--::n'.""".o':::tf 

classified information, security clearance issues 

The overall goals of the FB!'s Counterintelligence program are: 

• Keep weapons of mass destruction, advanced conventional weapons, 
and related technology from falling rnto the wrong hands-using 
inteiligence to drive our investigative efforts to keep threats from becoming 
reafity. Protect the secrets of the U.S. intelligence cornmunity--again, 
using intelligence to focus our investigative efforts and coliaborating with 
our government partners to reduce the risk of espionage and insider 
threats. 

• Protect the nation's critical assets-like our advanced technologies and 
sensitive information in the defense, intelligence, economic, finaricial, 
public health, and science and technology sectors. \Ne work tc identify the 
source and significance of the threats against these assets, and to help 
thelr "owners" to minimize vulnerabilities. 
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• Counter the activities of foreign spies-whether they are representatives 
of foreign inteliigence agencies or governments or are acting on their 
behalf, they all want the same thing: to steal U.S. secrets. Through 
proactive investigations, we identify wl1o they are and stop what. they're 
doing. 

Some Indicators that an employee is spying andior methodically stealing from the 
organization: 

• Without need or authorization, takes proprietary or other material home 
via documents, thumb drives, computer disks, or e-mail. In.appropriately 
seeks or obtains proprietary or classified information on subjects not 
related to their work duties. 

• Interest in matters outside the scope of their duties, particularly those of 
interest to foreign entities or business competitors. 

. • Unnecessarily copies material, especially if it is proprietary or classified. 

• Remotely accesses the computer network wt1He on vacation, sick leave, 
or at other odd times. 

• Disregards company computer policies on installing personal software or 
hardware, accessing restricted websites, conducting unauthorized 
searches, or downloading confidential information. 

• \AJorks odd hoLJrs without authorization; notable enthusiasm for overtime 
work, weekend work, or unusual schedules when clandestine activ.Ues 
could be more easily conducted. 

• Ur.reported foreign contacts (part(cuiarly w1ti1 foreign government officials 
or intelligence officials) or unreported overseas travei. 

• Short trips to foreign countries for unexplained or strange reasons. 
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• Unexplained affluence; buys things that they cannot afford on their 
house ho id income. 

• Engages in suspicious personal contacts, such as with competitors, 
business partners or other unauthorized individuals. 

• Overwhelmed by life crises er career disappointments. 

• Shows unusual interest in the personal iives of co-workers; asks 
inappropriate questions regarding finances or relationships. 

• Concern that they are being investigated; leave straps to detect searches 
of their work area or home: searches for listening devices or cameras. 

• Many people experience or exhibit some or all of the above to varying 
degrees·; however. rnost people will not cross the line and commit a crime. 

Economic Espionage 

Economic Espionage is (1} whoever knowingly performs targeting or 
acquisition of trade secrets to (2} knowingty benefit any foreign government, 
foreign instrumentality, or foreign agent (Tit!e18 U.S.C., Section 1831). 

Trade secrets are al! forms and types of financial. bus•ness, scientific, 
technical, economic or engineering information, including patterns, plans, 
compilations, program devices, formulas, designs, prototypes, methods, 
techniques. processes, procedures, programs, or codes whether tangible or 
intangible, and whether or how stored, compiled, or memorialized physically, 
electronically, graphically. pl1otographically or in writing, which the owner has 
taken reasonable measures to protect; and has an independent economic value. 

"Trade secrets" are commonly called classified proprietary information. 
economic policy infom,ation, trade infonnatkm, proprietary technology, or critical 
technology. 
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Theft: of trade secrets occurs when someone (1) knowingly performs 
targeting or acquisition of trade secrets or intends to convert a trade secret to (2) 
knowingly benefit anyone other than the owner. This is commonly referred to as 
Industrial Espionage (Title 18 U.S.C., SECTION 1832). 

CYf3ER CRIME 1L..,_ _____ __. 

The FBI investigates cybercrimes {288A classification - including 
computer intrusion, malicious code, and "other nefarious computer~ 
supported appli~tions~J ONL.Y ff they have nexus to the followfng issues on a 
NATIONAL scale: 

1. Nation.al Security - Any activity which threatens the safety of The 
National information Infrastructure {TNII), posed by individuals, groups, 
or foreign powers. 

2. Health & Safety .of Children - Any activity by predators or groups 
meant to sexually exploit or endanger children for ·personal or financial 
gain. 

3. Economic Security - Any activity by individuals or groups which 
target US intellectual property, and could feasibiy affect US economic 
infrastructure, 

4. internet-based Fraud - Any activity which utilizes internet/computer 
communications or applications to perpetrate exploitation or fraud. 

Computer Intrusion 

Bottom iine, computer intrusion complaints ~ indicate a national threat, as 
outlined above. Personal attacks/vendettas against individuals typically wil! not 
be worked. If the. victim is a business, depending on the amount of loss. it may be 
worked because it falls under economic security threats. 

Exampies of intrusion: Target store hacking, intrnsion into a department of 
defense system, distributed denial of service on a national scale,! I I L....------' 

Information to gather: 
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Internet Crimes Complaint Center (IC3) at ~JC3.gov. 

The Internet Crime Complaint Center (>vvww.!C.3.gov) is the primary 
government agency to receive, develop, and refer complaints regarding the 
rapidly expanding area of cybercrirne. The lC3 complaint process provides 
victims of cybercrlmes a convenient, easily accessible, online reporting 

mechanism to alert !aw enforcement of suspected crrn-iinai and c.ivli violations. 
For law enforcement and regulatory agencies at the federal, state, local and 
international ieve!s, • fC3 ls the central clearinghouse for complaints on internet 
related crimes. • 
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See the "File a Complaint~ sect ion of the !C3 Vveb Srte for information and 
direction on how to submit a complaint to IC3. 

IC3 handles complaints on the following types of frauds. and scams: 

Wire Fraud: Many, many scams involve the perpetrator causing the 
victim to send money via wire transmission, Common ones are the 
reiative in distress scam, dating scams, or inheritance scams. While the 
disposition of a reported wire fraud may always depend on the unique 
circumstances of the individual's situation a good rule of thumb follows:· 
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Auction Fraud: Auction fraud involves fraud attributable to the 
misrepresentation of a product advertJsed for saie through an Internet 
auction site or the non-delivery of products ·purchased through an Internet 
auction site 

Counterfeit Cashier's Check: The counterfeit cashier!s check scheme 
targets individuals that use Internet classified advertisements to sell 
merchandise. Typically, an interested party located outside the United 
States contacts a seller, and the seller is told that the buyer has an 
associate in the United States that owes him money. As such, the buyer 
will have the associate send the seller a cashier's check for the amount 
owed to the buyer, but the check is actually counterfeit. 

Credit Card Fraud~· Credit card fraud is the unauthorized use of a 
credit/debit card, or card number, to fraudulently obtain money or property. 

Debt Elimination: Debt elimination schemes generally involve websites 
advertising a legal way to dispose of mortgage loans and credit card 
debts. After obtaining information fro.m the participant, the fraudster will 
issues bonds and promissory notes to the lenders that purport to legally 
satisfy the debts of the participant. In exchange, the participant is then 
required to pay a certain percentage of the value ot the satisfied debti, to 
the subject 

Parcel Courier Email Schemes: The Parcel Courier Email Scheme 
involves the supposed use of various National and International !eve! 
parcel providers such as DHL, UPS, FedEx and the USPS. 

Employment/Business Opportunities: Employment/business 
opportunity schemes involve bogus foreign-based companies that recruit 
citizens in the United States on several_ employment-search websites for 
work-at-home employment opportunities. These positions ofter. involve 
reselling or reshipping merchandise to destinations outside the United 
States. 

Escrow Servioes Fraud: in an effort to persuade a wary Internet auction 
participant, the perpetrator wil! propose the use of a third-party escrow 
service to facilitate the exchange of money and merchandise. The victim is 
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unaware the perpetrator has compromised a true escrow site and, in 
actuality. created one that closely res~mbles a legitimate escrow service. 
The victim sends payment to the phony escrow and receives nothing in 
return. Or, the victim sends merchandise to the subject and waits for 
hls/her payment through the escrow sUe which is never received because 
it is not a legitimate service. 

Identity Theft: Identity theft occurs when someone appropriates another's 
personal information in order to commit theft or fraud. If the victirn is an 
individual, refer to Federal Trade Commisslor. (FTC}. 

Internet Extortion: internet erlortion involves hacking into and controlling 
various industry databases, promising to release control back_ to the 
company if funds are received, or the subjects are given web administrator 
jobs. Simifarty, the subject will threaten ~o compromise information about 
consumers in the industry database unless funds are received. 

Investment Fraud: investrnent fraud is an offer using ialse or fraudulent 
claims to soiicit investments or loans. or providing for the purchase, use, 
or trade of forged or counterfeit securities. 

Lotteries: The lottery scheme deals with persons randomly contacting 
email addresses advising them they have been selected as the winner of 
an International lottery. 

Nigerian Letter or "419": Named for the violation of Section 4'?9 of the 
Nigerian Criminal Code, the 419 scam involves communication from 
individuals representing themselves as Nigerian or foreign government 
officials, offering the recipient the "opportunity" to share in a percentage of 
millions of dollars, and soliciting for help in placing large sums of money in 
overseas bank accounts. Payment of taxes. bribes to government officials, 
and legal fees are often described in great detail with the promise that al! 
expenses will be reimbursed as soon as the funds are out of the country. 
The recipient is encouraged to send infom1ation to the author, such as 
blank letterhead stationery, bank name and account numbers, and other 
identifying infomiation using a facsimi1e number provided in the letter. The 
scheme relies on convincing a wii!ing victim to send money to the aL:thor 
of the letter in several installments of increasing amounts for a variety of 
reasons. 
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Phishing/Spoofing: Phishing and spoofing refer to forged or faked 
electronic documents. Spoofing generally refers to the dissemination of 
email which is forged to appear as though it was sent by someone other 
than the actual source, Phishing, often utilized in conjunction with a 
spoofed em-ail. is the act of sending an email falsely claiming to be an 
established legitimate business in an attempt to dupe the unsuspecting 
recipient into divulging personal, sensitive information such as passwords, 
credit card numbers, and bank account information after directing the user 
to .visit a specified website. The website, however, is not genuine and was 
set up only as an attempt to steal the user's information. 

Ponzi/Pyramid: Ponzi or pyramid schemes are investment scams in 
which investors are promised abnorrnally high profits on their ·investments, 
No investment is actually made. Early investors are paid returns with the 
investment money received from the later investors. The system usually 
collapses. The later investors do not receive dividends and lose their initial 
investment 

Reshipping: The "reshipping« scheme requires individuals in the United 
States to receive packages at their residence and subsequently 
repackage the merchandise for shipment. usually abroad, The reshipping 
scheme helps facilitate the transfer of goods purchased online by 
fraudulent means, If a caller is unsure what to do with the physical 
packages once they figured out thls was a scam, advise caller to tum the 
package in to the local police. 

Spam: With improved technology and world-wide tntemet access, spam, 
or unsoticited·bulk email, is now a widely used medium for committing 
traditional white collar crimes including financial institution fraud, credit 
card fraud, and identity theft, among others, 

Third Party Receiver of Funds: The subjects, usually foreign, post work~ 
at-home job offers on popular Internet employment sites, soliciting 
assistance from United States citizens. The subjects allegedly are posting 
internet auctions, but cannot receive the proceeds fron, these auctions 
din~ctly because tileir location outside the United States makes receiving 
these funds diffipult The seller asks the United States citizen to act as a 
third party receiver of funds from victirns who have purchased products 
from the subject via the lntemet The United States citizen, receiving the 
funds from the victims, then wires the money to the subject 
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CRIMINAL MATTERS: 

PUBLIC CORRUPTION -IL.-_____ ____, 
Public Con'uption (18 U.S.C. 201) occurs when a public official (elected, 

appointed, or under contract) andlor a pdvate individual engage in a com.Jpt 
scheme that involves an abuse of the public official's authority, in exchange for 
personal gain. 

The objective of an FBI Public Corruption investigation _is, where possible. 
to resolve allegations of wrongdoing either through prosecution or by disproving 
the veracity of the allegation . 

. ~umor or innuendo alone is not sufficient to initiate an investigation, nor is 
official misconduct or scandalous behavior. The standard for opening an 
investigation is an articulable, factual basis indicating possible conupt activity. 

Government Fraud (State, Locaf. Federal Authorities) 

• Contract: 194 Classification (State & Local Officials)) or 58 
Classification {Federal Officials) - Payment of bribes or kickbacks (Le. 
anything of value) to iocal, state, or federal public officials in exchange for 
favorable treatment regarding government contracts and can include: 

"Pay to play" schemes, improper disclosure of competitor bid 
information, discretionary awarding of "no Bid" contracts, or 
approving false invoices or cost overruns for the bidding 
contractor. 

