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

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

Dear Mr. Greenewald:
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 FBI's electronic FOIA Library (The Vault) on the FBI's public website, hitp://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.

O Additional records potentially responsive to your subject may exist. Please inform us by
emailing foipaquestions@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.

O 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-request-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 ogis@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 FBI'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.

Sincerely,

Michael G. Seidel
Acting Section Chief,
Record/Information

Dissemination Section
Information Management Division

Enclosures



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:

@

(ii)

5U.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.

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 (j)(2) [5 U.S.C. §§ 552/552a (b)(1), (b)(3), and (j)(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)

(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)(7)(E) and PA exemption (j)(2) [5 U.S.C. §§
552/552a (b)(7)(E), (j)(2)]. This is a standard response and should not be read to indicate that watch list records do or
do not exist.

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 (j)(2) [5 U.S.C. §§ 552/552a (b)(3), 18 U.S.C. 3521, and (j)(2)]. Thisis a
standard response and should not be read to indicate that such records do or do not exist.

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)(7)(E), (b)(7)(F), and PA exemption (j)(2) [5 U.S.C. §§ 552/552a (b)(7)(E), (b)(7)(F), and (j)(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

(i)

(i)

(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 Attaché Offices (Legats) worldwide; Electronic Surveillance
(ELSUR) records are included in the CRS. Unless specifically requested, a standard search does not include references,
administrative records of previous FO!PA requests, or civil litigation files. For additional information about our record
searches, visit www.fbi.gov/services/information-management/foipa/requesting-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/ciis/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.
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EXPLANATION OF EXEMPTIONS
SUBSECTIONS OF TITLE 5, UNITED STATES 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 guidelines 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
information compiled in reasonable anticipation of a civil action proceeding;

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

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:

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;

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;

required by statute to be maintained and used solely as statistical records:
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;

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;

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/DOIJ



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

The@BIaCioVatlt

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
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FD-71: Purpose and Users

Form FD-71 1s u.sd :

= Complaint Intake

= Documenting assessments (per the DIOG)
» NOTE: All terrorism related complaints and assessments should be
documented)| |
= Opening a predicated investigation (Pl or Full) based on the results of an
assessment

Users of the form

= QOriginator: Any complaint originator

= Supervisor: SSA or SIA who can assign an assessment

= Agent/Analyst: Any employee who is authorized to conduct assessment
investigative activities

= CDC/ADC: SIM review

R R NI A OV :




NOTE:

© D71 submitted Creceived by}
Responsible ¥

Supervisor MUST be
identifiad prior to form | |
submission. {'

Y
- Einail Alert Sent to Supervisor Rewurding Review Task

«When 5IM is chose
zeneral read

permissions are * e l
wmoved. Contribute | i Sf’p*’_‘"’:’s“‘" : P e
permissions are gronted | Decision: B | Supervisor
1o specified CDC, I an . Decision:
ASAC, and 8AC. :

—3d Supervisor Reviews Forms %




FD-71: ..()"'p.e'n'ing a New Form




FD-71: Culrent Step & Classification

- Information

b7E




b7E




'FD-71: Spinoff from




- FD-71: Reéponsible
Investigator/Supervisor & Summary







b7E

Ty

D-71: Facts of Incident &

“omplainant




b7E

" FD...7 1: Subject




b7E




FD-71: Witness
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FD-7 1: Form Identifiers e




b7E
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b7C
b7E
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b7C
b7E







~ FD-71: Supervisor Decision: brc

b7E




b6
b7cC
b7E
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FD-71: Supervisor Decision:

b6
b7cC
b7E




bé
b7cC
b7E

RS







Prior to uploading, please double check the size of your attachments.

if your attachments

excecd this size, the ACS upload will faal with the error message
depicted below.

If you receive the error message below, ACS bas rejected your form

hecause it is taking oo lone to uoload]




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.

= [tems that should be filled out are:

« Investigative methods

@

Findings

Authorized Purpose and Objective

L]

Any additional information on the Subject, Witness or Victim.,




b7E

FD-71: Investigative Methods




A

FI)-71 : Investi gativé Methods

b7E

When the Investigative Method iz selected, additional fields must be filled out.




b7E

Investigative Methods

When the Investigative Mcthmil is selected, additional
fields must be filled out.
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 FD-71: Authorized Purpose and

Objective

The Authorized Purpose and Objective field should be updated, if necessary, to demonstrate that the assessment is continuing
based upon an evaluation that the purpose changed or new objectives are sought.

/

£
This is a mandatory field that must be filled out before submitling the
FD71 back to the supervisor or saving changes o the form.




b7E

When all required information has been inpy




= Complete mandatory form fields:

» Document classification
» Recipient name/e-mail

s Office

+  Supervisor name/e-mail

= Summarize incident in synopsis
= Provide details in facts of incident
= Provide details on complainant, subject, and any known victims/witnesses, etc., in

those fields

= Document any investigative methods |

= If appropriate, identify the matter as a SIM

b7E




= Review the facts of the incident, the supervisory decision, and determine
appropriate investigative steps
= If appropriate, identify the matter as a SIM
« fa SIM, follow office procedure for CDC review and SACU (or ASAC, if delegated) approval
Document investigative methods

b7E

= Submit the form to the named supervisor,




b7E

FD-7 1: Supervisor _Respo:n_si_bi_lities

= Review the documented incident per the DIOG standards for
assessments. '
= Perform justification review for assessments still ongoing after 30 days.
= If appropriate, identify the matter as a SIM
« Ifa SIM, follow 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

« Assign the incident to an agent/analyst to work as an assessment

«  Approve a method




b7E

= Date deployed: 8/22/2011
=> Major changes:

Previous Versions: 1.4, 1.3, 1.5,2.0




Foi‘m owner: CPO
FAQ:

CPO Contact Information:
= Customer Support:
¢« Phoned
»  Email:




MNOTE:

i

Responsible
Supervisor MUST be
identified pricr to form
sibroission.

i +When SIM is chosen,
i general read

i permissions ae

i removed. Contribute
permssions ave granted
i o specified CDC,

i ASAC, and

F 3

FD-71 subymitted Mreceived By

]

¥

Suparvis
Decision:

Supervisor

Diecigion:

Email Alert Sent to Supervisor Regarding Review Task
¥

Supervisor Reviews Foon

e

i

" Supervisor
Drecision:

AL,

NOTE:

Fail alert is repeated i
the period end date is
exveeded and co'ed to
SUPEIVISOT.

INCLASSIFIEDISSUs




Training for Recorad







Tharaduy, Sepsterbe: 06, 212

TAM .&FU

Thursday, Soprember D6, 2012

Monday, Sapeernton 10, 2012

¥ A8 AN

Late Taps eovgp A * Ureup 8 Group € Qroug O
whomiber U4, 2012 T 836 - 3 AN
Tusadiy, Sepiembes 04, 2012 BAM .8 AM
Tuerty, Soptoiober 04, 7013| 5 AM .- 1644
Tuwsday, Sanismier 04, 2014|1044 11 AM
aptamuer 04, 2617 11 ASE- 12
Towsday, September 04, 20131 15 PU- 3 P A
Tossday, Septemer o4, 2012 §PM-2 PN
sy, Sepienber G4, 212 3PP
Tuwisay, Septambar 04, 2011 PN 4 PR
Tumsday, Suplembor 04, 2017 APM -5 PN

BAM T AM

Sttty Ryt W, 9

b6
b7C
b7E




Morwiay. Septemier 10, 2012

Moswday, Septemoer 10, 2017

Morday, Seplember 10, 2012

Muonday. Saprembar 10, 2012

Monday, Soptembas 10, 2012

Monsay, Sepleinber 10, 2012

"""fi'“'".;!; S

i 0

Wadimassay, Shgtuonbar 13, S04

Wiriradiy, Saplember 12, 2072

Vindnanday, Sepurieer 12, 1042

Wednasdsy, Septerbed 12, I05Z)

Wiednusiiay, Septeader 1

Weninesduy, Soplenber 12, 2012

Wounmendny, September 12, 2012

Wetiassaay, September 12, 2013

Wednesisy, Septembar 12, 201

‘Wednasday, Septenber 17, 2012

Wednesday, September 12, 3012




Friduy, Beptober 14, 2032

FAME - BAM
Feibiey, Suplumber 14, 2012 BAM - 98
Fribay, Seplraber 16, 2012 BAM . 1AM

Friday, Seplumber 14, 2012

AN - 13 AM

Frday, Seplember 14, 2012

Eriiay, Septercher 14, 2013]

Fridiy, Boplender 12, 3012

Edday, September 14, 2012

Fricay, Sapiuraizer 14, 2012

Foidny, Boptowtbes 14, 2012

Faiday, Sectamuer 14, 2012
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Information Center

NCIC

&
Ed
o
=
=
=
o s
~dand
=
rd

The National Crhoe Infosmation
Center 1MUY 18 a computerized
imformgaton system avatlable to law
enfrrcemant and criminal justice agencivs, The
Sestern inehades cecords of wanted perseas, rniasing
porsens, and persians whas pose a theeat o offices and
pubiic safety, as well se records for stalen property lteros
Begords of persons ar geoeally oadesed and acoessnd :
usiog ientifiers such as nanes woid dates of Bieth, Seuiad Sesariny
mnnhm‘ s, and operators Heense numbers. Recordsof l'srn;u\'i'i S
are generally indesed and accessed nsing vntibens sah ax gerat
ronie g, Heenes plate nurnhees, vehicle identficadion manben,
and owner applisd numbers,

NCIC files, the yeor of implementation, and
the records the files contain

A discussizor of each NCIC file, the geav the Be beearoe pasi
of the NUIC Systent, the {"«';)9 of information contained o the hie
and how long a record remans in the file fallows, The Biles are
groupesd by i.}-';?{? andareine L: onstogical erder by the vear vachiwas
toeple merniterd,

PERSON FILES
Waniled Person File {19867)

The Wanted Persan File t‘c'f;smis‘ s records of wudividuals who
have an sustsianding warrant{s} This Ale also contatns recods of
fveriles whis have been ;u.dgec; delinguast snd who have essaped
fram custody or supervision ac who Bave alsconled while on

prabation or pasade, The file alse containg records of fuventios whe

seere sharged with computiiog an act of dedinguency thad would

beca orbne dconuniited by an adidt aod whao have fled from the

state nowhich the et was committed. Apencies may alse enger

temiporary felony want records into this hle. Temporary felony

warit eecords allow a law enforcement aguiey to taiw proanpt .
action to apprehiend a person suspected of cononittiog a felony




whien coregmistanoes peevent the agency from
immiediaiely obtaining a wartat bxeept for
temporary felony warg records, whisch are active for
48 heaees, Wanted Person File records reman in
this hile indefinitely,

Missing Person File {1975}

The Misstrg Person File contams records ol
anssing prersis of ainy age who have a proven
phwsisal o0 mental disadnliny; eocords of persans
who are missingg snder circonistances indicating
that they may be in physwcal danger o abdueted,
regorids of persons nussing sfter g catastbrophe,
records of persons wnster the age of 20 nboare
misving but wha do not meet any of the above
erteriag and records of perrsons aged 2oand olider
whe arenissbig but who do rest owet any of the
ahove rriteria bot Jor whom there s a reasunabildo
sancers for their safety. Records vernain in this fide
aulefinitely.

Unidentified Person File {(1983)
The Unideatified Pevann Bile containg

records of widentified deceasesd persony, living

persras who are unable to verify thedy identities,

umidentibed catastraphe visting, and recoverad

Dady parts, Records reenain in s file ladefiniiely,

Foreign Fugitive File {(1987)

Qaly the stalf of the International Criminal
Palice Organizatioe GNTERPOL) and the Royal
Canadian Mounted Palice (ROMP) canenter
records into this fle, which is avadabfe o ail
criminal justice agencies. INTERPOW records
crmrain information on persons wanted in other
countnies {or crintes that would be fdoaies it
commitied in the United States. The wanting
sountry must have signed an extoslition veaty og
conventinn with the Urdted States, or the subject
sost be wanted for 3 viclent oriow or otherwise
st Be knowas to be violent, ammed, or dangersous.
The ROMP records oraitain informatinn an persons
whin are wanted for victabons of the Criminal Code
of Canada ancd for whom there is an outstanding
Canada-witle warrant. Regords remain in this file
mdefinitely.

L%

Immigration Vicolator File (1996)
Oinly the staff of ther Depastment of Hoswland
Seruity s Burean of Intgegration and Custarns

Prdorcement canoenter revestds do thas file, whneh

ble tos ol criipinal Justice agencics. This
file comnane records of coiminal abons whom
irpmigration authosines deported for drug or
fearms trafficking, serious vistent arimes, o
hatin information o aliens who have aursiandmg
adaanisteative warranis fa removal frov el who

IS .i‘-"d;.

£

have unlawifidly resained in the Haiied Siares
and records of aliens who have autstanding
arbininistrative wareants by Gulure to comply
with national seoudiy registrativns regiivnmenis,
Records remauy ot this Bl indebnitely

Protection Order File (1997)

The Protection Uleder Fide contains vecnrds il
srubvidnale whe are subjcct o court- xged oedois
1o prevent viclest or threatening ais, barassoient
againat, COntact oF comgnsearion wirh, ar
physical proemity o another personisy The
POIC Systere retains reormds io this Blewodi the
record reaches the date in the Date of Expiration
Preld, Nonexpiting records reognia fn the 8CK
Systent indeboitely, The Systern setains eaplvnd
arad cleared records g1 nactive states for the
remainder of the year i which te record was
Cleared ar expured phas 5 yeaes

Naotional Sex Offender Registry
{1999)

Records of sex offenders or nther pessoin
required to register under a jurisdiction’s sea
offender registry program e contained withan thas
file. Records stay m the file witil the vecord reachines
the datein the Rading Rogisaration Uate Field
Manexpirbng records remain o the file indefiitely
The NCIC Systeon vefains expived or clearvd secords
inan nactive status indehinitedy,

Supervised Release File {1999)
The Supervised Release File contwag records
of vubivideais who are ander specibie restrictions
durieg thelr probation, paroie, supervised release,
presirial sentencing, or released on thelr own

recognizance. The Systern retaing records uniil

wiz informabon (et




the date in the Date of Probation Explration Fieid
Nonex

5 reachnd. ring revords rentan in ol

System indelinitely,

Identity Theft File {2005)

T fdentity Thelt File contais records of
vicibns of sdentiny theft with deseriptive and uther
information that law enforcement persoroed can
ase o determiie 3 an individual is a vietoe of
identiey theft or 3 the individual might be usiog
a fabse ddentiy, The NCIC Sysiem reting recards
in thus file ool the reoswd reaches the date in
the Date of Purge (1P} Field, The maxinuon
rerention periad is g years

Gang File (2009}

Hos Hie was ovigioally part of the Vident Gang,
amd Terrorist Chrganteation IVOTOV File orpated
saogs. The Gaog File contains records of violent
angs and their members, Records of gangs renuiin
inthe ble indefinitely. Records of gang members
are cetamed wuntil the revord reaches the date in the
DOP Beld. Bevordswith a nonexpiviog DOP are
cetained indefioitely

Known or Appropriately
Suspected Terrorist (K8T) File
{2009)

This Kl was originally part of the VITTOF
sreated i nos, The FBE s Terrorist Soreening
Center TTRUT s the only entity that casnegey
rexords inte this file, which is avatlable jo ali
srforamtinn on persons who have beest sominated
asa known or susperted terrarist to the T8C, These
recansds rarnatn i the file mdefinitely or untd the
TS staff reswuwves theaw

Protective Interest File (2011)

The Proteciive interest File containg secumlds
tr dndividuals for whom an authovized ageoey
seasoniably bebleves, based oo s Law enforcemwent
nvestigationg yoight pose a threat wo the physival
safety of pratectees or thir nmediate fimilies.
Only baw enforcement agencies with a protestive
mission as specified within muonicipal, state, or
federal statates, regulations, or other appropriate
egal authority sy enter records into this Gk,

o Reduvengg

The Prafective Biterest Fide expands upon the 118
Seeret dervice Provective File, which way aendoally
ereated in g8y Recosd< rembnn o thns fe

indehinitely.

MNICS Denied Transaction File
{2012)

The NICS Desied Transaction Pie (NDTE)
coutaue records regarding bubvidualc who,
Baving bres ditermined to be probibited peesong
according o the Brady Handgin Vielenre

Prevention Act of way (Brady A}, have hoen
dented as a rosalt o o Nationad fnata Uriadnal
Background Theck Sextern (RO hackgrosowd
sheck,
o the MUTC system Jogs, NETE cocords ane
vagnred and cascelnd theough an berface hetween
NCET sl NICS, KUTE recards are avatlobio in
NI o 8o days fvoan the (Tare of MICS Dergal

I the statosof a NICS denied transaction is
suhsequently changed, soch as the sesult o a
sporessiul appeal, then the gorrespoading NIDYTE
rocorst will be removed from MO

YT mforamtion will b be gaintained

Violent Person File (2012)

The Vielent Berson File (VPF) contains records
of ndividoals wha have beers convitesd of vielint
ranes, of have roade credible thieats, agasing
faw enforcemeng aned individualowhn have beon
convicted of cortatn other viclent erimes. The VIF
was demgnud o alent baw endforgement offivers that
an individual they we escoustenag may bive tie
propensity for violvney aginst low enborcemoent,
Records remain b this fde uletoiely,

PROPERTY FILES
Article File (1967

The Artcle contans records of oy
stolon item valued at 3300 or mune: secords ol
Al propesty takes, regardiess of vaiug, i the
agpregate value faken woane thelt exeesds awm

e

records of propesty taken, regardless nf value, i

the investigation indicates Interstae moveount
of the property; reconds of property taben in
which the seriousoess of the crime indicates
that the vestigating agery shondd enter a
recerd for Investigative prarposes or reconds ol




s Public Safety, Homwbowd Security, or Oritical
Infrastructure itorns of Whadification. The Article
File renards rermain active for the balance of the
year of entry plus s year, with the exception uf

lomt Public Salety, Honieland Security, ar ritical
fnfistnatore {Category (3 rems of identification.

witch stay setha indefinitele

Gun File (1967)

The Gun File cantains records of stolen
wiagsins: recovered (abanddaned, selved. or found)
weapany: st oF IISSING Weapons, or weapons
that have been used jo the vomonsson of a felonw
Revords of stolen, lost, or felony guos remain in
the file indefinitely. Revovered gun records remain
active for the badance of the yiar of entey plus
years,

License Plote File (1967)

The License Plate File comtains reqords of
steden fense plates, The Livense Plate File reeaeds
reypain active for the balance of the yearof entey
plos g vears

Vehicle File (18967)

The Vehicke File cantatns records of stolen
vehisdes, vehicles used in the commission of o
felony, vr vebicles that a oy entorcement agersy
sedzes based ona federativassued conot arder,
Revoods of fefony vehicles ardd vebicies subjsct to
sulzure remain active oy go days from the date of
eniry; records of stalen vebacdes reoiain active fin
the balance of the year of eotey plus 4 years.

Securities File {1968)

The Secipftivs File contamns records of
seeurities that were stolers, pmbezsled, used for
ransam, of cousrderielted, Securities are identibod
as currenes and documents or certifurates that
are evidence of debt or ownersiup o praperiy or
docwments that represent subseription vighia.
Examples of securivies inchude Federal Beserve
notes, warchouss receipts, traveler's checks, maney
sspslers, steks, arad bonds, Securiiies Fide recnnds
of rnsim seourities remain sotive bulefinitely,
Recnrds of steden travader’s checks and maney
orders remain active for the balanos of the year
of enstry plus 2 years; revords o all ather stalen,
embezried, or counterfeited socurities reman

-

active oy the balanor of the year of end ey opbas g

Y ars.

Boat File (1989

The Boat File containg reconds of stulen boats
The Beat File records rempain active for the Boalance
of the vear of entey phus 4 years,

Vehicle/Boat Part File {1999)

The Yehiched/ Boat Part File corstais rovords of
stoben companent pasts fromta vehiele or haas ar
ownersiigs dotinentation. The Vehicke/Boat Pan
Bile records remain active foethe balance of the
vear of entry plus 4 years,

OTHER FILES

Interstote ldentification Index {111}
1983}
{ The HE s notan NOW Rle baat i o indey
seressibie through the NUI System, The (8
confains personad deseriptor inhisrnation that an
authorired ageney can use t devermine if a subjea
has a state o fedend eriming! histary record on
fle A positive response from the HEwal selude
irstructions on how the AReDOY s fetrieve the

corigspanding lstory record.

Originating Agerncy Identifier
{ORI) File (1985)

Ageocies it have an ORI in order to aceess
the NCH System, The ORI Bl contaias contact
information {such as aagenoy’s address and
tefephone number) of agescies that have an ORE
Revowds remnain in this e indefiniiel

Image File {1999)

froages can be associated with NCIC records 1o
assist agencies in identifying people and property
iterag dreoaddition ro idensifying bmages, the
Hile contains generly images that can be used ax
references for particular makes and models of
vehicles and boats, if theve is nndentifying image
assaciated wirh a record o this fde, the bmage
remaing incthe fde wdil the record is nanceled
o expives, Leneriv images wanan in the file
indefinitdy.

Nghonad Orme Informaoton Ceraes




ReTrievasiuiry

Maadatory descriptors S NCIC ingpairies are
fistedd below:

Wanted Person File
A Warged Porson Bl dngpaey swill also search
the Fareign Pugdtive, Garg, Identivy Thelt,

franngeation Violator, K57, Missing Porao,
Natianal Sexual Offender Registoy, Protection

Uirder, Supervised Release, Protective Interest,
aned the Vieolent Person Files, Inguiries containing
vebicie identifiers will also search the License Plate,
Vetdole/Boat Part, aned Vehicle Files, baguivies tha
contain a Miscelianeous Nugnber, Socol Seqority
ospuber, ar Operator's Leense Mumtber will also
search the Anicle Pile. A Wanted Person File
sogquiry roust inchals
$  Name (NAM} and one oy maore of the
following wdentihers: Date of Birth (DOR),
Olperatsss License Mamber {OLN], Social
Necuricy Namber (SQC), FBE Namber (FHi,
Miscellaneous Number (MMLUL, Vehicle
tdentifeation Number (VIND, and Livense
Plate Muodser (LI, The License State
$LISY, Rex (SEX), and Bace (RAL) Fisdds are
wsd requived, but ageneies shookd include
iformation in those fiekds 1o imit dhae svope
of the search,
#  LIC, VIN, oy both,
€ Narse (NAM]} and Originating Ageney Case
Number {QCA) only.