• Judicial - When an individual or organization seeks to influence an act 
taken by a court by engaging in behavior tha1 corrupts a member of the 
judicial system: 

Reduction of bond or sentence, waiving fines1 or dismissal of 
charges 
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• Law Enforcement 2450 Classification {drug..,related) - Can involve 
payment or bene.fit of local, state, or federal !aw enforcement officials in 
exchange for some desired action or inactton, such as: 

Theft of items during an investigation, "'protecting'~ illegal 
activity, or leaking sensitive information to unauthorized 
parties. • 

"'Legislative - Bribes or kickbacks to legislators. their staff, lobbyists, or 
consultants in exchange for some action or inaction concerning pending or 
future leg1station or policy. This may include any of the following: 

Voting for/againstlegisfatio.n, confirmati<m of an executive 
appointment1 appropriation co11siderations1 or ''pay to play'1 

schemes. 

• Regufawry - Typically involves pi;:lyii1ents to pubiiQ officials in exchange 
for some action or inaction pertaining to licensing, inspections; zoning 
variances, or other publlc documents. Regulatory corruption can include: 

Failure t() report violations of regulatory codes in exchange for 
something of value 

fraudulent issuance of identification documents, improper 
issuance of identification doeumen~1 improper issuance of 
Hc~nses (liquor, vehicle$ construction, adult entertainment,. 
etc,) 

alteration of z.oning variances 

• Election Fraud: 56 Classifica.tion - Eiection fraud can occur in state or 
federal election and encompasses activities such as buying votes, 
intimidating voters, voting more than once in an efection, tampering with 
ballot boxes. destroying ballots, or any other intentional disruptions of the 
po!iing process, 

Understanding and Prioritizing the Complaint: 
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Questions to ask: 

Border Corruption 

Border C'..Orruptiori occurs when a Border Patrol or US Customs Officer 
helps facilitate the entry of drugs or undocumented persons into the US. 

Questions to Ask: 
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Disaster Recovery Fraud 

rnsaster r~covery fraud is fraud, waste, abus~, or allegations of 
mismanagement involving disaster relief organizations_ 

Questions to Ask: 

Fore;gn Corruption 
The Foreign Corrupticm Practice Act (FCPA) makes it a violation oft.JS 

federal law to bribe foreign government officials to obtain or retain business. 

Economic Stimulus Fund Fraud 
Economic stimulus fund fraud is the allegation of corruption or fraud 

related to economic stin1ulus spending. 

Questions to Ask: 
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Federal !Election Crimes 

The FBI has a limited roie in ensuring fair and free elections in the US. 
Election crimes become federal crimes when: 

• The ballot includes one or more federal candidates 

• An election official abuses his/her duties 

• Tne crime involved fraudulent voter registration 

• Voters are not US Citizens 

Federal Election crimes include: 

• Vote Buying 

• Giving false information when voting 

• Voting multiple times 

• Voting by ineligible persons 

,. Intimidation 

• Destruction of ballots 

., Fa!srfying vots tallies 

,. Baseless voter challenges 

• Voter deception 

,. Campaign finance fraud 

Federal Election crimes do NOT include: 

• False charges about opponents 

.. Trying to convince an opponent to wiU1draw 

• Campaigning too close to the polls 

• Paying fo, endorsements 

• Taking voters to the poi!s 

• Offering a starnp to mail an absentee baBot 

• Giving voters time offto V(:-Jte 
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• Technical errors in election management. 

International Contract Corruption 

This initiative addresses the growing corruption within the gioba! 
community_ The lntemationaf Contract Corruption Task Force addresses the 
systemic, long-term, multi~-billion dollar contract corruption and procurement 
crime p_roblem l\oked to the war and rer.oosto ictino ettocts in 'f aq and 
AfghanistanjL _________________ ___._ 

CIVIL RIGHTS i I 
• Civil Riglrts violalOns fall under ,:me of four categories, listed here in order 

of pn'ority: Hate Crimes_, Color of Law, Human Ti affi • 
of Access to Clinic Entrance Act 'FACE 

Hate Crimes 

(44 Classification}: ('18 U.S.C. 241, 245, 247, 249) 

Defining a Hate Crime: A hate crime is a traditional offense, like murder, 
arson, or vandalism with an added element of bias. For the purposes of collecting 
statistics, Congress has defined a hate crime as a "criminal offense against a 
person or property motivated-in whole or in part by an off.ender's bias against a 
race, religion, disability, ethnic origin or sexual orientation." Hate itself is not a 
crime---and the FBt is mindful of protecting freedom of speech and other civil 
iiberties. 

In 2009, the passage of a new 1aw-,-the first significant expansion of 
federal criminal civil rights law since the mid~ '1990s-gave the federal 
gov~mment the authority to prosecute violent hate crimes, including violence and 
attempted violence directed at the gay, lesbian. bisexual, and transgender 
cornmunity, to the fullest extent of its jurisdiction. 
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Color of Law 

{282 Classification): (18 U.S.C. 242} A color of law violation is committed 
when someone whose aut/Jo1ity was given by local, stat~,- or federal gavemment, 
acts outside the bounds of fawfuf authority. These acts include. Use of excessive 
force, sexual assault, failure to keep from harm, deprivation of medical 
attention, deprivation of property, presentation of false evidence, and 
planting of evidence. 

Excessive force; In making arrests, maintaining order. and defending life, \aw 
enforcement officers are allowed to use whatever force is "reasonably" 
necessary. The breadth and scope of the use of forc.e is vast--from just the 
physical presence of the officer to the use of deadly force. Violations of federal 
law occur when it can be shown that the force used was willfulty "unreasonabie" 
or ''excessive." 

Sexual assaults by officials acting under color of lavV can happen in jails, during 
traffic stops. or in other settings when3 officials mrght use their position of 
authority to coerce an individual into sexual compliance, The compliance is 
generally gained because of a threat of an official action against the person if he 
or she doesn't comply. 

False arrest and fabrication 9.f._~vidence: The Fourth Arnendrnent of the U.S. 
Constitution guarantees the right againsf unreasonable searches or seizures, A 
law enforcement official using authority· provided under the color of !aw is a!!owed 
to stop individuals and, under certain circumstances, to search them and retain 
their property. lt is in the abuse of that discretionary power-such as an unlm .. vfu! 
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detention or mega! confiscation of property-that a violation of a person's civil 
rights may occur, 

Fabricating evidence against or fa!se!y arresting an individual also violates 
the color of law statute, taking away the person's rights of due process and 
unreasonable seizure. In the case of deprivation of property, the color of law 
stahJte would be violated by unlawfuHy obtaining or maintaining a person's 
property. which oversteps or misappl\es the official's authority, 

The Fourteenth Amendment secures the right to due process; the Eighth 
Amendment prohibits the use of cruel and unusual punishment. During an arrest 
or detention, these rights can be violated by the use of force arnountir.g to 
punishment (summary judgment), The person accused of a crime must be 
allowed the opportunity to have a trial and should not be subjected to punishment 
without having been afforded the opportunity of the legai process, 

FaHure to keep from harm: The public counts on its :aw enforcement officials to 
protect local communities. If it's shown that an official willfully failed to keep an 
individual from harm. that official could be in violation of the coior of law statute. 
Many complaints from incarcerated individuals wm fall into this category. Failure 
to provide medical treatment ls commonly reported, 

Determine credibility of the accusation with the following questions: 

Information to collect if the caller is credible: 
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Civil Applications 

Title 42, U.S.C., Section 14141 makes it unlawful for state or local law 
enforcement agencies to allow officers to engage in a ptittem or practice of 
conduct that deprives persons of rights protected by the Constitution or U.S. 
laws. This law, commonly referred to as the Police Misconduct Statute, gives the 
Department of ,Justice authority to seek civil remedies in cases where iaw 
enforcement agencies have policies or practices that foster a pattern of 
misconduct by employees. This action is directed against an agency, not against 
individual officers. The types of issues which may initiate a pattern and practice 
investigatiol'.l include: 

• Lack of supervision/monitoring of officers' actions; . 
• Lack of justification or reporting by officers on incidents involving 

the use offorce; 
• Lack of, or improper training oft officers; and 
• Citizen complaint processes that treat complainants as 

adversaries. 

Under Trtie 42, U.S.C., Section 1997, the Department of Justice has the ability to 
initiate civil actions against mental hospitals, retardation facilities, jails, prisons, 
nursing homes; and juvenile detention facilities when there are allegations of 
systemic derivations of the constitutional rights of institutionalized persons. 

Human Trafficking 

{50 Classification): (18 U.S.C. 894, 1324, 1328, 1581-1592) In the 
simplest of terms, under federal law,· human trafficking has occurred if a person 
was induced to perform labor or a commercial sex act through force, fraud, or 
coerdon. Actual transportation or "movement" of the victim is not a required 
element, These acts include forced labor, forced domestic servitude, or 
farced commercial sex. 

I To discern a ]:luman Trafficking vioiation, determine the fal/owinfii 

I 
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Human Trafficking, which is based on exploitation, should not be confused 
with human smuggling, which is_ based on transportation, The two are NOT 
interchangeable. Human Smuggling is generally defined as "the importation of 
peopie into the United States involving deliberate evasion of appiicable 
immigration laws. The offense includes bringing illegal aliens into the co.untry and 
unlawful transport or harboring of allens already within the US." This is a federal 

. violation, but is the jurisdiction of immigration & Customs Enforcement (ICE} 
and reports of such matters should be referred there. 

Freedom of Access to Clinic Entrance Act 

{286 Classificati9.n): (18 U.S.C. 248) The FACE Act makes it unlai,,vful for 
a person to use fon~e .. threat of force, or physical obstruction to intentionally 
injure, intimidate, or interfere vvith a person because he/she is or has bet:m 
obtaining or providing reproductive health services. it is also makes uniav;,tfu! for a 
person to inLentionally damage or destroy the property of a faclfity because it 
pmvides n~productive health setvices. 
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ORGANIZED CRIME 71,_ _____ _ 

Organized Crime 

(251 or 281 Classification) (21 U,S,C. 848) is any group having some 
manner of formalized structure, whose primary objective is to obtain monev. 
!b,rgugh illegal activities. Groups maintain their position through actual or 
threatened violence, extortion, or corrupt pubiic officials and have a significant 
impact on people in their locales, region, or the country as a whole. Usually 
regionaiized or based on ethnicity, 

including: 

• Italian Mafia such as la Cosa Nostra (LCN) 
Groups· from African countries like Nigeria that use drug trafficking and 
financial scams 
• Russian mobsters who fied to the US, in the wake of Soviet Union 
coliapse 
• Asian crime rings such as Chinese Tongs, and Japanese Boryokudan 
• Groups based in Eastern Europe like Hungary and Romania. 

Criminal Enterprise 

The tem1s Organized Crime and Criminal Enterprise are similar and often 
used synonymously. However, various federal criminal statutes specifically 
define the elements of an enterprise that need to be proven in order to convict 
individuals or groups of individuals under those statutes. A criminal enterprise is 
defined as any group of six or more people, where one of the six occupies a 
position of organizer, a supervisory position, or any other position of 
management with respect to the other five, and which generates substantial 
income or resources, and is engaged in a continuing series of violations of 
subchapters I and II of Chapter 13 of Title 21 of the United States Code. 18 
U.S.C. 1961 is differemt from Organized Crime in that, while stm having an 
identified hierarchy, they are engaged in multiple criminal activities, and have 
extensive supporting networks. 

These crimes are investigated and prosecuted under the Racketeer 
Influenced and Corrupt Organizations (RICO} Statute ('18 U.S.C, Chapter 96), 
which defines an enterprise as "any individual, partnership, corporation, 
association, or other legal entity, and any union or group of individuals 
associated in fact, although not a legal entity." 

• • •• ·= 
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The FBI defines significant racketeering activities as those predicate criminal acts 
that are chargeable under the Racketeer influenced and Corrupt Organizations 
statute. These are found in Title 18 ofthe United States Code, Section 1961 {'i) 
and include the following federal crimes: 

•Bribery 

• Sports Bribery 

• Counterfeiting 

• Embezzlement of Union Funds 

■ Mai! Fraud 

• V>Jire Fraud 

• Money Laundering 

■ Obstruction of Justice 

• Murder for Hire 

• Drug Trafficklng _ 

• Prostitution 

■ Sexual Expioitation of Children 

_ ·• Alien Smuggling 

• Trafficking in Counterfeit Goods 

■ Theft from Interstate Shipment 

11 Interstate Transportation of Stolen Property 

And the following state crimes: 

■tv1urder 

■ Kidnapping 

• Gambling 

• Arson 

• Robbery 

• Bribery 

• Extortion 

• Drugs 



Racketeering involves any combination .of many federal crimes, including: 
Bribery, Counterfeiting, Embezzlement, Fraud, Money Laundering, Obstruction of 
Justice, Murder for Hire, Drug Trafficking. etc. These constitute FBI jurisdiction. 

POINT$ TO COVER with vour caller: 

Sports Bribery 
The FBI investigates violations of federal statutes concerning gambling 

and corruption in the sports industry, usually with the involvement of organized 
crime. Traditional organized crime groups continue to operate iliegal gambling 
businesses and often engage in physical violence to collect debts and engage in 
extortionate loans. 

WHITE GOLLAR CRIMl;,,~L------
Four General Categories of Fraud falling under white collar crime: 

1. Financial Institution Fraud 

2. Bankruptcy Fraud 

3. Credit Card Fraud 

4. Mortgage Fraud · 

Financial Institution Fraud 

29 Classification (18 U.S. C. 1344) - misappropriation & embezzlement, check 
fraud, falsification of information in documents to obtain a lean. A financia! 
institution is an institution that. provides financial services for its clh~nts or 
members. Financial institutior.s include banks, credit unions, trust companies, 
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mortgage loan companies, insurance companies, pension funds, investment 
banks, underwriters, and brokerage firms. Financial institution fraud includes any 
person, action, or scheme which willfully misrepresents the value or tenns of a 
financial document or transaction for personal or monetary gain, at the expense 
of a financial institution or its clients. 

This includes: 

• Deposit-taking institutions: they accept and manage deposits and make 
loans 

Examples: banks, credit unions, trust companies, mortgage loan 
companies 

• Contractual institutions 

Examples: insurance companies and pension ftmds 

• investment institutions 

Examples: investment banks, underwriters, brokerage firmsing or omitting 
pertinent information 

Common Financial Institution Fraud Sci1emes 

• Misapplication and embezzlement When a person who is connected to a 
financial institution embezzles or willfufly misapplies funds of the financial 
institution 

• Granting an unsecured loan to an individual incapable of repaying it; 
granting a loan on inadequate coHatera! 

• Using one's position within an institution to secure a loan from the 
institution while conceaiing one's interest in the ioan 

• Knowingly rnaking fa!se statemei1ts or omission~ to influence the action of 
the institution 

• lnciudes overvaluing property, creating fictitious property, or creating 
fictitious security for collateral. Actual damage is not essential to quaiify 
as an offense 

• Check fraud: altering, counterfeiting, forging, or drawing on closed 
accounts 

Il:i:~! 
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Bankruptcy Fraud 

49 Classification (18 U.S, C. 157) - Concealment of assets, trustee fraud, 
falsifying persona! information 

Common Bankruntcv Fra~g ___ Schernes 

• Concealment of assets 

• Trustee fraud: Most egregious due to breach of pubHc trust by involvement 
of court-appointed official 

• Fraud primarily occurs ln the distribution of monies from the saie of assets 
Filing mu!tipie fraud~lent bankruptcy petitions: When a person uses a faise 
name or socla! security number to file bankruptcy in the same state or a 
different state; or filing bankruptcy in multiple states using true identifying 
information 

Jr,formation to gather: 

Credit Card Fraud 

258 Classification (15 U.5',C. 1644) - Identity theft, credit card skimrning 
or theft 

Common Gr.edit Card Fraud __ $chemes 

• Identity theft: erther credit card accounts are opened using a stolen 
identity, or e.x!sting account$ are accessed through the stolen idenfay 

• Counterfeiting credit cards 

Mortgage Fraud 
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329 Classification (18 U.S,C. 1001, 1010, 1014, 1028, 1341~4, 408(a.))­
Loan origination schemes, real estate investment fraud, loan modification scams, 

Information to gather during a MF caH: 

Common Mortgage Fraud Schemes 

Mortgage fraud schemes involve some type of material misstatement, · 
misrepresentation, or oml$sion tJf lnformation that is required by an underwriter or 

. lenqer in order to fund, purchase, or insure a loan. 

Two general categories: 

1. Fraud for housing: usually entails a single loan wherein the borrower l!ses 
fraud to either purchase or mai,nta1n ownership of a home 

2. Fraud for profit: t<,'plca!ly invoives multiple !carts wherein industry 
insiders gain illicit proceeds 

Mortgage loan origination schemes: falsification of a borrower's financial information; 
often accompanied by inflated appraisal 

Falsificatlon of financial information; misstatement of financial information to qualify 
for loans otherwise out of reach 

lnformatio.n often manipulated: borrower's ass€ts, emp\oyment, income, iiabiHties, and 
occup.ancy status 

Docume!'tS altered or created: bank statements, W-2 forms, verifications documents, . 
tax r'etu.rns; stolen identities sometimes ernployed 

As.set rental scheme: assets are temporarily placed under control of the borrower in 
order to qualify; borrower ofter. pays a ''rental" foe for the temporary "use" of the 
assets 

B.ackwards application scheme: an unqualified borrower's information is altered by the 
fraudster to qualify him/her for the loan's minimum requirements 
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Credit enhancement scheme: the fraudster artifidaliy boosts a borrower's credit; also 
indudes providing down payments to a borrower and temporarily-transferring funds to 
a borrower''s account 

Fraudulently inflated appraisals; the appraiser falsifies information or.falsely provides 
"'.aluation on an appraisal • 

megal property flipping scheme: property resold at an artificially inflated price shortly 
following acquisition by the seliei. The key to this scheme is the fraudulent appralsaL 

Real estate investment scheme; investors are per5uaded to purchase property at an 
inflated price with the promise of quick returns 

SeUer assistance scheme: The fraudster solicits an anxious seller and offers to locate a 
buyer. The fraudster negotiates the asking price, and he/she hires an appraise~ to inflate 
an appraisal. A buyer ls presented the inflated price and secures a loan. The fraudster 
profits the difference between the seller's asking price and the inflated price. It the 
mortgage defaults, the lender forecloses but is unabt~ to resell the property due to the 
inflated appraisai 

BuUder hail~out scheme: employed by the buHder to circumvent excessive debt and 
potential bankruptcy, The btiilder fails to disclose to the lender the inc~ntives provided 
to the buyer for purchase; the builder artificially inflates the price of the home to cover 
the costs. The builder inflates the appraisal of the property, whose false equity is 
distributed between the conspirators while being disguised as reserves 

Equity skimming schemes: when fraudsters drain all of the equity from a property. 
Perpetrators charge inflated fees to "help" homeowners profit by refinancing homes 
multiple times or aids homeowner to establish a home equity line, subsequently 
encourag.ing them to invest in scams with these fonds 

Home Equity Line of Credit (HELOC) schemes: when the perpetrator withdraws the 
entire amount of available credit in a very short time instead of ,H,-needed, as intended 

A HELOC blJSt-out scheme happens when the entire equitv is drained, then 
repaid with a fraudulent check, then drawn upon again; the l2nder experiences a loss 
when the check is returned for insufficient funding 

A HELOC double-funded loan scheme occtJr!= when loan documents for a single 
property are submitted to multiple lender~. simultaneously, thus securing funding to 
cover the expenses of acquirln& the property and hiding the second, third, fourth, etc. 
ller-i on the property until later 

Foreclosure rescue schemes: fraudsters convince the victims their property can be saved 

The fraudsters require upfront foes and deed transfers from the homeowners 

The scheme can inciude the transfer of the property to the fraudster, who then 
charges. rent t.o the homeowner whiie claiming to make ioar, payments while in reality 
re-mortgaging the property; ultimately the foreclosure is oniy delayed 
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• These schemes are often used in conjunction with equity skimming, short sales, 
and property flipping 

Loan modification schemes: fr~udsters promiM: through flyers and other means of 
soll.dtation to h€lp the homeowners renegotiate their foreclosures 

The perpetrators often requite an upfront fee ranging upwards to .$5,000 

Onc.e the money l~ r~ceived the fraudsters de) iitt1e to nothing of aid 

Short sale scherries: a borrower, who owes more on the property than its current value, 
finds an accomplice to make a short sate transaction 

The lender remains unaware the offer was made on behalf of the borrower 

The scheme may be used to recycle property for future mortgage schemes 

Air loan schemes: an air loan ls a non-·existent property loan, often without collateral., 
where the buyer, property, and appraiser are fktitious 

Often implemented by mortgage bankers or other lenders to generate cash 

Commercial real estate fraud; 

Commercial real estate fCRE) is any property other than single farnHy dwellings 

The same fraud that exists for resid~ntla! real estate fraud exists for CRE 

The primary means of CRE fraud comes from fraudulent appraisals 

information to Collect 
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**Possible Referrals 

HUD 

!RS 

Legal counsel; often what the complainant describes is not a federal crime and 
requires dvil action 

State regulators of banking institutions 

US Office of the Trustee: referred for bankruptcy fraud 

US Secret Service: referred. for credit card fraud, US bonds, and notes from th€ 
Department-of the Treasury 

Contact Information 

Financial Crimes Section Office 

Section Chief Sharon E, Ormsby 

Assistant Section Chie1L,. ________ _. 

Financial Institution Fraud Unit 

Unit Chief._! ______ _ 

Financial Institution Frnud Unit Address 
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Federal Bureau of Investigation 

J. Edgar Hoover Building, Room 3925 

935 Pennsylvania Avenue, NW 

Washjngton, D.C. .2.0535 
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Sources for Additional Information: 

www.ablwor!d.org - American Bankruptcy Institute 

www.fdic.gov - Federal Deposit insurance Corporation 

www.fraud.gov - National Fraud lnforrnation Center 

www.justice.gov/ust - US Trustee Program 

Money Laundering 

(272 Classification) (18 U.S.C. 1956_) is the process by which criminals 
conceal or disguise the proceeds of their crimes, or convert those proceeds into 
goods and services. 

Fo,ur basic statutory elements that must be addres.sed: 

Health Care Fraud 

Health care fraud is committed when a dishonest provider or consumer 
intentionally submits, or causes someone else to submit, false or misleading 
information for use in determining the amount of health care benefits payable. 
The FBI is the primary investigative agency for Health care fraud, especially if it 
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perlains to individuals covered by Medicare or Medicaid (federally-funded 

programs) t 1 

Some examples of PROVIDER health care fraud are: 

.. Bilfing for services not actually performed 

• Falsifying a patient's diagnosis to justify tests, surgeries or other 
procedures that aren't medically necessary 

• Misrepresenting procedures performed to obtain payment for non--­
covered services, such as cosmetic surgery 

• Up-coding - billing for a more costly service than the one actually 
performed 

• Unbundling -· bilHng each stage of a procedure as if it were a separate 
procedure 

• Accepting kickbacks for patient referrals 

• Waiving patient co-pays or deductibles and over billing the insurance 
carrier or benefit plan 

• Billing a patient more than the co-pay amount for servic.es that were 
prepaid or paid in full by the benefit ptan under the terms of a managed 
care contract 

Some examples of CONSUMER health care fraud are: 

• Filing claims for services or medications not received 

• Forging or altering bills or receipts 

• Using someone else's coverage or insurance card 

• Receiving kickbacks in return for referring patients recommending one 
plan over another 

• Doctor shopping~-- requesting care, or prescriptions, irom multiple 
doctors at once without efforts to coordinate the care. Usually stems from 
a reilance on prescription drugs. 
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G.angs & Criminal /Enterprise 

The FBf's definition of a GANG is e group or association of individuals 
who individi!affv or collectively_ f7ngagein any criminal activity which creat~~_an 
atmosglJ~te offear ~nd intimidaticm. Criininal 8ctivity includes j~venile acts -
which, tf commifted by an adult, woalci be a crime. 

A CRIMINAL ENTERPRISE is any group of individuals asso9iated in fact_. 
although not a le.gal ent#y, The fact that the individuals are engaged in a pattern 
of crimin.5![ activrtv tog~ther constitutes a ctlminal enterprise. · 

If a caller Wishes to report GANG activity or a CRIMINAL ENTf=RPRISE, the­
following facts must be estabUshed: 

AlsoJ establish a history and known details of the organization using the 
fofiowing questions: 
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Possible Referrals: 

Drugs: If the group is involved in international drug trafficking, refer to the 
DEA at www.DEA.gov or Regiona! DEA Office Phone listing available on 
SharePoint Site. 

Smuggling: lf the group is involved in international smuggfing of people or 
goods, refer to Immigration & Customs Enforcement at www.lCE.gov or 1--866-
347-2423. 

Anlerican Adults missing abroad: 
The FBI does have resources to assist aclult Americans missing abroad. Please 
ensure the caller has reporied the situation to the State Department. 