Missing Person File
Agencies must use a Waoted Person File
srpairy wsearch the Missing Porson Fileowith
sane sl gniguee idestifiors. Agendcies siust use a
Missing Person File bguivy to search mmunique
ilentifiers, The Missing Pevson File iquiry owuse
inchude: Approximate Age AGE), Sex {SEX) Race
{RACS Heldght (HGTY Weight (WCGT) Bye Cador
{EYE}, and Hagr Color {HAL,
Unidentified Person File
$  An Unidentified Person File Body Part Statiss
{BES} inguiry must bwlude: the BPS Feld,
HSex {SEX), Rave {RAQ) aud Aoea (ARE) arv
nes required, bot ageacies should inclede

information in these belds o Hmit the sogue
of the search.

file Belegance

&  Ag Urndensibed Porsom File nomutgue
wpary st pcluder Appsorbnate Spe
{AGE], Rey {8EX), Raoe (RACY, bys Unlor
{EYEY Haor Colisr {(HAD, Hetght THGTL and

Meaght IWGTY

Fareign Fugitive File
Agencies rust use & Waanted Person File
inepairy wosearch the Fareign Fugioee Fide

Immigrotion Vielator File
- Agencies must use a Wanted Porson Fiie
dagidey tosearch the toamdgraiios Viobsor Fiie

Protection Urder Fils

ARencies may use a Wanted Ferson File oy
to search the Pratestaa Chrder PBrle. Inforomiion
g1t the Karpe, e of Bivth, and Sogial Seeurtiy
Nunber Fields will also search the Protected
Ferson Name, Protected Person Uate of Bith,
ard the Frovected Persos Socel Seoursdy Namboer
Fielda, T Boust the zeareh to the Protection
Uirder Prie {active, expived, and clhared reconds),
ageneies ruat condoect a Protectinn Qrder Ble
(AP0} inspary using the sanie deserguorsasin g
Wanted Person File inquiry, except a QPO can he
gude swing: Name (NAM) and Pratection Urder
Mumher {PNUH only.

National Sex OHfender Registry (NSOR)
Agencies may use a Wanted Persom e

inguiey te search the MSOR. T oot ihe seareh

to the Natiorad Sex Ofterder Registry, agencies

woast corshact a sey offesuder vpdey (X5} using,

the saone deserigsgos as io a Wantesd Person File

ey, except a QX3 can be made wsayge g Code

{ZiP} only.

Supervised Release File
Agencies must wse a Wanted Peyaor File
nquiry 1 search the Supervived Release e,

fdentity Theft File

Agerwries onay use s Wanded Peeson Bl ingobry
to search the dentivy Theft File, To innt the
seqorh to the fdentity Thedt File, ageacies most
corgduct ao fdentity Theft Fide frepary (21 wing
shie same descriptors as in a Wanted Peraois File
by




Gang File
Agenuies spust use the following o search the
Gang File:
¢ Group Reference Capability
Group Nane (GMNG Subgroup Name (SGPj,
e both,
*  Geoup Membaer Capability
Agenwies may use a Wanted Person File
vupaory. To limis the search to the Gang and
KENT Files, agendcies must conduct a Group
Member inguiry {QGM} using the same
deseriptors as ina Wanted Person File inguary.

Known or Appropriotely Suspected
Terrorist (KST) File

Agencies may use a Wanted Persen File ingury
1 search the KST File. Agencies may slso conduat
a QUM toqoiry using the same descriptins as &
Wanted Person Bile inquiry.

Protective interest File
Agencies must use a Wantesd Person File
inquiry to search the Protective Interest File.

NICE Denied Transaction File
Agencies nuist use the NICS Dended query 1o
search the NECS Demed Transaction File

Violent Persen File
Agencies must use a Wanted Pevaon File
irgguiey o search the Violent Person File

Article File

Agencies must use the following w search the
Artiche File: Sertad Numober (SER}, which witi abso
search the Chwner Apphed Numboer Felid, and Type
{(TYPL

Gun File
Agencies must pse the fellowing o scarch the
{iun File: Serial Number {(SER).

License Plate File

Agencies must use the follawing to scarch the
License Plate Fider Licvnse Plate Namber (LIC)
License State {LI8} is not reguaived. nat agencies

shoudd inchude ioformation in the LIS Field to mit

the seese of the search,

Vehicle File

Ageocies must wse the following 1 search
the Veluele File: Livense Plate Nomber (L300
Vehicle {dentification Nomber (VIRG which wifl
afso search the Uhener Applicd Muather Field,
o busth, License State (LIS} 15 not respured, but
agencies shauld include indforreation in the LIS
Field 1o imit the svope of the search.

Sexurities File
Agericies nust use the following e swarch the
Securities File:
¢ Dype (TYP)L Devoganation (DEN wel Secial
sumber {SERY
&  Owner {OWN} Sooial Securiny Namber
{SOCYH or borh, Type {TYP) is nos reguired,
bagr agencics should lnctude mbamation in
the TYP Fiedd 1o limit the scope of the scarch.

Boat File

Agens s masst use the fallowing o secaeh the
Boas File: Rewistratisos Numbey (REGH whach will
afsn search the Coast Guard Docament Nagsber
Field: Bowr Holl Number (BN which will aiso
swacch the Chener Applied Number Fleld: ar batl

Vehicle/Boat Part File

Agencies st use the followiog to search
the Vehicle/Boat Fagt File: Vehicle Identdwation
Muwrdser (VIR which will seaveh the Seral
Number and Owner Applied Nigaber Flelds,

Qriginating Agency Identifier (ORI} File
Agencies must use the follmving to search the
R File: ORL

Imuge File
Agencies must ase the lullowing fo seareh the
Image File:
& NCIC Nugmber (NIC] 1o retrieve all toages
asspciated with g panticudar record,

@ loupge Nugnber IMNY o retrieve o specitied
inge. '

* Vehicle Make {IVMA]L Yeluole Model (VMO
Vetucle Syl (VST and Vebicle Year (VYR 10
retrieve a generse vehicle image.

$ Boar Make (BMA), Hoat Type (BTY L @t Boat

Length {BLE) o rervieve i generic baat image.
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How PhoneMail Helps You

The FhoneMail systern helps you becauss i

»  Answers your telephone astomatically and plays vour personal greeting,
» Accepts sud siores voice messages in your PhoneMail matibox.

+ Lets you play back your messages at your conveniencs.

= Lets you send and rpceive messages anytime, from anywhere.

s Notifies you of new mesages through pagers and telephones.

Your Telephone Keypad

// RE("E)R;) SKIP Li?ﬁiﬂ \\\
LWEE®
SAVE@ @ @DELEE??

REVERSE ' @ @mawm

STOP HELP ENTER _/’ _

Contents
This guick rsference guide tells you:
= How fo access Phonebail, get help, and leave PhousMal
»  How to use PhoneMail’s most popular featres.
+ How 10 use PhoneMail's telecommunications device for the desf {TDD)
features.
* How to use the PhoneMail decision tree.
» Where to write your access numbers and personal distritation Bsts.

Pelunary 19598

Ravisivn 1 Octeber 1998

Job Wo, 4618

PhoneMail i 3 mgiskered rademark, snd Phoneddail SF i s vadenmk of Siemens Husiness Commusication Systems
Iot:

Sieraens is 2 vaginvred wadomudk of Sismens AG. )
Fonytight Slemony Business Communteation Sysmme Ine. 1998, All vights reservad




Accessing Your Maitbox
Birect dccess
1. Inalthe thmM:ﬁi direct gecess nuniber,
2. Press .}E—f} i calling from your own sxiension, or

if caliing from another extension, disl vour extension sumber (or your name
if permitted), then press &) '

5 THal vour password, then press ().
Caltback Access hailably In Phonellail Rel 6.0 or Inter;

1. From vour extension, pregs the eadlbaek burton on your ROLMploue
telephons {or your felephone's euxivalent repeat dial or speed dial tutton).

2. Dial your password, thon press{#).

~ The first time you access the FhoneMai! system, change your password. (Referto
“Changing PhoneMail Messages” onpage &)

Your PhoneMail Access Numbers

Your system administrator provides aceess numbers. Write vouss here:

THreet access pumgber

{ruest access mupther

TOD acosss nomsber
Forwarded or transfer apcess punbey

Getting Help
Press {0} 1o get help in using the PhoneMail system.
Leaving PhoneMail

When von Finish using the PhoneMail system, you oo

Hang up, o press (%} {738} 1o disconnect from the PhoneMail system.




Listening to Your Messages
1. .decess yvour PhoneMall mailbos.
© 2. Prees(2) o fvren.

Fhile you are listening to messages, use the following control features. Koy wordg

are in bold.
i Whrle you iisten; B YOUT MuessRges... ) Fross

Speed Trecrease $peed of messape. @
Inerease speed of msssage. (8}

Volume Decrease volime of messages and PO, @
Increase voliome of mossages und prowpts. (5}

Headers Kldp curremt hoader, play message. (3}
Siip to previous header, . ' 723
Skip to nextfeuder, :—_2)

Messages Siop message: @ eontinue playbacks 3} (N} {3_)

: Replay message fom beginming. @ @@J

Replay fast fow werds, ' @ [ﬂ (@}
Sigp next fow words. : @@)@
Skip to end of message. _ (x}g)3)
——— eI
Save message. ; :i‘]{ig
Deders raeasage. @@
Sitep mossage, skip to nexy hewder, @} @
Step msusags, silp to previess keader, (%3(7)2)
Step measags, replay header, @@@
End PhoneMail session, :*J r'{)iﬁ}
Stop message, refurn home, ) L-{i_-_j ‘:‘{:} @




Recording Messages

1. ddecess your mailbox,
2. Preva (1} to record.

Ag you renord messages, use the following control featares; koy words are inbold;

While you resord FHUY MENSALRS... Prasg
Skip Skip instracsions on how to reovd, S0 you s begin @
Tustrostion recording Your mossags.
Recording ‘Record mossage. (1)

Sitop recording {ready for addressing). @ @
Addressing  Entor addross exerssions, sach folloswed by (&

Futer address sames; dal bast name, then fivst nume e

ntil recagnized, fotiowad by: &l
Dshvery Regrlar delivery. e

Speciad deivery, {33

Cameel dolivery. @
Special Mark refarn recelpd requented. 1)
Dielivery :

Mack private, 2}

Maxk argest. {3)
Stoppingsad  Stop (%], contiue(F}osvording, 31
Pauging

Stop yesording, stard over (re-record mossage). e

Stop recording, cencel defivery of mogsage. [‘:j@ @
Replay Swyp reconding, replay what you just recorded. @@ 3}
_ Siop recording, replay lest fiw wards, MEE
it End sexsion / diseonpect fom systun, | @ @




« - Listan{3} T
Decision i s 1
Tree %f‘? ; @onet G headeg and
; e ) One-time e Eripr—— Crslo---Emsr o messAges
Py @:ﬂms;ew Dafivery E,wm} - L Gom
?ﬂm i Piivate e 2 “Eu"’m
1 b= (Begent . 4 {f)Visehig—Eniar . Enter iy
_ (- @Rogutar i i e Daihvery t-['LU ‘fmﬂf i sutging
pe— + ;i i W Fimen
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‘Recording Messages (continued)

Uise thege contyni featnres when you ¢all somsone sod PhoneMadl answers.

Revording messages when PhoneMail auswers your cafl.. Fress

Recording Wit for the record sone after the greeiing, then,

Messages record yowr message, o,

skip the gmﬁng, and record pour mesage now, @

Changing PhoneMail Messages

1. Aeeess your mailbox, then use the xpplicable kevs beltow,

To change your name, greetings, prompt leved or password... Press
Personal Kecord or change your persenal greeting, . :33:} @ l:‘f:j
Grresiings .
While recording the greeting, slop and replay i, @@@
While reconding the greeting, delete and revecerd it @@@
When you see finiched recording the presting, S @
Name Record vour nams. M
‘When vou are fiuished recording your name, @
Proxupts Change io abbreviated prorepts. , (3 :2_[ (z}
Change to regular prompts. @@
“Password Change vour prssword. {3)(3}
Eoter the new password followed by: &)




Using Distribution Lists
To set up a personal disiribuiion sk

1. Aveess your mailboy, thew

To chanpe vour personal distribation fints... Fross
Parsonal Create a personal dstribation Hat. The Phonehail ISR
Distributicn  system sssigns a distribution Het number fwrite thiy
sty - samber in List # space belows,

Bater address evrsnsions, each foliowed by: )

Hinter sddress nemes; disl last name, then first name
unit recogmized,

Whea you sre finished: _ @

{Write the names and extensions of your distriluion list below)

List®# ___ Listd List# .
Mame - BExtension | Name | Extension | Nams Extension

i




Other Options and Features
Transfarring Out

T traasfer out from bome sisfen. : Press
Transforring  Trangfer oat of the PhoneMail system. @ @
omt .
Transfer to the fax server. @ :g)
Trausfer (f vou heve celled scaneone and the. :g}

Phonehail sysiom answars).

Using a TRD

To use 2 THI:

Setting up Dl fhe TID aecess mumber,
the TDD

Flace the kandses inn the TDU crxdie,

Upon cormection o the Phoneiall svstens, press:

H calling fone your owes exdension, pross:

® @ ®

If calling from aunther extension, diel your exteasion
sumber {or papse} followsd by

Dial vour pussword, followed by,

= ®

Sending 2 Aecess vour mailbox (a3 abovs), followed by
messags '
through
TDD
Adler G4 appears, wse vour TOD {0 composs yoxr @ @

measage, followed byt

Address the messags. {Refer to “Addressing”™ under
“Recording Messages” on page 5.)

s
s




Other Options and Features {continued)
© Using the Enhanced Multilingual Feature

The optional eshanced multilingual system permits callex to select one of two
langnages sod TDD.

1. Press @ orig)at any fime to mnvoke the prompt:

“For instruction in <langnage™, press <nurners

Using the Voice-Activated Call Routing Featurs

The voise-activated call routing feature is an opticns! spesch recogrition feature.
There are no-changes {0 prompts or the decision tree, '

Using the Decision Tree

Examine the decision frse on prge § 1 beonme familisr with the PhoneMai
system’s option paths. When i doubt, follow the FhoneMsd! prompts. .
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SIEMENS
Quick Reference Guide

Optiset E Advance, Advance Plus
for Hicom 300 E CS




Welcome to Your Optiset E
Standard, Advance, Advance Plus,
or Advance Conference Telephone

The Optiset® ¥ Standard, Advance, Advsace Plus, and
Advance Conference digital telephones work with your
company’s Siemens® Hicorm® 300 E Comunmications Server
to give vou advanced, easy-to-use telephons featwes. The
commumcations server is vour facility’s intemal
telecommunications system. '

IS ¥
1) i o 5)
|5 s
I
boe %
Tl e 5b)
s : 9\}

Figure 1. QOptiset E Sfandard, Advance, Advance Plus, and
Advance Conference Telephones

1} Handaet :
23 Speaker {ringing tonefopen Histening)
1} Eeys for telephane settings
4} Keypad
%) Microphone fur bandafres talking
{for Optiset E Standard, Advance, and
Advance Plus)
5b) Microphons for handsfres talking
{for Optiset B Advanse Conforenne)
&)  Diaplay with Z lines, 24 characters each
7} Feabure keys with status lights
&) (uidance key "Select” {confirms fanction)
9+ Guidanes keys "Soroll Forward" and
“Serotl Back™ for browsing
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Status Lights

The red status hghts next to the loe keya well you what is
happening on those lnes. A lins ) key statos light may turn on

 steadil , ik, or flash at different rafes to sienal the status of
E?

that ling.
Table 1. Line Key Status Light Flash Rales

Flash Rate - ' Line Statas
Off Available
Onsteady T use
Blinking ) Ringing
Fiashing {faster) 1 Onhold
Flickering (fastest) Forwarded

The Qpﬁ_Guide Display

- The OptiGuide™ display provides information o help vou nae
P Y P PY

your phone. The top line, generally in all capital letters, shows
the time and date and call-related information ke the extension
calling you

The second line, n initial capitad letters, indicates some of the
features available to your phone in its current state and provides

‘prompts on how to use them, For example, when vou are on a

call, the prompt Start ransfer? appears, to let you transfer the
call if you want. When the » symabolappears at the right of the
display, more features are available for your phone’s current
state. The second line also presents call-related information.
You can configure your phone to.display this line sutomatically

or manually. (See Configure display? ou page 16.)

You can also we the OPti{i’aide diapiay 'ta si“ew f’*aturaﬁ you

vhzmwe the audm seltings on your phom

Guidance Keys {7 {41 {» }

The three large keys at the bottom of the phone are used to ﬁﬂmii
throngh pmmptw and select features.

« Thel{® ) key (Scroll Forward) is used to screll to the
next option. :




»  The {4 ) key (Scroll Back) is used to seroll to the
previous option. ' .

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

After you have selected a feaivre, new hpmmpts appear which
help you complets the feature’s operation.

Muin Menu

To go to the main menn, press the Menu key. If your phone is

idle, you can also press {€__J} or (®__J . (This mannal

assumes that a Menu key has been set up for the user’s phone at
the commumnications server.

Then use () or {€___J to scroll to any of the following
prompts, which vary in soime cases, depending on whether your
phone is idle or active (when youhave a dial fone orareona
cally:

«  Speed dial features?

= More features?

»  View active features?

*  Praogram/Service? {only available from the idie state)

o Audio settings? {only available from the idle state}

< Bxit? |

Speed dial features? provides access ta the fcﬁowing features:
. Last number redial? ~ to redial the last number you dialed. -

+ Station speed dial? - to set up single digit codes to dial fre-
quently used dialing sequences.

v Saved number redial? - to redial a number you have saved.

* System speed dial? ~ 10 use codes set up at your communica-
tions server to dial frequently used dialing sequences. You
may have two system speed dial lists,

_* Previous Menu? - to rgmm to the Main Menu.

More features? provides access to prompts not available for

activation through other prompts. If vour phone s idle, the
following prompts appeat:

*» Call forwarding? ~ to forward calls to another extension or
outside number.

*» Do not disturb? - to block mcoming calls.
« Previous Menu ~ to raturn to the Main Mema.
If your phone is active, a different set of prompts appears:

i3




* Enter account code? ~ 10 enter a code to charge an exiernal
call to an account,

« Time and date? - to display the time and date, when your
phone is active.

« Open listen/specker? - to use your handset and let someone
nearby listen to the conversation over the speaker at the
same nume (oun & phone with a spo .akerphane 3.

» Private hold? - to place a call in a temporary waiting posi-
tion from which it can be retrieved only from your phone.

» Line in-use? - to determine which extension bng you are
currently using.

« Mark bad line? - to report a bad connection with an external
call, so that it is logged ai the conumnnications server.

« Previcus Menn? - to return to the Main Menu

View active features? lets vou view the features you have
activated on your phone and lets you deactivate them. From i,
you can scroll through submenns that show the state of Lht.
foliowing features:

. TWD~ALL BOTH? ~ to forward both mtemi and external
calls under all conditions.

« Do Not Distarb? - to block incoming calls.

« Hont Group? - 1o show whether you are actively partof a
hunt group that automatically moves a call to the fixst
available member extension.

+ Speaker Call Rejection? - to block incoming speaker calls.

+ Call Waiting Terminate? - to immediately alert you with a
tone when 4 caller Is trying to reach you with Bugy Standby
Queuing. _

» Callback? - to show whether you have a callback request
pending to help you reach another sxtension.

Program/Service? This is anly available from the idle state and
can be reached by pressing the Program key. The Program/
Service menu gives you access to the following submenus:

« Change destinations? - to create or change destinations for

the following features:

—~ Call Forwarding? - to forward calls to another extension
or outside mumber,

~ Repdials? - to set up keys for one-touch dialing.

14




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

- Saved Number Redial? « to redial a number you have
saved. ‘

- Direct Station Select (DSS)7? - to monitor and
automatically dial or answer an extensi on.

« Feature settings? - to display and: ac*lvau, or deactivate the
following features:

- Call Forwarding? - to forward calls 1o another extension
or outside number.

- Do Not Disturb? - to block incoming calls.

~ Stop Hunt? - to use the No-Hunt featore to remove your
phone from a Hunt group. A Hunt group 18 a group of
phones that move an incoming call from one member’s
phone to another nntil it is answered or the caller hangs
up.

~ Speaker Call Rejection? ~ o bleck meoming speaker
cails.

— Call Waiting Terminate? - o immediately alert you with
a tone when a caller 18 trying to reach you with Busy
Standby Quening.

~ View Calibacks Sent? - to show whether you have sent
a callback request to help vou reach another extension.

s Mailbox? - to scroll through the PhoneMail and reminder
messages that have been left on vour phose and view the
author, date, and time of the m=ssage. (You can also press
the Mailbox key, if one appears on your phone, to reach the
Mailbox? prompt.) If takes you to the following snbmenus:

— All messages?
- PhoneMail messages?
- Rcmmde: messages?
« View feature keps? - to display the feature keys configured

on your phoue. It prompts you to press the key whose fune~
. tion you wish to display.

» Audio settings? “to adjust the following andio setfings for
your phone:



~ Ring volame? - o change the ring volume.

~ Ring tone? - to change the rug tons.
£ p

Aim fone volums? - to cha nge the volume of the aler:
tomne. :

- Spea?crphcmfz mode? - {0 remove ecb(}mg from your
speakerphone.

» Configwre display? - o configure your phone for awtomatic
or manual presentation of features prompts on the second
display line when you ave on a call. If you chaose manual,

- push the night or left arrow keys to display prompis.

» Phone fest? - to test the followings aspects of your phone:
- LED? - to Bght all LEDs stmultanecusly,

- }”)ispiay?\ - 10 activate all pixels in the display.

- Key? - to sound as each key is activated and show key
code for finction keys. ‘

- Audio tests? - to sound ting vohune, ring fons, and alert
tone, ' '

~ Asset ID? - o display the phone’s asset TD number,

- Firmiware version? - to display the phone’s Sroowars
Version.

~ Power level? - {o show whether a Local Power Supply
18 needed for yowr phone.,

- Bxi? - to return to the fime and date screen.

You can press the Progr.ma key, if one appears oD your phone,
o reach the x’mfemmf‘:ewzce“ prompt.

Also notice the service code numbers in the Iower left of the
subprompts available through the Program/Service prompis,

PROGRAMISERVICE
1-Change desiinations? >

From the Progran/Service prompt, you can dial these mumbers

. to go divectly to these submenus, Similarly, the snbsmm\nb
within the submenus bave nuwerals that you can dial 1o g0 10
those subseciions.