How it works: Let's say the worst has occurred-a terrorist attack or kidnapping. 
What happens then? In general: 

• The victim or family (if able} contacts the U.S. Ernba§§Y closest to where 
the incident occurred. 

• The U.S. Ambassador there offers American assistance to the host 
government (in some cases that government asks for our nation's help 
first) . 

• The FBl's legal Attache agent assigned to that country or region serves 
as a diplomatic liaison (we have more than 60 such agents around the 
world today} and works with the Ambassador and the entire embassy 
team to determine what resources are needed. 

• With t.iie permission of the host government and in conjunction with the 
State Department, the FBI deploys its resources, supporting the 
investigative efforts of the foreign government. The size of our overseas 
deployments depends on the scope of the incident and what the host 
government requests. 

• ff the missing individual is a victim of a crime ie kidnapping with ransom 
demands, the De t of State still has the i , ! 

CRIMES AGAINST CHILDREN 
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Child Abductions (Non-Parental) 

(7C Classification) (18 U,S,C, 1201): Any report ofthe disappearance 
and/or taking of a child by someone other than one of the child's pa.rent or 
legal guardian is considered a federal offense, especia!!yff there is reason to 
believe an interstat~ nexus exists (victim was transported across state lines) . and 

is therefore FBI jurisdiction, 

Information to collect: · 

UFAP Parental Kidnapping 

(88 Classification) (18 U.S.C. ·1073): A violation of a custody order is not 
a federal crime, Even ff the ct1Hdis transported across state Jines (but still within 
the US,) by the parent. thls is a state or focal matter The only point at which the 
FBt may get involved in such ,.-:1 case is if the offending parent has crossed statfJ 
Jines in order to avoid a felony charge at the state or local level (fugitive from 
justice). 

Under the provis·ions of the Fugitive Felon Act, the FBI may get 
involved if aH four of the foUowlng Criteria are met 

1) a state arrest warrant has been issued for the arrest of 
the individual for a felony violation 

2) evidence of interstate flight exists 
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3) a specific. request for FBI assistance is made by state 
au(horl(ie,s who agree to extradite and to prosecute on the 
charge for which the parent is being sought 

4) the appropriate US .Attorney h~s authorized the FBI to 
apply for an unlawful flight warrant 

lnfom1ation to collect: 
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International Parental Kidnapping {7B .CJassifica.tion) (18 U.S.C. · 1204): the • 

parent takes the child outside U.S. borders with intent to deprive the 
other parent of lawful custody/visitation rights. 

For exarnple, consider that a m~rried f;PlJQle had a son together in the 
United States. During a marital:dispute; the father moves with his. son to another 
country in order to keep him away from the mother with no intent of return. In 
this situation, the father has committed the Je.deral crime of international parental 
5\gnagoing. Mereiy look at lt from a ~reasonable person'; standard. VVould a 
reasonable person infer that the child rs being kept away from a parent with the 
intent to obstruct custodlal rights? 

so 
.• ••-• • . .•.• • ••:••. . " , ,' .. . .. ,. , .,•. • • • • ••••••••• \.• •••••-.N .• • • • • • • • ... -. . . .. , . ••' •• • , . ~ -.. . "•"•'> h •• 
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.. ~-!~\!;r ·In fact, rather than a criminal action, the return of kidnapped chiidren 
abroad is most often settied through civil negotiatiQ[l. The U.S. Department of 
State handles the coordination of efforts with foreign officla_fs and law 
enforcement agencies to effectuate the retum of children to the United States. In 
some circumstances, t~e re.tum may be governed by the Hague Convention on 
the Civil Aspects of International Parental Child Abduction (1980). This 
Convention was established to facilitate the return of chiidren abducted to foreign 

IIm countries. However, it only applies if both countries involved in the international 

l_\_l_l_r&_~.!_:.:.~.~ ~~=:~~ ~d;:~::~ s::1i&~~~~=: ~::,:e ~~;v;pn:~~r::~~:=~t you 
--· need to instruct the caller to contact the state department. In fact, the child is in a I ~~~:hc:":j,~::::~::~ ~a~:~s~:~t ~:: ~a~~:i:!e::;::.ivery work 

! =:~:~;:::::::;n~:::::::d enterprises: (145 
\:}i Classification) (18 U.S.C. 2422}: This includes violations under the White Slave 

! • :~::a';~gw;~m::e;:n ~::a~:7a~t:~a::s:::~~:::a~~=;;~~::::;ose 

:Mi 

abuse). Sometimes, this violation can be envoked if you do not have sufficient 
evidence to for Child Pornography. 

Contact Offenses Against Children 

Includes: Domestic travel with intent to engage in illegal sexual activity with 
children; child sex tourism (international travel to engage in sexual activity with 
children); production of child pomography; coercion/enticement of a minor. ,,. 

Trafficking of Child Pornography 

Mass distribution of child pornography: possession of child pornography: {145 
Classification} (18 U.S.C. 2421-2423): any individuai or organization which 
produces and distributes child pornography {child pornography defined as any 
medium - photos, videos, etc. - depicting a minor engaging in or assisting in any 
sexual act ... nudity alone ls not considered pornographic) 

Information to collect: 

I 
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Other Crimes Against Children • 

AH other crimes against childr~n violations within the FBl's Jurisdiction are 
investigated in accordance with avaliable resources, Some other crimes am~inst 
chitdren may inc!.ude t:he child;s receiPt of sexualiy explicit text messages from a 
known ortmknown party, • 

Bank Robberies 

V\/hen you receive a cai! regarding a 91 {bank robbery), please ascertain the 
fof!<;wing: 

Murder for Hire 
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Murder for hire is a violation that occurs when someone pays a third party 
to murder someone, and is handled by the FBI if an interstate nexus exists, or if 
the target victim is a public figure. Otherwise, refer to iocal police. 

Serial Killings 

Serial killings are the unlawful killing of two or more victims by the same 
offender(s), in separate events. Thisis. handled by the FBI if an interstate nexus 
exists, or if the target victrm is a public figure. Otherwise, refer to local police. 

Vehicle Theft 

Vehicle theft becomes a federal violation when commltted by organize_d & 
professional groups, which alter or remove the VINs and/or export stolen 
vehicles to locations where there is high demand (sometimes making it interstate 
or international). If the above criteria are not met, and your caller is reporting 
theft of a small number of vehicles, refer t.o local police . 

.. Can also be prosecuted if trafficking motor vehicle parts, and creating 
counterfeit titles. 

Questions to Ask: 

Art Theft 

Federal art theft includes thefts ot individual works -f)f art, iUega! 
exportation of objects protected by international laws. and· tooting of 
archaeological sites. The abject must be uniquely identifiable & have 
historical or artistic significance (fine arts, antiquities, ethnographic art, 
archaeological material, musical & scientific instruments, Native American 
artifacts}, and must be valued at or more than $2,000 .. 

Cargo Theft 
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Cargo theft is the criminal taking of any carg9 from a consolidation facility, 
The cargo is moving in commerce at an points between the point of origin and the 
final destination, regardless of any temporary stop while awaiting trans;.,shipment 
or otherwise. 

Controlled Substances 

In the case of theft or trafficking of controHeq substances, the DEA will have 
an inve.sttgative1nterest, FBl's primary responsrbitiUes in CS matt~rs are to 
investigate matters that involve: 

• Death or significant bodily injury 
• Large quantities of CS 
• A manufacturing or distribution center that is burglarized or robbed 
• Interstate activity 

Copper Theft 

To report this illegal activii.y, contact local Power Company. 

Jewelry and Gem Theft 

The FBI offers investigative assistance and intemgence on theft groups to 
law enforcement and partne~ with the jeweky indtistry to create a unified and 
coordinated approach to tr1is crime ti1reat 

Organized Retail Theft 

Described as professiona.1 bu.rgiars, boosters, cons, thieves, fences and 
reseUers conspiring to steal and set! retal! merchandise obtained from retail 
establ!si1ments by theft or deception. First report of incidents lnvoMng retail theft 
should be to loss prevention agency and local !aw enforcement 

. . 

SPECIAL JUR.ISDIC:TIONALMATTERS 
The FBI carries sole or shared investigative jurisa'iction over violations in 

this section, The list .below defines the criteria far code violation, and additional 
necessary iriforrrmtfon tc gather, 
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IIJegaJ·•Use of Military Uniform or Insignia 

{43 Classification) (18 U.S.C, 701--704): an individual knovvingiy wears, 
manufactures,· selfs, or distriln.1fos any distinctive part of.the unlform of any US 
armed forces or Public Health ServicG:. 

Stolen Valor 

• The Stolen Valor Act of 20·13 amends the federal criminal code to subject 
to a fine, imprisonment tor not more than one year, or both an individual who, 
with intent to obtain money, property, or other tangibie benefit, fraudulently holds 
himself or herself out to be a recipient of: 

• a Medal of Honor, 

• a Distinguished Service Cross, 

• a Navy Cross, 

• an .Air Force Cross, 

• a Sliver Star, 

• a Purpie Heart, 

.. a Combat Infantryman's Badge, 

• a Combat /\ction Badge, 

• a Cornbat tvtedica! Badge, 

• a Combat Action Ribbon, 

• a Combat Action Meda! 

Crime on the High Seas 
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Crimes on a Government Reserva.tion 

.· (70 Cla.ssification) (t8 U.S.C. 13): includes any major crime which is 
committed on anyland or building 0~1med by the US Go.vemment; orin which US 
Government business is carried out, including military bases, highways, federal 
bui1dingsloffices and cowthouses, National Parks, etc, 

Ask your caller: 

Irregularities in Federal Penal Institutions (IFPI) 

(90 Classification) (18 l/,S.C, 75·1-757, ·1791-1792.): this includes violent 
crimes, drug possession or distribution, riots, bribery, etc., occun1ng in a federal 
(not state or county) correctional, penal, or detention facHity; could also include · 
escape ·Or aidinglassisfing/aliowlnglinciting escape fmm such a facliity 
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Impersonation of an Officer or Employee of the US Government 

(47 Classification) {18 U.S.C. 912-915): an /ndividualpretends tobe an 
officer or employee of the USG for tfie purpose of either 1) acting with the 
authority of an offiCt9r or employee, or 2} detnanding or obtaining a thing of value, 

· L----1 ---------' 

Fraud Related to Activities in··Connection with Identification 
Documents (FRAIDJ 

{25·3 Classification) (18 U.S.C, 1028}: this violation inclucies the unlavidu/ 
prc,duction, possession, distribution, or use of a false identification issued by, or 
under the authority of the US -Government This includes IDs issued by federal, 
state, local~ foreign, national, and quasl-internatic:m/il gcwemmental entities, 
as· well as f D.s for employees of governmer,t contractors. The following criteria 
must be met in order to fall under FBI jurisdiction: 
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Indian Country (IC) (198 Classification) 

For the most part, crimes committed in Indian Country are handled . 
similarly to crimes committed ai,ywhere else: if there is a federal violation 
committed! !Federal violations are usually the equivalent of felony b?E 

offenses or personal crirnes ln other jurisdictions ranging from Assaults, Rape, 
and Homicide to· Child Abuse, If the crime is a iocal matter, ie, petty theft, 
robberies. drugs refer comp!ain1;1nt to the tribal poUce ( 18 U, S, C, i 152.-i 153), 

The foUow!ng s.tipµtations must be met for the ~Bl to have jurisdiction over 
a matter in Indian Country: 

$8 
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Other crimes occurring in inchan Country may be worked at the discretion of the 
field office: 

Transportation Crime 
If you receive a ti a ma ·or trans ortation accident i.e., lane _______________ ......_ ____________ ______. _____ ...., 

crash, train wreck, etc,), 

Threats to Aircraft 149B Classification (18 U.S.C. 32}: 

Crim~ Abo~rd ~n Aircraft The FBI has jurisdiction regarding crimes aboard 
aircraft to include interference with the flight crew, or assault. 
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. Bom:bs,. explosives2 at firei;)rln$ on. board in airplane, or for 
hijackings 164B Ctassffication (18 u.s,c. 49): 

Threats to Nuclear Facilities 254A Classification (18 u.s.c. 13.$6): 

Pipeline Vandalisrn 254D classification (49 us.c, 60123): 
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OTHER COMMON REQUESTS 

Requests for Fingerprinting 

The FBI only fingerprints arrestees and employment applicants. Those who need 
to be fingerprinted tor other jabs outside the Bureau or for other reasons should 
be directed to contact their local police department. If they are not equipped to 
do so themselves, the police department should be able to refer the caner to an 
agency that can take fingerprints. 