16



- Avidio Settings? (also available from the Program/Service
ment) lets you adjust the following audio settings for your
phone: ting volume, ring fone, alert tone volume, and
speakerphone mads.

Feature Keys and Access Codes

You can also press feature keys fo gain access to Siemens
telephone systern features such a8 Hold, Transfer, Mailbog, and
Program. Since yow phone has alveady besn asaigned a set of
feature keys, it may not have some of the feature keys desceribed
here. However, you may sall use any featvre availsble on your
system and permiited by your class of service by dialing its
featare access code, if it has one. This guide explains the basic
steps for using many features, mehuding the default feahure
access ondes. Y our system admimstrator may have configured
bath the acronyms for feature keys and the access codes
differently from how they eppear here.

Volume Keys

Use the Volume Up (B and Volurne Down (=) keys to adjust
the voice volume of vour felephons. While on a call, press
o raise the volume of the voice you are hearing, or press o
Tower it Prass sither key until you reach the desived voice level,
Holding down either key only changes the volume one step.

When vou hang up or switeh to another call, the voice volume
“returns to the default level. Or you can store the new setting to
override the default setting before hanging up, by pressing the

(Select) key or by pressing the (£} and (&) keys

together, before you hang up.

Sounds

Your phone makes different sounds to Jet you know what's
going on. Rings ocoir on a tine that you are not using to indicate
that vou have an mcoming call. Tones oconr while you are using
‘youx phone and provide information gbout calls and features,

Table 2. Rings

Sound Meaning

Single (repeated) Internsl or Emergeney
: call

Double epeated) Txternal call

Triple {repeated) Callback




Tabie 3. Tones

Sound

Meaning

Busy tone

The party vou called is

o the phone.

Iaal tons You can make acall or
invole 8 festure.
Fast busy tone invalid call

Short tone every 20

Internal esll waiting

3 ghort tones {confir-
maton ous)

A feature has besn sun-
cesginily activated.

3 short tones followed
by dial tone

Additiona] input, suck
as a PIK, {s required.

2 short tones every 20
. 3808

External call waiting

Wavering {emor) tone

nvalid feature reguest




Changing Your Audlo Settmgs

1.

To change the audw settings on your phone:’

From the Program/Service menu or the Main menu in the idle
state, sslect dudio settings?.

. Press the { P} keyto 0 to the audio setting you want {0

change. Press the {4 __} keyif you want to go back toa
prewmzs audio setting.

. Press the key. Your phone will display the current

setting for the audio setiing vou have selected. It will also
make the sound of the current setting for ring volume, ring
tone, and alert tone.

. If you want to exit without making changes, hang up or

press #.

~3

; 'I'o adjust the setting higher or lower, press the (8 or (5}

keys, For ring volume, ring tone, and alert tope, your phune
will make the sound of the adjustment.

. If you want to exit without making changes, hang up or

press #.

. To save the adjustment you have made, press the {V/

key. Or press the () and (&) keys together. -

16
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Callback Request

Callback Request helps you complete calls to extensions that
are busy, ringing, or in Do Not Disturb mode. It lets you hang
up and have the communications server call vou back with a
triple ring notification. When you answer, the corumumications
server automatically dials the number.

To request a callback,

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

2

Select Callback? on your OptiGuide display.

Or press- the Callback (CALLBCK) key, or dal # 1,

2. Hang up.

. When the communications server oa’i:is back-wlit}: friple rings

- answer, The communications server will then dial the
gxtension. '

Ja

3
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Conference

'I’be Con.fﬂrmce feamre lets you ha»e u;} to eight partms,

To set up a conference,

1. During 2 call scroll through ¢ he pmmpts on your Opti(nude
display and select Start conference?

Or press the Transfer (TRANSFR) key.

2. Dial the extension you want to add, or dial 9 cm.l thc outsi dm
number.

3. After the party answers, select Conference? from yoﬁr
OptiGuide display to join all the parties.

Or press the Conference {CONF) key {or TRANSFR).

To reconnect to the conference when a called party
isn’t joining,

' Seroll through the prompts on your OptiGude display and
select Release and rewrn?.

. Or press the Comect key.
To drop the last added party,

Scroli through the prompts on your {)pn(mde display ami
select Remo ve last party?.

Or press the Clear key, or press TRANSFR and dial # # + 4.
Then press the Conference (CONF) key (or the Connect key
or TRANSER) to rejoin the conference, :



Connect
Connect lets yon .
* reconnect with 2 call placed on. consultation hold

« reconnact with a transferved call before ﬁh" transfer 18 com-
}'}Iﬁt”

» alternate between two parties, when yon haw one of them
on consultation hold

To reconnect with a call,

Scroll through the prompis on your OptiCiuide display and
select Toggle/Conneet? '

Or press the Comnect key.




Consultation

Consultation lets you put the other party in a call on
consultation bold, so that you can call and talk privately with a

second party. You can then use the Connect feature to alternate
between the two pariies.

To consult with a second party during a call,

£

-

3.

Scroll through the prompts on your OptiGuide display and
select Consult?.

Or press the Transfer (TRANSFR) key.

. Dial the second party’s extension or 9 aud the outside

number.

Talk with the second party.

To reconnect with the first party,

Seroll through the prompts on your OptiGuide display and
select Toggle/Connect?.

Or press the Counect kéy.

You can continue to use the Connect feature 1o alternate
between the two parties.

To release a party on consultation hold,

While connected with the party, scroll through the prompts
on your OptiGuide display and select Release and refiwrn?,

Or press the Clear key. -

The party will be released, and you will be comnected to the
other party.




Forwarding

Forwarding redirecis your incoming calls to another extension
or an outside aureber. Variable Forwarding lets you set up an
exisnsion or culside number for forwarding under conditions
you specify. Fixed Forwarding sends calls to extensions set up
for you at the conmmmications server. '

To use Variable Forwarding for all calls under all
conditions,

-

1. When vour phone is idle, press the Menu key.

2

. eroll to More featuras? and select it

3. Soroll to Call forwarding? and select it
FWD-ALL-BOTH - - OFF iz displayed.

4. Dial the number where you want your calls forwarded.

OR

(et a dial tone. Press the Forward key or dial # 91. Dial the
extension, or 9 and the outside number, where yvou want your
calls forwarded. Hang up.

To cancel Variable Forwarding,

1. When your phone is idle, press the Mamu key.

2. Use the OptiGuide display to scroll to More features? and
select it e

3. Select Call forwarding?.
FWD-ALL-BOTH -~ - ON 18 displayed.

4. Scroll to Deactivare? and select it

OR

Press the Forward key, or get 2 dial tone and dial # # 91, and
then hang up.

24
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Hold

‘The Hold featore lets you hang up a line without disconnscting
the other party. If vou do not retrieve the call after a certain
period of time (determined by the communications server), your
phone will ring. If it 45 an external call and you do not answet,
the call is transferred to the operator.

If'you want to make another call after placing a cali on hold, you
must use another line, If your telephons has only one line, press
the Transfer (TRANSFR) key, instead of the Hold key, to place
the call on consnltation hold, then dial the second party.
o put a call on hold,
Use the Optiuide display to scroll to Hold? and select it
Or pross the Hold kev.

To reconnect,

Press the line key next to the flaghing status light, or pick up
the handset and press the line key. :




Last Number Redial

Last Number Redial lets you quickly redial the last number you
have dialed. Each time you dial a valid internal or external
telephone number it is automatically stored so that you can
redial it later. Numbers dialed during consultation calls and
transfers are also stored. Only one number is stored at a time,
and once you dial a new number it replaces the number stored
previcusly. '

To redial the last number dialed,
1. When your phoze is idle, press the Menu key.
2. Select Speed dial fearures?.

3. Select Last number redial?.

OR
Press the Last Number Rediaf (LNR) key.
OR

Get a dial tone and dial ## 4.
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Park

Park lets you move a call to an extension and hold it there’
without ringing that extension. You or another party can then
retrieve the call from the extension as needed.

To park a call to another extensior,

1. Scroll to Park call? and select it.

2. Dial the extension where you want to park the call.

- 3, Hang up.

OR

Press the Transfer (TRANSFR) key. Dial ¥ 6. Dial the extension
where you want to park t’he call. }Eiang p.

To retrieve a parked call,

If the extension is on vour phone, press the line key next to the
flashing status light.

If the extension is on another phone,
1. Press the Picknp key.
Or get a dial tone and dial ¥

2. Dial the extension where the call is parked.

29




Pickup
Pickup features let you answer calls ringing, on hold, quéued, or
parked at other extensions.

Group Pickup lets vou answer 2 call €0 an extension in your
pickup group (set up at the communications server) even when
you do not know the number for the extension.

Station Pickup lets you answer a call at any extension, provided
that yon know the sumber for the extension.

To answer a call in your pickup group,

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

To answer a call ringing, on hold, quened, or
parked at any extension,

1. Press the Pickup key, or geta dial tone and dial # 3,

2. Dial the extension,
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'Repertory Dialing (Repdial) Keys

This feature lets you sot up each repdial (R-) key on your
faceplate for one~touch dialing of an exiension, sutside number,
featare access code, or combination of numbers and feature
access codes.

To set up a vepdial key,

St

. When your phone is idle, press the Menu key.
2. Scroll'to Program/Service? and selsct it
3, Seleot Change destinations?.

4. Scroll to Repdial? and select it.

L

. Press the key you want to set up a8 a repdial.

&. Enter the dialing sequence you wish to assign to this repdial
key. - '

You can press (=) to add multiple time delays (the defaudt is
2 seconds for each) to the sequence. :

7. Select Save?,

8. Ifyou want to set up another repdial key, scroll to Next entry?
and seloect it '

e

. To end sat up, select $4 FED ~ Exii?,
OR

Press the Program key. Press the repdial ( R~} key that you want

_ touse, Enter the dialing sequence you want to assign to the key.
Press the Program key. On your faceplate, label the key with the
pame of the feature or person that it digls.

To dial using a repdial key,
_ Press the repdial key. '




Saved Number Redial

This feature saves a pumbey that you have dialed. Later, you can
redial your saved nembaer. )

To save a number you have dialed, while you are
stifl connected with that number, '

Select Save number? from your OptiGuide display.
Or press the Saved Number Redial (SAV/RDL) key.
Or dial # 4 whale the call is still ringing or busy.

To dial your saved nwmber,
1. Press the Memu key.
2. Select Speed dial featres?.

3. Scroll to Saved number redial? and select i,
OR

Press the Saved Number Redial (SAV/RDL) key, or get a dial
tone and dial ¥ 4. S




Speaker

The Optiset E Advance telephone has a speaker underneath the
handset that you cauvuse for receiving calls or lstening to the
PheneMail systern. Since the speaker is one~way, you must pick
up your bandset to speak to the other party.

To answer a call,

Pick up the handset. The blinking status Hght next to the line
key tumns on steaddy. '

To hang up,

Hang up the handset.,

Speakerphone

The Optiset E Standard and Advance Plus telephones have 2
two-way speakerphone, consisting of a speaker and a
rucrophons. You can use either the hawdset or the

speakerphone fo make or receive calls. During s conversation,

you can nse your speakerphone instead of your handsst by
pressing the Speaker key and hanging up the bandset. If you
want to switch back to using your handset, pick it up.

To make a call

Press a line key or the Speaker key to get a dial tone, then dial.

To anmar a call,

Press the line key next to the blinking status Hght.

1o hang up,

Press the line key or the Speaker key.