Requests for Background Checks 
Callers who request information on how to obtain a background check should be 
referred to fbLgov and advised to type '.'Identity History Summary Checks" in 
the search bar. All information and forms pertaining to our proG-ess are found on 
that page. 

Option 1: Callers need to comoiete al! flve steos outlined in the directions for 
a fee of $18.00, All~w a minimum of 't2 - 14 weeks for· processing. 

Option 2: Callers may choose to have their background check processed by 
an FBI-approved contractor caHed a "Channeler" for a fee of $18.00 
(FBI fee) plus any additional fees charged by each individual 
contractor, (The processing time may be shorter if the caller goes 
through a contractor.) 

"Callers shoutd Q.D..!Y be referred to BSS Customer Service {304-625-5590) if they 
have already submitted their packet and need a status update, 

*For ;::::moloymen:t or Licensing: Advise callers to pay special attention to the 
directions on the page that dea! with background checks for these purposes 
because they may be required to go through their state bureau of identification, 
requesting federal agency, or another authorized channeiing agency. 

*Refer your caUer to NlCS Customer Service (1-877-324~6427) if the 
background check has anvthing to do Vt(jjh a firearm. 

FBI employment verification 

Vve do not confirm or deny an individual's emolovment status with the 
FBI. ff your ca!ler is a financial institution, or a land-lord, please advise the caller 
that the individual in question must initiate the process for employment 
verification with FBIHQ. 
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Freedom of Information Act Requests (FOJA) 
The PAL cannot release information to a person regarding themselves or 

another individuaL A Freedom of information Act request has to be approved 
a.nd managed t hrough FB!HO, 

Advise the caller that: 

• To make a freedom of information request a letter should be 
written stating you wouid like any information the FBI has on you 
and include the following: 

• Full Name plus Any Aliases or Maiden Names 

• Date and Place of Birth 

" Socia! S~curity Number ( optional} 

• Notarized Letter 

• It the request is for lnfom1ation about a third party, you 
must submit a notarized authorization or Privacy Waiver & 
Pertification ot Identity Fq!ffi from that party. 

• State how much you are willing to pay for duplication fees it 
any are assessed . . 

• Send al! of the above to the fof!owing .addre.ss: 

Federal Bureau of Investigation 

Record Information/Dissemination Section 

170 Marcel Drive • 

Winchester, VA 22002-4843 

• These requests can afso be faxed to 540-868-4995. 

Online FOIA Requests: 

• Callers can go to FB!.gov/F01A to view instructions and additional 
information regardlng FOIA requests. 

• A sample FO!A re.quest letter is also avaHabie online. 

• The FBl's most popular case files are also available for reading online in 
the "Vault". A iink is available on the FBLgovJFOlA webpage. 

" If you have any questions about preparing or submitting requests, ca!! 
our FO!A Requester ServiGe Center at {540) 868~1535 to hear helpfui 
recorded information. • 

Fugitive Tips 
Determine that the pers-on is wanted and by which agency: 
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The federal govemment's primary agency for fugitive investigations is the 
United States Marshals Service tUSMS . The FBL howev r . 

b7E 

If the Person is WANTED by the FBI: 

Does the caUer know the individual being reported? 
b7E 

If the Person is NOT wanted by the FBI: 
b7E 
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US Marshals Fugitive Tips: g§ms.wanted@us.tj.91gov 

US Marshals Main Line: 1-800-336~0102 

Gun Check lssues/NICS 

http:l.lwww.fbLgqv/about-us/dis/nics for appeal information and FAQs 

HIPAA Violations . 

Violations of the Health lnsuran.ee Portability and Accountability Act 
shou!d be referred to thr- Oeoactme-nt fil HeaJfb & Homao SendCAsL I b?E 

I I 
• Website: www.HHS.gov 

To reportHealth lnfo.rrnation Privacy Vioiations: 

Department of Health and Human Services' Office for Civil Rights 

http://www.hhs.gov/ocr/prlvacy/hipaa/cornp!aints/index.html 

Housing Discrimination 

Federal law prohibits housing discrimination based on race, color, national 
origin, religion, sex, familial status,. or disability. If the complain.ant has been 
bying to buy or rent a home or apartment and believes their civil rights have been 
violated, refer them k, the US Department of Housing & Urb~n Development 
(HUD)'s Office of Fair Housing & equal Opportunity, To report Housing 
Discrimination: 

• Online Form: ptto:/!wvvw,hud.gav/offices/fheo/on!ine-
comp!aintcfrn • 

, By Phone: 1-800--669-9777 

•By Mail: Office of Fair Housing a.nd Equ~I Opportunity 

Department of Housing and Urban Development 

451 Seventh Stree~ Room 5204 

Washingtont D.c. 20410-2000 
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Moving Company Hostage Freight 
When a moving company is holding a. person's orcompany-'s possessions 

hostage and demanding more money for the release of the items than that stated 
in the originat agreement, refer complainant to the Federal Motor Carrier Safety 
Association (FMCSA) at 1-888-368-7238 or irww, 1-800-DOT-SAFT.com. 

OTHER REFERRALS 

Americans with Disabilities Act Violations 

You can file an Americam, with Disabilities Act complaint aHegh1g dbabi!ity 
discrirriination against a State or local governrnent or a pubHc accommodation 
{including, for example, a restaurant, doctor's office, retail store! hotel, etc.) by mail or 
e-mail. To learn more about filing an ADA complaint, visit 
www.aqa.gov/fHing_complaint.htm). To me an ADA complaint you may fiH out this form 
and mail or fax the form to: 

US Department of Justice 950 Pennsylvania Avenue, NW 

Civil Rights Division 

Disability Rights Section -1425 NYAV 

Washington .. D.C. 20530 

Fax: (202) 307-1197 

You may also file a complaint by E-mail at ADA,complaint@usdoj.gov. 

ff you have questions about fi ling an Al)A complaint, please cali: 

ADA information Line: 800-514-0301 (voice) or 800-514-0383 (TTY). 

Main Section Telephone Number: 202-307--0663 (voice and TTY) 

Attorney General" State 

* Phone numbers for individual states are avallabie on the PAL SharePoint 
Site! I 
• Vifebsite information for individual states is also available at the iink 
above. 

b7E 



• Issues Covered: Varies by state, but typically matters that are a violation 
that do not meet FB! thresholds, !Ike fraud. local poiice I court system 
complaints, identity theft, harassment, computer intrusion (small-scale, 
individual). etc, 

Biometrics Services $ec-tion (BSS) Customer Service 
• Phone: 304-625-5590 

• lssues Covered: Fingerprint and background check inquiries. 

Bureau of Alcohol, Tobacco,. Firearms, .& Explosives (ATF} 
• Phone numbers by region are available on the P.AL SharePoint Site • I I • 
.. Web: www.ATF.fl.Q.'£ 

• Issues Covered: megat tJse and trafficking of firearms, firearm 
registrations and other issues, illegal use and storage of explosives. acts 
of arson and bombings, and the illegal diversion of aicoho! and tobacco 
products 

DepartmentofBducailon 
.. Phone: 1-800-872-5327 (1-800-USA-LEARN) 

"V-Jeb: \Wt\,v,EP.gov 

• Issues Covered: Student loans, fraudulent student loans or offers, 
complaints against college or universtty administration, admission 
discrimination, etc. 

Department of Health and Human Services 
• Phone: 1-877-596--6775 

• Web: www.HHS,_gov 

,. Issues Covered: Medicare & MBdicaid benefits. Welfare, Food stamps, 
food stamp fraud, etc. 

Department of Homeland Security 

" Phone: 202-282-8000 

• \Neb: W\NW.DHS.oov 
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• Issues Covered: Immigration & Customs Enforcement (ICE.gov), US 
Citizenship & Immigration Services (USCtS.gov), nation~! security and 
terrorism prevention (Secret Service, usSS.gov), Customs & Border Patrol 
(CBP ,gov), US Coast Guard, etc. 

Department of State 
• Phone: 1-800-877-8:339 

• Web: WW\v.State.gpv 

• Issues Covered: Passport Applications, Lost or Stolen Passports, 
Passport alerts for endangered children at risk of being taken out of the 
country, issues with US Citizens in foreign travel {missing abroad), Visas, 
etc. 

Elder Fraud or Financial Exploitation 
• National Center on Elder Abuse (NCEA) 

• \Neb: httpJ./www.ncea.aoa.gov/Stop Abuse/Get Help/State/index.aspx 

or contact the adult protective services agency in the applicable state, 

Federal Communications Commission 
• Phone: 1 ~888-225-5322 

• \fi/eb: www.FCC.gq'.o!'. 

• Issues Covered: Cabte Television Service Provider Complaints, landiine 
and Wireless (mobile, cellular) Telephone Service Complaints, Issues with 
a·ny interstate and international communications by radio. television, wire. 
satellite or cable, 

Food & Drug Administration 

~ Phone: 1~888-463-6332 

• \Neb: W\l'ffl.FDA.oov 

• Issues Covered: Medical Drugs and Medical Products, Animal & 
Veterinary goods (such as flea€« tick medications, foods, etc.), Cosmetics, 
Radiation-Emitting products, Tobacco Products, Vaccines. etc. 

Federal Emergency Manaftement Agency (FE.MA) 
• Phone: 1-800-621 -3362 (800-621-FEMA) 
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• Web; www.FEMA.gov 

• Issues Covered: Disaster relief, fraudulent practices in disaster relief etc. 

Federal Trade Commission 

• Phone: 1-877-382-4357 

• Web: www.FTC .. gov 

E~mail: econsumerwb@ftc.gov 

eGonsumer.gov is a portal for consumers to report complaints about 
online and related transactions with foreign companies. 

• Issues Covered: Auto Dealer &: Dealership Complaints, Debt Coliectors 
& Debt Collection Practices. Telemarketing Fraud, Gift Card Fraud, 
Identity Theft, lottery Scams. Unfair Business Practices, Fraudulent 
Business Practic.es, etc. 

Intellectual Property Rights Center 

• Phone: 1-866-477-2060 (866-IPR-2060) 

• VVeb: Vll'WWJPRCenter,gov/referra! 

,. issues Cove.red: Counterfeited goods, copyright or trademark 
infringement, the·ft of trade secrets, "pirated" movies/music/etc. 

Internal Revenue Service (IRS) 

• Phone: 1-800-829-1040 

• Web: \Nwvv.lRS.gov 

• !ssues Covered: "fax Fraud, Ve-rify taxes due, tax return fraud, etc. 

Internet Crimes Complaint Center (IC3} 

• Phone calls are pot accepted at thl.s time . 

.. \Neb: www.!C3,oov 

• Issues Covered: Fraud complaints, iottery scams, sweetheart scams, the 
"FB! virus", Spam emails, individUa! computer intrusion (D..Q! businesses), 
etc. 

• Local Police 
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• issues covered: petty theft, break-ins. harassment issues. threats, child 
abuse/neglect, etc. 

National Human Trafficking Resource Center 

• http :I /www ,ooiatisproject. or.9/wtat-we-dofnation a 1:-human-­
traffickino~hotllnefthe..:ni~trc/ 
----------- · ._ . ·----- · ··········~· · .• . ·-----"-= 

• Phone: 1-868-373-7888 

National Sex Offender Public Registry 

• www.nsopr.gov 

Secret Service 
• Phone numbers by region are available on the PAL SharePoint Site 

___ I • 

• Web: ww,N.SecretServlce.gov 

• Issues Covered: ATM Machine Fraud, Credit Card Fraud, Counterfeiting 
US Cµrrency, financial lnstitufion fraud, computer and tei$communications 
fraud, false identmcation documents, access device fraud, advance fee 
fraud, and electronic fLmds transfer fraud. 

Social Security Administration 
• Phone: 1-800-772•-1213, or 1-800~269-0271 

• Web: WVvw.ssa.gov/oig 

• ls.sues Covered: Social SectJrity Fraud, Stolen Social Security Number. 
etc. 

StopFraud.gov 
• Web: wwvv.stopfraud .a.ovireoort.htm! 

Terrorist Screening Center 

I 
• Web: M'Vw.fbLoov/about--usfnsb!tl?.g 

• Issues Covered: Maintains •Natch list of persons known or reasonabiy­
suspected of being involved in terrorist activity. ProvidEJS inforrna.tlon to 
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I aoencies who nrant Jasas eutrv into 1be I IS or aimraft to fin ht I terrorism. 

Transportation Safety Administration (TSA) 
.. Phone: 1-866-289~9673 

,. Vv'eb: www.TSA.gov 

• Issues Covered: Airline, railway, and public transport safety issues, 
airport security, etc. 