To switch dz;ring a call,

If you are using the handset and want to use the speaksrphone,
- press the Speaker key and hang up the handset. I vou are using
the speakerphone and want to use the handset, pick up the
handset.




Station Speed Dialing
Station Speed Dialing lets you assign frequently used dialing
sequences (extensions, outside numbers, or feature access
vodes) to each of ten single-digit codes {0 through 9). You can.
then dial 2 single-digit code instead of the entire sequence. You
can be set up at the communications server for up to 30 codes,
m groups of 18, If you are setup for more than ien, they follow
a donble-digit scheme (00 through 29).
To set up a station speed code,
1. When ymir phone i3 idlz, press the Menu key.
2. Scroll to Program/Service? snd select it
3. Select Change destinarions?,
4. Seroll to Siation speed dial? and sslect it
Enter index: will be displayed, for the station speed dialing
code. '
5. Dual the code you want to use,
Enter new number: will be displayed.

&. Dial the sequence you want the code fo dial.

., Select Save?.

~3

8. Select Fxit?.
OR
Press the Program key. Dial 13, D3al the code vou want to use.
48 JU4D

- Dal the sequence you want the code to dial. Szlect Save?.
Select Exir?, :

34




To dial using a station speed code,
1. When your phone is idle, press the Memu key.
2. Select Speed dial feaiures?.

3. Scroll to Station speed dial? and sslect it
ENTER INDEX: will be displayed.

4. Dial the station speed dialing code.
OR

Press the Station Speed (SFEED) key, and dial the station speed
code. Or geta dial tone, dial # 3, and then dial the station speed
code. -




System Speed Dialing

If the System Spsed Dialing feature 15 setup on your
cormmunications server, you can dial frequently called outside
numbers (focal, long distance, and international) by disling 2
code pumber, Uscally these codes are published for an entire
company in a special system speed directory. Counsult your
system administrator iIf you do not kaow your system speed
numbers. Your company may have up fo sixieen system spead
lists. For release 6.5 and above, you may have gccess o two of
these Hsts or to the first ten lsts plus one additional Hat A
sumnber set up for a system speed code can contain an initial
Personal Identification Mumber (PIN}, if one 15 necessary to

- make outside calls. '

To make a system speed call,

1. Press the Menu key.

2. Select Speed dial features?.

3. Scroll to System speed dial? and select it, You may have two
system speed dial lists.
ENTER INDEX: will be displayed.

4. Dial the system speed dialing code.
OR

Press the correct System Speed l\t,y {(SY8-8P1 for the first
Systern Speed list or SYS-8P2 for the second). Or, geta didd
tone and dial # & 1 for the first ist or # 6 2 for the second.

" Then dial the system speed code.,




Transfer

ransfer lets you move 2 call to another extension or {6 an
outside number if your communications server is setup o do
this. . - :

To transfer a call,

st

. Draring a call, select Star? pransfer?

b

Dial the extension, or dial ¥ and the ouiside number. If vou
want, announce the caller when the party answers.

L

. Hang up.
OR

Press the Transfor {TRANSFR} key. Dial the extension, or dial
-9 and the outside number. If you want, announce the calley
when the party answers. Hang up.”

To reconnect,

" Befors hanging up, scroll i Release and return? and select
it. This rejoing you to the original call and releases the party
you are talking fo.

Or screll to Togele/Connect? and select it. This rejoing you
to the original call. Selecting Toggle/Connect again returus
you to the second party.




Feature Access Codes

=2 Gt a disd 1one, or Toress the Transfer key digdng 2 esll, Dial the
featuize aconss sode. You may need to pross the Tonnest key to

T use foature acress endas

Univerzal Night Answer

‘ e te yowv osll
Eoanug AL
Azcount Phunher =32
Bad Lime Repogting ®*563
Bigy Oreerride ##Y
Bugz - #22
Calthack Request #1

{aneal #ed
Clazs of Service y
Rostore Primsry *HIR1
Retuwn to Secwsiaey *ES9D
o Group Spesber Call e g
Conferencs
Rewwwe Last Panty LR
Bemove Specific Paty x4 1.8
Tivavt Trunk Satect $HE
Foywarding, Fivsd #20
Canenl C#HeD
Torwarding, Variahls .
AR #91
Husy _ B4
SusyRing No Answay RES
Bxternsd #OR
Inderns) #23
Rizg Mo Answer 89 8
Cancal #EDY
Lagt Namber Redial #%4
Maithox Callback Mussage
Seave Messags #el
Cangel #+3
o Turn Off Light »52
Fark 5
Pickup
(iroup »*3
Station 3
| P Authoriratios *857
{Cannel *H#ER
Privacy #2
{Canosl HEZ
Saved Number Redial #4
Speaxer Call, Foved #x4
Spesizer Cali, Ona-Way #E1
Speaker Call, One-Way Froadeasy #83
Statiom Hunt
Pravent #x93
Allow FRHD
Set Destination #e9h
Clear Desvnation #e9y
Station Speed Disling
Cad #3
System Hald + £ 08
Systemm Spowd] - #61
System Speaie?’ 61
Trace Cal} #EHL
=%3
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Public A

e Some Basic Scripts

» Drafting and Submission of a PAL FD-71 in
Sentinel

¢ FD-71 Routing Protocol for SSA’s




- Some basic scripts

Answering a call:

® “Good {morning, afternoon, evening). Thank you for calling the
FBIL. How may | help you?” -

Closing a call:

s “We appreciate your call. is there anything else | can help you
with?. Thank you for calling.”

Putting someone on hold:

e “May { put you on hold for a moment?” Check back within 2
- minutes.

_Traﬂsferring a cail: Do not ever do a cold transfer - brief yam" 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...”

if the Caller asks for your name:

b7E

& f(;?

m ..first name only g

if the Caller asks to speak with a Special Agent:

» “Qur Speéia! Agents will review the information you provide at
their first opportunity.”

fayv: 09/2012
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Arrest Records
» The FBI will not provide arrest records to third parties.
« Arrest records are housed in database repositaries within CJIS Division
(304) 625-2000 (hey, this is where you livel).
e 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 aivest record, and include the
following: C

Full Name

Any Aliases :

Date and place of birt .

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
local FBI office will not do this for you) :
Either a certified chack or money order in the amount of $18.00
made payabie 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, West Virginia 26308

ATF (Bureau of Alcohol Tobacco Firearms and Explosives)
= All ATF violations should be directad to:
www.atf.gov
1-800-ATF-GUNS (1-800-283-4867) or
1-B00-ATF-TIPS (1-800-283-8477)

ATM {Automated Teller Machine Card) Fraud
*  Report o the Secret Sarvice, www.secrelservice gov

¢ You can advise the caller the numbers to sach field office are available on
this site, or you can provide the number yourself from the site.

Automobile Dealer Complaints
- = Federal Trade Commission, www fic.qoy

Bank Fraud

[ £%)
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Bankruptcy Fraud
= Report to Dapartment of Justice, the Office of the United States Trustes,
www.doj.goviust |

Businesses {Fraudulent)
« Callers who want 1o report or find out if & business is legifimate shouid
contact and/or make reports ton
« Better Busingss Bureau {www. bbb ora)
« Feaderal Trade Commission fwwaw i orgl

Cable Television Complaints
+ Report to Federal Communications Commission

www foe.gov

Phone: 1-888-225-5322 :

Write: Federal Communications Commission
Cable Services Bureau ' '
Consumer Protection and Competition Division
445 12" Street, S.W.
Washington, D.C. 20554

Cell Phones, Pagers, Wireless Compilaints
+ Report to the Federal Communications Commission

www.fco.gov

Phone: 888-225-5322

Wrzia 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 _
¢ Internet check Fraud Schemes should be reported to ic3.gov
» Stolen, forged, or ‘hot’ checks are handied by the local police depa*‘tment

or Attornaey General's Office

b7E

b7E




Child Support Recovery Act (CSRA)
- {www. fbi.gov. shalcidicacirecovery him}

®

The Attorney General's guidslines make the United States Attorney in
sach judicial district respansible for deterimining which cases will be
selected for investigation and prosecution. The FBl cannot accept
individual complaints from lawysrs, advocacy groups, or from individual
citizens. According to AG guidelines, the FBI can only open cases upon
referral from a United Slales Aftorney's QOffice (USAD).

The Aftorney General’s guidelines are intended o ensure effective
prosacution of the CSRA by providing a means for selecting egregious
casas which states are unable o handie because of the interstate nature
of the case or in which federal prosscution is desmed more appropriate.
As a general principle, cases are usually acceptad only when the referral
clearly indicates that all reasonable and available remedies at the state
level have been exhausted. Among such cases, prionity is given o those
where the following is established:

- a pattern of interstate flight {o avoid payment or flight after service
of process for contempt or contempt hearings;

- a pattern of deception fo avoid payment, such as changing
employment, concealing assets or lacation, or using false nameas
and/or social security account numbers;

- failure fo make support payments after being hsid in contempt;

- particular circumstances exist which diclate the nead for 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 homelessnass;

- when the failure to maks child support payments has nexus (o other

 potential federal charges, such as bankeuptey fraud, bank fraud,
federal income fax charges or other related ﬂriminai conduct; and -

- Priority may also be given to those cases where the children of the

- non paying parent are still minors.

Civil Rights

®

The FBI is the lead agency for investigating viclations of federal civil rights
laws; however the decision to prosecute allegations of civil rights
violations is made by the Depariment of Justice.
The Civil Rights Program is divided into four sub-programs:

- Hate Crimes

- "Color of Law”

- Human Trafficking

~  Freedom of Accass to Clinic Entrances (FACE) Act _
The following information should be provided by the complainant. Htis
okay {0 ask the Complainant {o write a narrative and mailffax it in:

- All identifying information for the victim{s);




®

- As much identifying information as possible for the subject(s},
including position, rank, and agency employed;

- Date and time of the ingident:

-~ Location of Incident; |

- Names, addresses, and telephone humbers of any witness(es);

- A complete chronology of events; and

_~_Any report numbers and charges with resm_fg_mglincident .

Color of Law

®
&

18 U.5.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 U8 . '

18 U.S.C. § 241 (Conspiracy Against Rights) — unlawful for two or more
persons 10 conspire to injure, appress, threaten, or intimidate any
person...in the free exercise or enjoyment 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 {o
him or her by & local, state, or federal government agency. '
Most Color of Law crimes fall info five broad arsas:

- Excessive Forge: In making arrests, maintaining order, and
defending life, law enforcement officers are aflowed {0 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... o the use of deadly force. Violations of federal law coour
when it can be shown that the force used was wilifully
“unreasonabla” or “excessive.”