Tre$sury Inspector General for Tax Administration 

• Phone: "1-800-366:-4484 

• Web: www.treasury,oov/tiota 

• Issues Covered: Phone scams involving false accusations of unpaid 
taxes, tax fraud: lRS a.gent impersonation 

US Fish and Wildlife Service 
It is i!!ega1 to take, kill or possess migratory birds (such as a raptor -

eagle, hawk, falcon, owl, or vulture) without a federal permit issued by the 
USFV'v'S. VVebsite.: http://wwv-dvvs.gov/ 

US Marshals Service 
~numbers by region are available on the PAL SharePoint Site 

• VVeb: www,usmarshals.gov 

" Issues Covered·: Fugitives, federal prisoner transport, witness protection 
& security, Judicial security, etc, 

US Postal Inspectors 
• Phone: i-877-876-2455 

• V-✓eb: Postal!nsne.ctors.USPIS._gov 

• lssues Covered: Mail fraud , mail theft, identity theft, mailbox vandalism, 
small export is.sues 
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U,,S~ Securities and Exchange Commission (SEC) 
Center for Complaints and Enforcement Tlps 

Oniine Form: \.1\/WW.sec.gov/cornp!aint.shtmi • 

Phone: (800) 732-0330 
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What is an MC3: 

An MC3 {MaJor Case Contact Center) is a service offered to FBI field .offices .:ind HQ divisions. The 
Pub!k At cess Line estab!ishe.s a dedicated option off the 1-80(,\..CALt FBI nt.1rnimr for the oublk to reach 
in order to provide ir)formation reg<1rdini! a snecttk FSl case fl!..,,. I I b7E 
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Referrals 
• ATF Field Offices 
• Attorneys General 

• Federal Agencies Contact Sheet 
• DEA Field Offices • 
• Department of Health &-Human Services 

(HHS) 
• Environmental Protection Agency (EPA) . 

Regional Offices 
• Federal & State Agency Referrals by Field 
. Offices 

. • Federal· :Bureau of Prisons 
• Federal Labt:Jff Relatt:i:ons:Auth:ority (FLRA) 

Regional·,Off.ices.·-· 
• Homeland Security Princip:le Fle:Jd-.Offices 
• lCE•Field Offices(Enforcement·& Removal 

Operations} 
• StateAgencies . 
• US Marsha.ls.District Offices (By·- State) 







lf«ti9Q~ s,j1~i4, liQlline (to~ em~r9eot s11lcld~ tituatlon J 
SAMHSA {Substa.nce Abuse & Mental Health) 

RcASONSTOCOITTACT 

I ;,to,~.,,,, {I~, ot,y oo Im _,;d lepott lnl< lo Hollll>t f<,i)l...,"a!l\'o; ~ lll1lL19 •m b 9.;,9 to 11><:>'N uv., cai1 ...-

1-S00-S5Z•4357 • 
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I 

ENVIRC)NJ\>1ENT AI-i PR()TEC:Tt.O·N AGENCY 
f~:PA) REG~ONAL OFFICE~ 

-~ ~"'";....-: :·~•-•.;'..:}~~, 

,_•••'•••'••• • •• •• •• • • •••••••••W•h• •• .,, ,.,.• 

Region 1 (NewEngland) -- 888-372-7341 -617-918-1111 

Region 2 - 877-251-4575 

Region 3 (Mid,.Atlantic)-800-438-2474 

Region 4 (Southeast) --·· 800-241-.1754 

Region 5 - 800-621-8431 

Region 6 (South Central) - 800-887-6063 

Region 7 (Midwest) - 800-223--0425 

Region 8 (Mountains aud PlainsJ ---- 800-22';qJ917, Spanish hit optiou 5 

Region 9 (Pacific Southwest) - 866-3 72-9378 

Region 10 (Pacific Northwest) - &00-424-4372 



, , , , 

tu 11·.:·tlfll-:L't.:- ~--- J,,.,~:0~ N{/ii:~~4,,,', L.-'J ,: ~- j~i; L, (,,; , ~ ,:, ,, ,_, ,,·J ,,_ , __ -,,J;<):,~--~:~,/-·t:),,x ,.~~ -
j, I l ~~f , ; ; !~ ~ 

Albuquerque, NM 
AMirq~'§~; Ai'::/?; 
Atlanta, GA 
·s~!tim,ijr~;'M.cj ·: 
Birmingham, Al. 
ijg~tQ11i NIA •• : 
Buffalo, NY 
Qharlcittg;},ic>, ' 
Chicago, !L 

Giniilnnati, QH . ··• 
Cleveland, 01-1 

G6ftJrrip1~>S~ ~- . • • 
Dallas, TX 
Pinv'~i:; CO •• 
Detroit, Ml 

Eff~$9iTX 
Honolulu, HI 
Ho1.1stot1;.TX 
Indianapolis, IN 
Ja-ckson; fiil~ : , • 

Jacksonville, FL 
Kansai Cjty;: MS 
Knoxville, TN 

• Las Vegas, NV 
little Rock! AR 

Los Angeles, CA 
Louisville, KY 

602-776-5400 
206-204-3205 
404-417-2600 
443-965--2000 
615-565-140.'l 
617-557-1200 
646-335-9000 
704-716-1800 
312-846-7200 

6.14-827-8400 
614--827-8400 

704-716-1800 

469-227-4300 
303-575-7600 

313-202·3400 

469-227--4300 
206-204-3205 
281-716-8200 
6 l.4-8.27-8400 

504-841 • 7000 
813-202-7300 
816;559-0700 
6,15-565-1400 

925--557°2800 
504-841• 7000 

818-265-2500 
502-753-3400 

844--255-9210 915-832-6000 800-887-6063 

,wt~b'11ief~Jstwtt!fttliiiiiti~~}$i'.';ff?tib14~,,~1~~; 
404-656-3300 404-893-7000 800-241-1754 

/if 1.-ii~lify' ,f,1Ti/ii-5li?;f¥?i~2J§n5;~"~00 ~:}f 1a"iff{li3~fai1.(t,_ { 
• 0 ·-'t~~-.,.,.~~~!'!',.<· ~,,, .. :·- ....,~'< .,.,. ¼~;;, . 'lt/1. ~ ~-- - - : !::tV'-':liIT .,,.,,, .. ~ ... 

800-392-5658 504-840-1100 800-241-1.754 

,i•,~~~~ii1.i~ Jt1t$'.ef!l7i;~~-t,gfg~}iif}g?i-11;t1MJ;.~. 
800° 771-7755 212-337-3900 877-251-4575 

.. ) H:.'1'•,i17• y,.._;'P,-Wii£:,sr,~;;n~;di>4'<ttfMi,/xj, .;i,W5!fk{;lj~'4 .• • , 
•. 'i -.t ~ ~~- 7,9 \ ~ ~ :7", ~~;;, ~~~.~~r?t:1Ft ~~~ ;; :---.~-~ ~ ·:tt~-t._ .... ~ , '.1 ·, . . ·. 

800-386-5438 312-353-7875 800-621-8431 

r;,f{ijt».tt~J~~iwifilr:itrt~??fftfgQit~l'.t}iw2ta?-1f~4~1,'.i)/ 
800--262-0515 313-2.34--4000 S00-621-8431 

;{t"fitfii1jltf~v~'l;t;b.f4tMt~~?/QOO':il5c[iif?:4i\i1~1::'i; 
800-252-8011 214·366'6900 800-887-6063 

. : : tia.:saa;~~Q'QJ{:t\!t~giii~i4.~Pf)}""siotfi➔:Mr1 -:: 
313-45&-0240 313-234-4000 800-621-8431 

8• "o•i.i~'>°"~d;d+!,tfi)·{n1:ircb'2¾, iiooo•. ;,,_ ;.:;:g'Jii'ml>'b~oli.:i·: •. 
-~ . --:.ft!'""~ , P,>,f-J.--Z • 'i: .. . •,\.• 1.'.°ti"!~~~ . ,.,,,.,, <: ., . . -~<·.'~·Av ...,,. .• •l , ....... ~ 

808-586-1500 213-621-6700 866-372-9378 
•.. ,_se9,1s7,~/i;1.1t/:S) i1~;9:;~.~i;Mrl \ j r~\j~7;§Q~-l -•;. 

317-232-6330 312-353--7875 800-621-8431 
• 60t,~s~;3&8*,;,., • ;<"; 5ij;if~4iF11~~ 1{},;.,;a6.¢i 4l'-17$'.( ; • 

904--348-2720 954-660-4500 800-241-1754 

: ~73;.751;3"3~1; '. : ':'.314;53&i46Qtfo1 :: .:s6ofi~3•Q4iS .:,. 
615-741-3491 404--893--7000. 800-241-1754 

·• 7{}2.'486c3"4)0: -213i~11~6:i00/ ,;;, ~~Q;-312°93'78 

501-682-2007 504-840-1100 800-887-6063 
•• 916-445~9555 · · iil,621:6100 ·- •' 8'66;,$72.9~78 , 

502-696-5300 313-234-4000 800-241-1754 

212-264-4600 ~:- ·.~·~· . ,.'..,... -? .... •, .... ... ,., ,, , 400 

214-767-3301 S0S-248-5290 505-346-6400 

206-615-2010 • !}D7:~~7F5148 • 907--27t·S154 
404--562-2800 404-331.-61.U 404-331-6833 

215-861-4 63 3 • 'iifis~~1poo· • 4JQ-962;72:w 
404-562--2800 205-731-1144 205-307-7300 
617-565-1500 •• -617 ,565-,5640 617·74$·2500 
212-264-4600 716-551--4401 716-348--5300 

404 --562--280{) .. iQi1;44~ -8~70 704,35-0,8000 

3U-353-5160 312-353-5431 3'.12-353-5290 

312-353-Slfi0 •· ~H"§!!4z351!~ .. 614:469-p540 
312-353-5160 216-750-2058 216-522-2150 

404-562-2800 ·• ;: {\64;:;is;3•14f}O •. -• 803:765-5821 

214-767-3301 972-868-3200 214-767-0836 

303-844-3372 3Q~-!3~0,27()0· 303.335.3400 

312-353-5160 313-226-6400 313-234-5600 

214-767-3301 915"?32.-2144 210-472-6540 

415-437-8500 808-541-:J9l.2 808-541-3000 

214-767-3301 'n3;8(j8-2299 713--718,4800 

312-353-Sl.60 317-635-6420 317-226-6566 

404-562--2800 6,01-965,4436 601,608-6800 

404-562-2800 904-296-0133 850-942-8400 

816-426-2821 816:460-0600 8:l6-512-2000 

404-562-2800 865-545-4627 865-545--4182 
415-437-8500 702;868-3000 702--388-6355 

214-767-3301 S0J.·324·6241 501--324-6256 

415-437-8500 213,894-4830 213-894-6820 
404-562-2800 502-582-5171 502:588-8000 



Memphis, "fN 615-565-1400 615-741-3491 404-893-7000 800--241"1754 
&MKJJl_,_,&B! 

M,·i(ri ~r".;;ii\\,_:f#_ ~)1_,?i_Ji'<_:-i~ni:{b§';_,t,, • "'o __ ••0··~t!M0t_ s6-t:_'Pff,-J.jt"_,;,~t~f.'W.~tiM";¥ii~K'.!K#m?",rA.~_M-_,, t J~Ar#,ii'.'..f/i46'i~k 
· ~ · · · f .,. ~ ·, - ~ .. ~.,. · ~ .-"-?>?'if t.l .~ f.:0ffi? ,,, %"Y_;., ,i~~ y_,J;,f~~. J ?~?'ff~..;<Xi,..-1',;A_.J;J'!t~ 'J¥~1¢~'1,.c;_:-':.}/,";,:~ij~~*!~~\t7 , .. 