-~ Sexual Assaults by officials acting under color of law can happen in
jails, during traffic stops, or In other setfings where officials might
use their position of authority to cosrce 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 doesnt
comply. )y
False arrest and fabrication of evidence: The Fourth Amendment of
the U.S. Constitution guarantess the right against unreasonable
searches or seizures. A law enforcement official using autharity
provided under the color of law is aflowed to stop individuals and,
under certain circumstances, to search them and retain their
property. It is in thé abuse of the discretionary power-such as an
untawful detention or iflegal confiscation of property-that a violation
of a person’s civit rights may ocewr, Fabricating evidence against
or falsely arresting an individual also viclates the color of law
statute, taking away the person’s rights of due process and
unreasonable seizwe. Inthe case of deprivation of property, the
cotor of law statute would be violated by uniawfully obtaining or

)]




Computer Intrusion
- = Compuder Infrusion is defined as an individual or entity that is gaining or
attempting to gain access {o a personal computer or network aystem
flagally with the internet to contupt/destroy information, or use the
information to commit further crimes. '

« Computer Intrusion includes governmaent entities, private sactors
companies, and individuals,

L

Copyright, Trademark Infringement, and Theft of Trade Secrets

2

legal process, ,

maintaining a person’s property, which oversteps or misapplies the
official’s authority. The Fourteenth Amendmaent secures the right to
due process; the Eight Amendment prohibits the use of crue! and
unusual punishment. During an arrest or datention, 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 affordad the opportunity of the

Failure fo keep from harm: The public counts on its aw
enforcement officials to protect local communities. If its shown that
an official willfully failed to keep an individual from harm, that official
could be in viclation of the color of law statute.

b7E

r'eaple can also be referred to the National Intellectual Property Rights
Coordination Center

intellectual Property Rights is the monapoly protection for craative works
such as writing {copyright), inventions {patents), processes {trade secrats)
and identifiers {trademarks). '

The National Intellectual Property Rights Courdination Center (IPR
Coordination Center) is the U8, governmant's latest weapon in the fight
against viclations of Intellectual Property Rights (IPR} laws. Located in
Washington, D.C., the IPR Coordination center is a multi-agency Center
respensible for coordinating & unified U.8S. government response
regarding IPR enforcement issues, Investigative personnel provide care
staffing from mmigration and Customs Enforcement (ICE) and the
Federal Bureau of fnvestigation (FBI). Particular smphasis is given {o
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investigating major criminal organizations and those using the Intemet to
facilitate IPR crime.
« [nternefl www.ice.govipicomerstona/iny/

¢ Maill U.S. mmigration and Customs Enforcement
Naﬁona! intellectual Property Rights
500 12" Street SW
Washington, D.C. 20224
Phone: 868-1PR<2060, or 868%??-2&6(3
Fax: (202) 307-2127

Counterfeit Money :
s  Report to the U.8. Secret Service, www . secretsarvice. gov

Credit Bureaus -
» Equifax Credit information Services - Consumer Fraud Division
P.O. Box 105488
Atlanta, Geaorgia 30348-5486
Tel: (RB00) 997-2493
Fraud Alert: (800} 525-6285
www equifax.com

= Experian
P.O. Box 2104 '
Allen, Texas 75013-2104
Tel: (B8B) EXPERIAN (307-3742)
Fraud Alert: (888) 307-3742
WwWw. experian. com

¢ Trans Union Fraud Victim Assistance Department
P.O. Box 380
Springfield, PA 19084-0380
Tel: (800) 830-7288
- Fraud Alert: {(800) 680-7289
www transunion.com

Credit Card Fraud

¢ Report o the U.8. Sscretf Service, www secrelservice.gov

e« The Secret Service investigates offenses against the laws of the United
States, relating {o the obligations and securities of the United States and
foreign governments, such as countarfelting (currency, cradit cards/debit
cards) and forgery of government securities, _

¢ Hf the complaint is essentially a non-criminal dispute with a retailer or other
business, the caller should contact and must immediataly dispute the




company. Here are some fips:

charge(s)} in writing with the cusiomer relations c}f"' ice of your c:redﬁ card

-~ 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) 397-3742
« Trans Union {800} 680-7289

Crime on the High Seas

Crimes against Children
The National Center for Missing and Exploited Children

[ ]

Crimes include sexual and physical assaulls, death, drug smuggling, theft,
and “vessel Conversion ™

b7E

-cases of child sexual exploftation including child pornography, onling

(NCMEC/ www. missingkids.com), in conjunction with the (.S, Postal

Inspeaction Service, U.8. Customs Service, and the Federal Bureau of
investigation, serves as the National Child Pornography Tip line. The
Congressionally mandated CvberTipline is a reporting mechanism for

enticement of children for sex acts, molesiation of children oulside the
family, sex fourism of children, child victims of prostitution, and unsolicited
obscene material sent to a child, Reporis may be made 24-hours per day,
7 days per week onling at W, wt}emni;na gom or by calling 1-800-843-
5878.
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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 cerfain 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
Altorney General's office and the Federal Trade Commission.
= FTC - flo.gov or 877-382-4357

Drugs
hd ; dtnonil PICHIGE TICEit i T 0G0 L ARARAS IHISTIC : E
b7E

L i

Elder Fraud

» More and more of the Elderly are the viclims of fraud!scams Why :
- Accessibility
~ The gaining of Trust
~ lsolation
- The belief that most senior citizens have cash available.
«  www. aarpsiderwaich.org

FACE Act _
¢ The FACE Act (18 U.8.C. § 248) prohibits the use of force, threat of force,
or physical obstruction fo, or attempt to, intentionally injure, intimidate or
interfare with the right of another person to oblain or provide reproductive
~ health services. This situation makes it unlawful to damage or attempt to
damage properly becauss the facility provides reproduction health
services. This includes places of worship.

{www thi.gov Mhgfcid/civilrights/oivilits him) :
& b7E




Federal Election Crimes

&®

Federal Trade Commission (FTC)

b7E

Federal Election crimes include: Vote Buying, Giving False information his
when voling, voting multiple times, voting by ineligibles, intimidation,
destruction of ballots, falsifying vole tallies, bassless voter chalienges,
voter deception, and campaign finance fraud.

Federal Elaction crimes do NOT include; False charges about opponents,
frying to convince an opponent to withdraw, campaigning too close to the
polis, paying for endorsements, taking voters 1o the polls, offering a stamp
to mail an absentee ballot, giving voters time off 1o vote, and technical

errors in election management. (These offenses come under localfstate
Jurisdiction.}

www flo gov/ifte/complaint. him

Clearinghouse for victims of identity theft.
By phone: Toll-free 877-FTC-HELP (382-4357); TDD 202-326-2502;
ldentity Theft Hotline: (877) 438-4338 .
By Mail: Consumer Response Center
Faderal Trade Commission
600 Pennsylvania Ave, NW
Washington, DC 20580

772-1213

For Consumer information: mw,:.f{c,qwfﬁaa‘mnsumeﬁ hm
NOTE: Also suggest they contact Social Security: www.ssa. goy, {800

. L . ﬁavmamaﬂf* Sare 3 A LT 11




Federal Treasury Checks {stolen/fraudulent)
» Report to the U.8. Secret Service — www.secretservice.gov

Fingerprints
s The FBI only fingerprints arestees and applicants. Those who need to be
fingerprinted for other jobs or other reasons should contact their police
department. Those who want a copy of thelr criminal history (rap sheet)

from the FBI must submit a check and a set of fingerprints fo the Cats
Division, Ses Arrest section,

Freedom of Information Act {(FOIA) Requests
« The PAL cannot release information to a person regarding themselves or
another individual. A Freedom of Information Act request has {0 be
approved and managed through FBIHQ. Advise the caller that

o Jo make a freedom of mfcrmati(m request 3 letler should be written
. stating you would like any information the FB! has on you and
include the following:
- Full Name
~  Any Aliases
- Date and Place of Birth
- Social Security Number {optional)
- Have your lelter notarized (if this a request for information about a
- third party, you must submit a notarized authorization or Privacy
Walver & Certification of identity Form from that party}
- State how much you are willing to pay for ciup ication fees i any are
. assessed,

- Send all of the above {o the following address:
Federal Bureau of Investigation
Record Information/Dissemination Section
170 Marce! Drive
Wincheaster, VA 22602-4843

s These requesis can also be faxed to 540-888-4995,
» Online Reguests for Freedom of information act can go o FBLgov and
click on Freedom of information Act at the botfom of the screen. Then
click on FOIPA Reguest Form and click “send.”

Gift Card Fraud

s Gift Card Fraud is reported to the Federal Trade Commission. They can
be contacted in any of the following ways:
Oniine: www fic.goviidtheft
By phone: 1-877-438-4338 or TTY, 1-868-853-4261
By Mail: identify Theft Clearinghouse
Federal Trade Commission
800 Pennsyivania Ave,, NJW.

e}
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Hate Crimes |
e A hate crime is defined as 3 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.

e 18 U.5.C. § 245 (Federally Protectad Activities} —~ prohibits injury,

intimidation, interfarence by force or threat of force, of any person

because of race, color, religion, national origin, of sexual orientation

bacause of their participation in certain activities.

18 U.8.C. § 247 (Damage of Religious Property) ~ prohibits intentional
-defacement, damags, or destruction of any religious real property because

of its religious, racial, or ethnic characteristics.

Healthecare Fraud
See Medzcarelwed cazd S@Giiﬁﬂ

&

wxampies of Heaithcare rraud ars:
- Hospitals, doctors, pharmacists, and other care providers
submitting bills for services never renderad.
- Serwvice Providers charging insurance for unnecessary and costly
procedures,

b7E
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- Doctors selling prescriptions to patienis for cash.
- Companies billing insurance for expansive equipment but providing
poor substitutes.
- - Crooked physicians enticing palients fo visit their cfﬁces for “free
services™ or gifts, then stealing their personal information and using
it to file fraudulent claims.

HIPAA Privacy
= Health Insurance Podability and Accountability Act

s MUST refer {o Health & Human Services at www . HHS gov
® b7E

Housing Discrimination
+« Office of Fair Housing and Equal Oppardunity
- Phone: 1-800-888-8777 _
- Write {(National): Office of Fair Housing and Equal Opportunity
Department of Housing and Urban Development
451 Seventh Strest, Room 5204
Washington, D.C. 20410-2000

Human Trafficking '

s The Trafficking Victims Protection Act (TVPA) (18 LLS.C. §8 15892-1594)
was passed in 2000 to strengthen federal criminal faws 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 sven if they are present in the U8, Hllegally.

» Human Trafficking occurs when someone recruits, harbors, fransports, or
obtains a person through the use of force, fraud. Or coercion for many
purposes including sexual exploiiation and/or forced labor,

+ Any activity related to commercial sex involving victims less than 18 years
of age is considerad a form of trafficking regardiass of whether the victim
was forced into that type of wark,

¢ Common tactics used to maintain control over trafficked person including
debt bondage, isolation, bealings, torfure, starvalion, false promises, and
threats to mambers 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 fo keep them from running away.

= People are trafficked for: prostitution, exotic dancing, servile marriage,
agricultural work, landscape wark, domestic services, factory work, street
peddiing, restaurant services, construction, hotel housekeeping, and day
fabor,

« 18,000 to 20,000 people are trafficked into the U.S. each year. Maore than
80% of victims are women and gitls; of thase, 70% are forced into sexual
servitude.




identity Theft
¢ The FBI does not handle identity theft, Callers should be referred to the

Federal Trade Commission, www.flc.gov,

Defend against Identity theft:

*®

Place a “Fraud Alert” on your credit reports; and raview the reports
carefully. The alert tells creditors to follow certain procedures before they
apen new accounts in your name or make changes o your axisting
accounts. The three nationwide consumer reporting companies have foll-
free numbers for placing an initial 80-day fraud alert; a call to one
company is sufficient;

- Equifax: 1-800-525-6285

- Experian: 1-888-397-3742

-~ TransUnion: 1-800-880-7289

Placing a fraud alert entitles you to free copies of your credit reports. Look
for inquiries from companies you haven't contacied, accounts you didn't
open, and debtis 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 sach 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 fic qavf dtheft to support your
writlen 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 enfcrcement official to heip
you with creditors who may want proof of the crime.
Report the theft to the Federal Trade Commission. Your report helps law
enforcement officials across the country in their investigations.
Online: www.ftc.gov/idtheft
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 1-886-DHS 2 ICE (347~2423)
WWW.ice.gov




Internet Crime Complaint Center
+ The Internet Crime Complaint Center (ic3) is an alliance betwseen the
National White Collar Crime Center and the FBL 3's missionisto
address crime commitied over the Internet. ic3 offers a central repository
for complaints related to Internet crime, uses the information {o quantify
patterns, and provides timely statistical data of current trends,

http-/fwww, Looks TooGood ToBe True.com: designed to protect consumers

against Internet Crimes and offer in-depth information on the latest
intarnat schemes as well as an on-line risk assessment test.