Milwaukee, WI 651-726-0200 608-26&-1221. 312·353--7875 800-621-8431 

Mi11M~/ffi911t,·fli~i:fft-:~·(&~ii:iiii':-P-1~iii;'~V9{e'.i'?~rt1tmI!~iigf~sWitaz~'f}~6tu'~~'.~{f. 
Mobile, Al. 615-565-1400 800-372-5658 504--840--1100 800-241--1754 

•N~w;litili/i·rr/crr;./ .. :}/;:l,.6i1I~~1~r~g~f~;'.a/f,itt~~filWiiM".i,1~\~i~f1Jii~ ~ii~~~,if'7~Ii$~}; 
New Orleans, LA 504-841-7000 225-326-6000 504-840-1100 800-887-6063 

·rv~wY~r~f NY.' ,:~?,~F \:.~ ;~ti}t~-~~!!OOif{15'fi*~t!llii?::t}Wl t ~~~4it!ii i~!ml~if1:?.t?iTI~¥1~J./4; 
Newark, NJ 973-413-1179 609 .. 292-4925 973-776-1100 877-251-4575 . 
Nkrfnl!~?y· ;,:.; 1 <-:;.,,l:,'i•-~f.,,en.fti.a;:si:i'{iii~foiNirsi.•4?,§'fM&i,W~"";};<ii'Jii~ WRii'!ilil~ .t:;ita-mt~ii<>Jf~iRJ.; 
, ¥ . ~· ~~ •• ;·,.~::\ i,o~•/w:J•~ · 'i- , ~ , ~?.f .. , ,,.,~.;,,~ $-~.w.f~-#~ !_/ ~ . .,.Jt~Y,-t..{,~ -~~4(;:i:,~~l.'ti1:.\f?;:~~\w,~~t,·?{i~~~-~~N•t,f,t,~).c.;,;)": 

Oklahoma City, OK 469-227-4300 405-"521-3921 214-366-6900 800-887-6063 

Qmatt'ij}tN-~fft-':~::f•tf<i ~1.mts~1orw~JJ~gif¾tti1'§twli~at,Jtttii~RifiWlf4ij@f~prz;~t 
Philadelphia, PA 215-446·7800 717-787·3~91 215-861-3474 800-438-2474 

;flh!ii~rii~?Az; • ·-; .i \;f/t '®2J?7~~"409J?f:[~¥'{tgf;f4gitgllf~!t!ifftrf~J~t:iiit•1~~'i~i~½ 
Pittsburgh, PA 215-446--7800 717-787-3391 215-861-3474 800-438-2474 

·Pgrtl!l~g/Qff(: -'·•·' ;[;"<;;·,~ey~~QifI3gq~:i:ilt{'tii;~J?;i~~J;~~ryW~g~j~~?~l4$iZ~?'~~P,M~~¾11i&:} 
Richmond, VA 202-648·8010 804-786-2071 202-305-8500 800-438-2474 

~~~~rrientfli 'GA" :. ;:, ·• ;•!i~s;R!?7,l8QQ lfi~/f/~leytJii~m~4J¾t~1~i1~®3r:Hat~~i'??;9)1t:.[. 
Salt lake City, UT 303·575-7600 800-244'4636 720·895-4040 800-227-8917 

~~,, Anipniq) f)( ;,_- . -·.-:iar,1.t6~~7op·V;,;\;,tdQt.g~1I~lftitlr Jtiji~~~;~pgo;f+ri1,~~ij§l;$.Q'~f{t 
San Diego, CA 818-265-2500 916•445-9555 858-616--4100 866--372--9378 

$.in Fr~ncifoi.g1 t::M _;:,. ~??'S57•l?0(}',')",}\9J~4'4f~S.,~(§.;;'.;j\ff~,~j~;7~9Q}(?w~i}g:.~7~if3iij~I}· 
San Juan, PR 305-597-4800 n/a 787-277-4700 877-251-4575 
Seiittl~, WA·: • '4Q9'-7Q4°!\205 ; • .;. ,/,·$'QQc61lt~tl3t i/((/4'.?iP,~$l~Mj',;.,j:-;;.iQQ~il?ft~4~ft;,1 
Springfield, IL 312 846· 7200 800-243-0618 312-353-7875 800-621--8431 

St t.oµi~, MP '.' ii1s;5~9-(}700 , '.' . ,t1a~ 1~i41if t'J;¥3i1hs~~IJ@O>· }'.·~oo,i~3;04ifi 
Tampa, H 813-202-7300 813-233-2880 954-660-4500 800-241-1754 
W~shingtort DC • • 202,64lM!O:W :: '~Ji };, ·,,. '\{r1oz~sos,a5ooi ; i/,s~~a,iM4.i/ 

404,-562-2800 901-544-0333 901--544-3304 
404.552.woo /:;~qsi~~s:seqr;i ;'.''.->786:43%340 , 
312-353--5160 414-297-3587 "414-297--3707 
312-353-.s160 ,:;:i~1,?;i4f1,sori·•·,.'·<'a12~t~d::s900 
404-562-2800 251-441-585.l 251-690--2841 
617-565-1500 :)jQ$~~G5~7449, • " • · 203,773~2107 
214-767-3301. 504-841-3;?60 504-589-6079 
212-264-4600 ::-,/,ii s,~4o;woo • -an33H200 
212-264-4600 973-971--3100 973-645·2404 
215-861-4633 

. ..._ . tJ . : 

-Jqij7,~441~n.oo., ._:.,, s40:asz-2230 
214-767-3301 405-27 2-0630 405-231-4206 
816-426-2821 :i:~•41;1'f -'.9~s'f.J670 '~' -:· "i!O}~iii,4781 · 
215-861-4633 215--861-3300 215-597-7273 
415-437-8500 >/iiq;i~4(f5580 •'io7-3a,~a8768 

215-861-4633 412·281--7825 412-644-3351 
206-615-2010 -':'~◊3~346•,2162 so3;l26,2209 
215·861-4633 804-592-3086 S40-8S7-2230 
415-437-8500 .,;~~16~~1$,5481 '916-9~0-2030 
303-844-3372 801-524-5910 801-524-5693 
214-767-3301 •··. ~>lt0-30Si62iO f!0,472-6540 · 
415-437-8500 619-557-5640 (,19-557-6620 
415-437-8500 1,ns:5tG.1210 415-43~·7677 
212--264-4600 305 .. 863-5000 787-766-6000 
206-61.5--2010 ·2qs.5.s.3. 19;12 ~0~-370-8$00 
312-353-5160 217-726--8453 217-492-4430 
816-426-2821 J14,539;;123g 314-539-2212 
404-562-2800 813-228 .. 2636 813-483-4200 
212-264-4600 202-406-8800 202-616-8600 
215 -861-4633 





FEDERAL LABOR RELATIONS AUTHORtTY {FLRA} REGIONAL OFFICES 

Delaware, DC, Mary.land, North Carolina, Virginia, West Virginia 



HOMELAND SECURITY PRINCIPLE FIELD OFFICES 

404-346-2300 





US MARSHALS OISTRICf OFFICES (BY STA7fE) 

Northern 205-776-6200 All ;!02·573-617'6 All 913-551·6727 

Middle 334-223-7401 
251-690-2841 

Northern 850-942-840!0 Eastern 859-233-7.513 

Middle 813-483-42()1[) Western 502 • 588··8000 

907-271-5154 Southern 786·433-6341'.l 

F.astem 504-589-6079 

602-382-8768 Northem 404·331-6833 Middle 225-389-0364 

Middle 478-752-8281) 318-676-4200 

912-652·-421;2 

501--324-6256 

479-42.4-5000 207·780·3355 
808-541-3000 

Northern 415-436-7677 410-962-2220 

Eastern 916-930-2030 208-334·· 129H 

Central 213-894-6820 

Southern 619-557·-6620 
312-353-5290 
217-492-4430 

303-335-3400 618-482-9336 

203-773-2107 574·236-829l 
317·226--6566 

202-353-0600 

Superior C 202-616-8600 31.9-362·441 :l 
515-284-624() 

617-748-2500 

I 313-234-5600 
616-456-2438 I 

I 612-664-5900 ft 

I 662-234-6661 
601-608-6800 

I 



US MARSHALS DISTRICT OFFICES (BV ST ATE) 

Eastern 314··539· 2212 All 7 01-297 • 730CI Eastern 865-545-4182 

Western 816·512-2000 Middle 6l5·736 .. 54.1.7 
Western 901,544 .. 3304 

Northern 216 .. 522·2150 

406-247-7030 Southern 614 .,469 .. 554(1 

Northern 214-767-0836 
Eastern 901-590-1370 

402-221-4781 Northern 91.8--581 • 7738, Western · 210-472-6540 

€astern 918-687-2523 

Western 405-231-4206 

702-388-6355 801-524-5693 

503-326·2209 

603-225-1632 802-951.-6271 

215-597-7273 

973-645-2404 570-346-7277 703-837-5500 

412-644·3351 540-857-2230 

505-346-6400 
787-766·6000 509-368-3600 

206-370·8600 

Northern 3.15-473-7601 

Eastern 718-260-0400 401-528-5300 

Southern 212-331-7200 304-623-0486 

Western 716-348-5300 304-347-S1.36 

803-765-5821 

414-297-3707 

Eastern 919-856-4153 608-661-8.300 

Middle 336-332-8700 605-330-4351 

Western 704-350,8000 -307 • 772-2196 



Fresno 559-487-5204 

-~~~~ie_l_e_s __ 2_1_3_-8_9_4_-4_8_3_0_ 
Riverside 951-276-6781 
Sa.cramento 916-325-5481 
San Ofego . 619--557-5640 
San Francisco 
San Jose 
Santa Ana 

2.03-865·-2449 

239-334-0660 
• 904-296-0133 
305-863-SOOO 
407-648-6333 
850--942-·9523 
813--228-2636 

601-965-4436 

MISSOURI 
816-460-0600 
417--864-8340 
314 539-2238 

i~t~\r~~ -~-~~1/~~~?fi~:r:~i. • • 
MONTANA 



513-684-3585 
216-706-4365 
614-469-7370 
937-222-2013 

972-868-3200 

Albany 518-436-9600 915-532-2144 
Buffalo 716-551-4401 713-868 .. 2299 

JFK 718-553-0911 806--4 72-7347 

Melville 631-293-4028 956-994-0151 
New York 7.18-840-1000 

Rochester 585-232-4160 

Syracuse 315-448-0304 

509-353-2532 
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UNCLA.SSIFlEDtPOR efMCf:A'.L US£ ONU-l 

/~~~l\f 6) What The FBI Investigates 

a) The hea.rt of FBI operations lies in our investigations. Our mission states 
that the FBr s function is "to protect and defend the United States against 
terrorist and foreign inte.lfigence threats and to enforce the criminal la~is of 

-=·@ the Uriited States." We currently have jurisdiction over violations -concerning 
f% more that\ 200 categories of federal law, and the major ones are listed 
jll\ll below; grouped within the three. national security priorities. (Countertem:irism, 
-,·· Counterintelligence / Intelligence, and Cyber) and the five-criminaf priorities 

1'=,·::_1_;,_,=,·,_-,,,_1,_::_-,,.,_._

1 

__ ,:t_,"" ___ -, ~~~~c ~~r~i~1~;• g}~e~_ights. Organized Crin~e. White Collar Crime. Major 

. b} Visit the Intelligence program-site (http://mw{Jbi.gov/about-us/investigate) 
on the fnternet) , which provides information regarding aff of the investigative 
programs. 
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c) Counterterrorisi:n (CT). Wprking hand-in-hand with partners in law 
enforcement and the intemgence community, our job is to neutralize terrorist 
cells and operatives here in the U.S. and to help dismantle terrofist networks 
worldwide. • 

(1) International Terrorism. The attack planning that continues to 
emanate from overseas threats as wen as those posed by homegrown, 
sett-radicalizing groups and indtvidu<:lls who are already living in the 
United States, but organized from overseas. 

(2) Domestic Terrorism. Americans attacking Americans based on U.S.­
based extremist ideologies; for example, hat&-filled supremacists, 
destructive eco-terrorists, anti-government extremists, and radical 
separatists groups. 

{3) Weapons of Mass Destruction (WMO}. Chemical, biological and 
radiologlcalfnuclear materials being used to attack the United States. 

d) CounterinteUigence (Cl). Exposing, preventing, and·irivestigating 
intelligence activit1es on American soiL 

i) Counterespionage. investigations leading to the arrest and conviction of 
a person who commits or conspires to commit an act of espionage. 

ii} Counterproliferation. Several countries seek controlled technologies and 
software but the primary culprits are Russia; China, and Iran. Targets 
include parts for nuclear weapons, night vision goggles. military 
equipment, etc. This en-compasses intemationat espionage. theft of 
intellectual property, and its trafficking on black market trade networks. 
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iii) e¢onomicE~pifl'1~9e~ IEflgEigJrigJn:thetargeting or acquisition of trade 
secrets {finan-cia!, business, $dienunc, .technical;_ ec:~riomic o.r engineering 
infom1~tiop).-tobenent .a-ny foreign grive-rnment. foreighinstrurnentality, or 
foreign agent • 

e) Cyber Crime. The f='Bl's cyber mission is four-folci: 

i) _Comp~t !ntruS:ions. Crimin~!~ bre~king - int◊ laptops, personal 
Coniput:ers, and Wirelessdevices across the nation.via hacks and bits of 
malicious code. • • • 

ii) . QnUna Predafu.rs. To itlentey ~rid th.wart ordi.ne sexual predators who use 
the internet to· meet and exploltc-hi!dren and to p:rodUce, posses$, or share 
chiid·pomography -

. . 
• - Hi) Pi"ra.cy/ln~U~~~~I Pl't>perty .Jh~ft T 6 -counteract_ operations that target 

U.S. inteUe~uaJ property, endangenng our riafional security and_ 
cornpet1tiveness • • • 

-iv) Jnwroetfraud. -To {itsmantle·nationaland transnati9nal organized 
orin1inatentetptjses engaging in l11t~met·tr.aud, lnJemet ·Fraud inc\udes 
auction frEtud,. noh-~delivery of merchandise, credit card fraud, investment 
fraud, and busirie-ssfraud. -

• v) -*Note:! 

. __ 1 ------­
-f) - Pubtic-Con-uption • 

- t) Gpvemm~nt Fraud. A breachoftrµstby foo$ra!, state or loca! officiats; 
often wifh the help of private s~for ag-gompiices. • -It include-$ thi119s like 
bribery, extortion. amp¢zzlement• racketeeringi ktckb.eck.s, money 
laundering, cormptfon aibng our ·11ationarborder.s, a.nd· wire/mail/bank/tax 

·fraud. • 

ii} Ele,<:.tion Crimes. E!~ctio.11 ctim~s fall into three caJegori.es; -campaign _ -
_ finance crimes; voter/ba:liot fraud, c1vil f'ights vio.t$Jfuns. Election ct]mes 
b~cpm~ fed~rar ca~e~ when: lh~ baHot fr1clude$, one pr more federal 
cand~dates, -the crit'ne involy.esan-el~cnon offk:jal abu~ing his duties; the 
crime pertains·tofraudu!erit voter registration, -or voters are not_u.s. 
citizens. • • • • 

ill) f:or$\9n porruptPo(ieies._The Fore:ign Gorrupf Practices Actof 4977 
(FCPA) makes it unlawftH to•bribe foreigngoverrfrnentofficials to otl'tain or 

• reta1 n bus•ines.s: • • 
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·g} -Civil Rights~ -The FBI isJhe lead. agency for investigating v1pla:tions of 
·federal dvitnghts laws. • • • • 

h) Hate Cri~, A hate crime ~s a traditional ctimfr1a,! qf:fense committed aga.inst 
a persorr or.property nipttv~ted ib vyhqle or in .. pat:t. by ah offetiders bias 
·against a rac.e, refigion; disabi!ny,efhnic origiii orsexuaJ oritintahon. 

- i) -Hµm-an Ttaffickln:g .. Peop!~being bought,·sotd and smu~19·ledWithinlinto the 
U.S. -

J) 9oJor <>f-Law. -Pmte6ting _·aggtjnst the abuse of authority• .gwenby.aJocal,. 
_ state, orfederal.govemrnent i/:lg$hcy b1/ffia!<lng it a ~deral crime to wi!lfully­
deprlve or c.q.nspire to depnv.e-l\f per'son of a right protected by the 
Constitution otU.S .. law. • 

k) Freedom ~f Access to rte.alf.h Cllni~. It i$ a feeler~!. crime to. injure, 

• •r:::::r:~r~~=;~-~~~\~::&:=~~~°n•~tite.~;ri::~;.·;:i~:~~:;:rty 
. damager death threats, bUrg!aries, harassing :phone ca:Us, hale mail, ·and 
-biockacles. . • • 

I) Organized Crirrte. These are gmu;:;n~ that.tie ca varied cri.me Hst under one 
umbrella(a' iramily) to supp6rfthe:1t:'·comblned h1t~rests. TheJtst .of crimes 
_ usually incluge {b~t not fonited. tp: d rµg-and ~ap◊fl traffipk;ing ;. money -
faund~rhig, inag~l g'.atnbJing,• prq~titotlpn,.humaht;afficking, p6Htical 
corruption; ~~~rtion, .kkHi~pplrig, fr<\iutt. cou;rifeffeiting,. iryfilttation of 
legitlfoate ~u.s\n~ss~s. murders,. anti tfornt:>ings. Th~yare usually grouped· by 
the area the ''f~rntly~StartecL Thefoflowing are the major case areas: 

i} ita:fiari Mafia. There ar~ sev$r:al g.ro.ups. currently a~tive in the U.S.: the 
SJci!lan-Mafl.a, .theC~moorao!'Neapoltt'3h'Maftla, the 'Ndrangheta or -
Calabrlan Mafia, and the Sacra Corona Hnita or Unned Sacred Crown. 

Note: You may see LC:N[i..a Co~aNostra] associated with Italian 
• mob cases. • 111s an 6fd cfise: nota-ti~nfbt 6he of the Five Fainllies. 

H) Eurasian. ·Org·anized Qrim~ grqups compti~ed of criminals -born in or with 
famny from th~ former -soviet Union· o.r Central Eu.rope. • 

-ii-l) BaJkan'. .APPli~s to organized crkne grqup$ originating from or pperafrng in 
-Albania, Bos-nia.~f1¢.rze.g:ovina, Croatia, Kosovo, the_fPrtner Yugoslav 
R$putil-ic of Macedonia, Serbia and Montenegro, Bulgaria, Greece, :and 
Romania. • • • 
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iv) Middle Eastern. These Middle Eastern groups have no nexus to terror. 
Instead, these groups have the same goals as any traditional organized 
crime ring. 

v) Asian. Have ties (either directly or culturalty) to China, Korea, Japan, and 
SoutheastAsia. They expand upon the above list of crimes by adding 
counterfeit ciothing/accessories and ele....'ironics (computers. chips, etc.). 

vi) Africa". Nigerian criminal enterprises are the most significant of these 
groups and oper:~te in more than 80 other countries of the world. They are 
among the most aggressive and expansionist international criminal groups 
and are primarily engaged in drug trafficking and financial frauds. 

vii) Sports Bribery. Violations of fed.era! statutes concerning gambiing and 
corruption in the sports industry. These are usually tied to one of the 
above organized crime families. 

m) White..CoHar Crirrie. The fuli range of frauds committed by business and 
government professionals. 

n) Antitrust. Thls involves illegal activities such as price.frxing, bid rigging, and 
unfair mergers and acquisitions. 

o) Bankruptcy. Fraud, Takes four general shapes: when a debtor conceals 
assets to avoid forfeiting them, when individuals-file false or incomplete 
forms, when an individual files· numerous times, either by using real 
information in several states or by using false information, or when a court:­
appointed trustees bribed. It often involves mortgage fraud. identity theft, 
money laundering and public corruption. 

. . ~ . 

·p) CorporatefSecurities Fraud. The FBI is the lead agency investigating 
Corporate Frau~. focusing on cases invoMng accounting schemes, self­
dealing· by corporate execuwes arid obstru~ion of Justice. 

q) Health .Care Fraud. These schem~s target large health care programs, 
public and private., as wen as ~eneficiaries. The FBI is the primary 
investigative agency in the fight against health care fraud and has jurisdiction 
over both the federal and private insurance programs. 

r) Identity Theft. This involves the misuse of another individual's personal 
identifying information for fraudulent purposes (Name, Social Security 
Number, date of birth and bank account number). It is almost al\~ays 
committed to facilitate other crimes, such as credit card fraud, mortgage 
fraud, and check fraud . 
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$) ,lnsuran~e fraud. The Fi:3-1 .wqrks ch;>$~1y Viiith the National Association of 
Insurance Commissiqners, •NlCB; C.Alr&, as w~11as state fraud bur~aus, $tafe 

. instkance ~9:1,Jlator-s, and other federa[agenc1e$·to combafln$.tmmce fraud, 
This type ofttautl inqlt.ldes: insu~nce~re,!ated. coipo.rate fraud, premium 
diversion/ uri~uthorited entities, settlement fraud,. and workers co-rnpensahoh 
fraud. 

t) Money .Laijndedtif:< Money lauhd~ti.hg_ is4h~. process by.which -crirninats 
·conceal ortHsguls~·the.pfoceed$of th~fr_eritn$s or conve,rtfh~proceeds 
lnto goods and servic$s. It a!!ow~.Cfltftinais toinfu$etheir!:11eg~I money info 
the streanl pf qomfu~rq~, thµs co.rrqpting nna~ciat institutions and the inoney 
supply; it also provki~s crHninafst~nwafrantsd ~ci:momic power, 

u) 16rtgacge.fr•ud, Mortgage fraµd scnemes empipy .s;orne type -of "rnatertal 
• • rnisst?timent, mis.repr~$entaticirj, .:or omis~idn t~lat!ngJo the pr9peffy or 

pote.ntiat010.rtg~gereiied on .. l)Y .im u.~derw.nte( br • ren~er Jo fund; purcha.s.e, or 
insure ~-loan." TI)e }?Bi compitei.¢1$,~ tin rnor.tgag~ fi-ayd through a 
suspicio1,1s .ac.thtlty -~port (SAR)riled by:federaUy-Ir1sur~cffinaricial 

. insfitutioni ~-r~poft$ receiv$d fr~ the bepartm~rit <>fHqu$l(lg and Urban 
D~vetoprri¢nt10ffibe Qftbe _lns.p$ctC)r Genet'.a!(HUD-OIG), and complaints 
.received frofo the public and rnodg~ge industry ·at large~ 

. v} T:elern.a~etln.gfraud:_Mas9 M~rketingFraud. is a general term for frauds . 
. that expJoittnEtss-tommu11icaticih mecfla. such ~s te.lemafketing ir~ud; 

inforneff.raUd, ahd ideritftyfheft·-•-Moit ce>rnrnorily: advanced fee fraud, _ 
foreign_ lb~ry fraud, ovefpaymentfrau<:i (Forged/AJt$tedCh.eck Scam}, and 
the Nigerian letter scam.(419 Fraud). • •• 

•. 7) M;aJt>r thefts a.nd VtolentCrimes 

a) .. Art Theft, Art and' cultµra.! prq~rty c:rim.e (iriclµdes theft, fraud, l<;>oting, and 
• trafficking .a.cross state aryd. Jnt$rnafional Jlne$)is h.andleo . by a d~dicated Art 
Orlme •ream of. 13 SpeotalAgents tqJryv~stig,ate .• $end an tips to • 
HQ/Criminal Investigative~ ATTN: MPA Bo-nfiie Magness-Gardiner (as of 
this printing}_ • 

b) Bank:Rc>bbary. The. FBI is the !~*d agencyin bank robberies, The FBI 
works alongside focal law enforceme-nt dlinng the investigations .• 

c) Carg9Theft .lry partlctJJar. the th$ft of !arge-lqads of merchandise, 
!iivestigatio.ns are aimed attoppt1ng whole qperat!ons, 

. . 
d) Crimes ~ga:jnst Chiidr~rt- This. includes: kidnappings; viofent attack.s. or 

sexual abuse. 

e) :Cruise Ship Crime. The Fst !~ads lnvestigations in the following scenarios: 
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i) •. If the ship is U.S:--owned; regard less of the nationaHty·of the victim or 
perpetrator· • 

m If the crime occurs .in U. S; temtoria1 wc:tters {within 12 miles of the coast) 
iii} If the victim otperpetrator is a tJ. s~ natfori~lon a ship that departeo or is 

aniving at a U.S. port. • • • • 

f) . • lndian Qountry Crime. The FBI has inv$stl9atiye responsibUity pver dE:H~th 
itWe$tig~tiohs,. child phy~JcaJ anti· ~exua! abuse,· felony as$~µlt,. drngs, gangs, 
and flnan:cia\. crirnef .The fa¾ also. has jur.lstifofic;mi over cri.n,1pa! acts directly 
• reiat~d to· casino gaming, civif rlgNs yioleifions, e,nvifulim~nta! crirn~~; pubfic 
corruption~ and govemn1ent fraud occurring in Indian Country (Re$ervation$) . 

. . g} J~weley aodG*.mPr~nittL The FBlha$.jt1rls9ictlon inthese.ca~s as 
these the.ff~> ·usually ¢ct.fr acrro$S '~tateinatiphal boundaries. Add iHonany, 
they.are.cqn,01ority committed :by organized qtiri1inal:enterprjses or theft 
groups which aie.¢fien invplvoo· in a.ctlvities a!reacty·being inv.estig~t~ by 
thef=BL • 

• . . . . 
h} Retail Theft Profegsional thieves who st$aJ mass amounts of retaH items 

fromdep:artment stores. 

-i) Vehicle Theft iheFBI Works.With local and state.partners o:ri auto~theftiask . 
forces that focus on dismantifog· large. tings, 

' ' 

l) Violent Gang$. Violentstreet g~tlgsi motorcycle g~ngs, i:lnd prison gapgs 

~!:v~l~:t:i.i!h~:::~~~n!~~~1~ktti~j~i~i~:~::::/~!~;~=~:~king 
prostitution nrigs, .and gun tr$ffickirg. This f$!Usiw.ithin the FBrs purview 
when th~ activities ems$ state -b¢rder$. • • 
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