Lcﬁeryf&weapstakes Scam

« These scams involve the viclim raceiving notification, esther by telephone

or mail, that the victim has won a large sum of money. The victim is then

 convinced 1o pay money, under the guise of customs taxes, processing
fees, or as a fee {0 convert the winnmgs o United States curency, as a
prerequisite o receiving the winnings.

« {tis a violation of Federal Trade Commission (FTC) trade rules to require
& purchase or send monsay as a condition of receiving lottery or
sweepsiakas winnings as a condition of entering a contest, sweepstakes,
or other promation. Also it is Hlegal o play a foreign lottery through the
mail or on the telephone or internet (Title 18 United States Cade seclion
1301-1307).

Mail Fraud

+ U8, Postal Inspeciors investigate any crime in which the U.8. Mail is used
to further a scheme—whether i originated in the mail, by telephone, oron
the Internet. The use of the U.S. Mall is what makes i mail fraud.

= If evidence of a postal viclation exists, Postal Inspectors may seek
prosecutorial or administrative action against the viclator. 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

 eisewhere—be altered,

e« Postal inspactors base mvestigat;ons or mait fraud on the number, pattern,
and substance of complaints received from the public. The Postal
inspaction 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.

s {f you feel you've been victimizad in a fraud scheme that involves the US.
Mail, submit a Mail Fraud Complaint Form fo the U.S. Postal Inspection
Service,

« Postal Inspection Service, www . postalinspectors.uspis.gov




Medical Drugs and Medical Products Sold Online
- o Food and Drug Administration
Phone: 1-888-463-6332 to requast & complaint form
Fax:  1-B00-332-0178 fax your complain form
Write: MedWatch
The FDA Madical Products Reporting Program
Food and Drug Administration

5800 Fishers Lane :
- Rockville, Mi} 208529787

Medicare/Medicaid Fraud

&

e Caomplainant may aso report 10 LDepanment of Health and Human
Services, Office of Inspector General at 1-800-447-8477
o  Write to: Direclor, MFCU
Office of Altorney Genegral
1525 Bherman Street, Sth Floor
Denver, CO 80203
Phone: {303} 886-5431
htip:/oig.hhs.govihotling him!

Missing Abroad
« Giate Depariment {202) 647-5225
s hitp:J/Aravel state govilawfinfolinfo 828 It

Missing Children . |

¢ The Nationa! Center for Missing and Exploited Children (NCMECQC), in
conjunction with the U.S, Postal Inspection Service, U.8. Customs Service,
and the Federal Bureau of Investigation, seifves as the National Child
Porography Tip line. The Congressionally mandated CyberTipline is a
reporting mechanism for cases of child sexual exploitation including child
pornography, online enticement of children for sex acts, molestation of
children outside the family, sex tourism of children, child victims of
prostitution, and unsoclicited obscene material sent to a ¢child. Reports may
be made 24-hours par day, 7 days per week online at
www . cypertipling. com or by calling 1-800-843-5578,

« Callers should also be directad to notify there iocal authorities

¢« Also ses Kidnapping and Crimes against Children Ssection.

Mm’tlgage Frald

= {f possible, 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.

s Typical morigage and foreclosure scams:

b7E
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Property Flipping — Property is purchased, falsely appraised at a higher
* valug, and then quickly sold. What makes property flipping ilegal is that
the appraisal information is fraudulent. The schemes typically involve one
or more of the following: fraudulent appraisals, doctored loan
documentation, inflating buyer income, ate. Kickbacks to buyers,
investors, propertyf/loan brokers, appraisars, title company employees are
common in this scheme. A home worth $20,000 may be appraised for
$80,000 or higher in this scheme,

Silent Second ~ The buyer of a property borrows the down payment from
the seller through the fssuance of a non-disclosed second marigage. The
orimary lender believes the borrower has investad his own money in the
down payment, when in fact it is borrowad. The second mortgage may
nat be recorded to further conceal its status from the prmary lender,

Nominee Loans/Straw Buyers ~ The identity of the borrower is
concealed through the use of a nominee who aliows the borrower to use
the nominee’s name and credit history to apply for a ioan.

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 identifving information and credit
history are used without the true person’s knowledge,

inflated Appraisals ~ An appraiser acls in collusion with a borrower and
provides & misleading appraisal report {o the lender, Thea report
inaccuratsly states an inflated property x_iaiue.

Foraclosure Schemes ~ The perpetrator identifiss homeowners who are
at risk of defaulting on loans or whose houses are already in foreclosure.
Parpetrators mislead the homeowners into helleving that they can save
their homes in exchangs for a transfer of the deed and up-front fees. The
parpetrator profits from these schemes by re-mortgaging the property or
packating fees paid by the homeowner.

Equity Skimming ~ An investor may use a straw buyer, false income
documents, and false credit reports, to obtain a morigage loan in the straw
buyer's name. Subseguent to closing, the straw buyer signs the property
over to the investor in a quit claim deed which relinquishes all rights o the
property and provides no guaraniy to {itle, The investor does not make
any morigage payments and rents the property untit foreclosure fakes
place saveral months later,

Air Loans ~ This is a non-existing property loan where there is usually no
collateral. An example of an alr loan would be where a broker invents




borrowers and properties, establishes accounts for payments, and
maintaing cusiodial accounts for escrows.: They may set up an office with
a bank of telephones, sach one used as the empiayer appraiser, credit
agency, etc., for verification purposes,

Tsps to avoid Morfgage Fraud
Get referrals for Real Estale/Mortgage Professionals. Check
licenses of industry professionals with state, county, or oity
regulatory agencies.

- I it sounds to good o be true, it probably is.

-~ Bewaryof strangers/unsalicited 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 dfmuments
or seek assistance from an atforney. :

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

- Raview the title 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”

-~ Chack out tips on the MBA's website at
hitpAwww StopMortgageFraud.com for additional advice on
avoiding Mortgage Fraud.

Moving Company Hastag}e Freight
=  When a moving company is holding a person'sfcompany’s items hostage
and demanding more money than the original cost.

+ Handled by the Fadaral Motor Carrier Safely Association (FMCSA) 1-888-
368-7238 or www, 1-888-DOT-SAF T .com

National Sex Offender Public Registry
. WWW. Isopr.goy/

Parental sznappmg
» The FBI dose not investigate parantal kidnapping unless there is evidence
that the parent is taking 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 lelter from the distriet attorney or local police department
raquesting the FBlU's assistance.
« A copy of the warrant issued by the disirict attomey stating that the
parent is in violation of the couwrt order.

20




» There are basically iwo 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 Stales.

s [Intemational Parental Kidnapping Crime Act (IPKCA) of 1983: A viclation
where a parent takes a juvenile under 18-years of age guiside 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 Department of State, Office of Childran's issues {OChH

- 202-736-8080 (1el)/202-736-8133 (fax).

- Have Child's name entered into Children’s Passport lssuance Alert
Program at Dept. of State {202-738-9158) to be notified if dept.
receives passport application for child.

-~ Contact National Center for Missing and Exploited Children
{(NCMEC) at 1-800-843-5878.

- Hague Convention
- No Custody decres neadsd.

- Submit Application to U.S. Central Authority (DOS QCS)

»  Uniawful Flight to Avoid Prosscution (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 FBl to assist with a UFAP
warrant, the following criteria must b met: -

1} There must be probable cause {o believe the abducting parent has
fled interstate or intemationally to avoid prosecution or
confinemsant.

2) The state authorities must have an outstanding warrant for the
abductor's arrest charging hinvher with a felony under the faws of
the state from which the fugitive fless.

3} The state authorities must agree {0 exiradite and prosecuts that
fugitive from anywhere in the U.8. the subjectis apprehended by
the FBL

-4} - The local prosecuting attorney or police agency should make a
written request {o the United States Attorney for FBI assistance.

5) The United States Attorney must authorize the filing of a complaint
and the federal arrest process must be cuistandmg prior to the
time that mvestlgatten is ;nsatut&d

{www Thi.gov/haleidicac/kidnap him)

?assparts

s Stolen, Fraudulent, or snformaam regarding passports shouid be referred
to the Department of State ~ travel. www state.gov, or the National
Passport Information Center ~ 1-877-487-2778.

Fublic Corruntion
o o b7E :




; a“ E‘E?fﬁi?e&m&ﬁ‘é mEEi:i & :' E :‘i EEF=

s “Public Corruption investigation” is defined as any criminal case, opened
under any classification, wherein it is alleged that either a public official
{sither 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 frust and/or undermines the
integrity of federal, state or loca! governmental operations, in vmiatien of
federal law.

e Type of Public Cortuption are:

- Contract

- Jdudicial

- Law Enforcement
- Legislative

- Regutlatory

- Election Fraud

Contract — Payment of bribes or kickbacks {i.e. anything of value) to local, state,
or federal public officials in exchange for favorable freatment regarding
government contracts and can include:
-~ “"Pay {o play” schemes
-~ improper disclosure of mmpeﬁtar bid informations
- Discretionary awarding of “no Bid” contracts
Approving false invoices or cost overruns for the bidding contractor.

Judicial - When and 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

- Walving fines

~ Dismissal of charges

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

Legisiative ~ Bribes or kickbacks to legisiators, their staff, lohbyists, or
cansultants in exchange for some action or inaction conceming pending or future
feqisiation or policy. This may inciude any of the following:
- Voting forfagainst legistation
Confirmation of an executive appointment
- Appropriation considerations
~ “Pay o play” schemes

Regulatory ~ Typically involves payments to public officials in exchange for
- some action or ihaction pertaining to ficensing, inspections, zoning variances, ar
other public documents. Reguiatory corruption can include:

b
3]




b7E

Failure to report violations of regulatory codes in exchangs for
something of valus,

Fraudulent issuance of identification documents.

Improper issuance of identification documents.

improper issuance of ficenses {iquor, vehicle, construction, adult
gnfertainment, slc.)

Altaring zoning variances

Election Fraud —~ Election fraud can ocour in state or federal election and

- encompasses activities such as buying vetes, intimidating voters, voting more
than once in an election, tampering with ballot boxes, destroying ballots, or any
other intentional d;sruptmns of the poliing process.

b
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Social Security Administration, Fraud
¢ internet www.ssa.govioig!
Phone: 1-800-772-1213, or 1-800-289-0271
Virite: 'Soclal Security Fraud Hotline
P.0. Box 17768
Baltimore, Maryland 21235

Spam or Junk E-mails
« Federal Trade Commission
Phone: 1-877-382-4357
Write: Federal Trade Commission
CR(C-240
Washington, D.C. 205880

Spam or Junk Facsimiles

« Federal Communications Commission
Phone : 1-888-225-5322
internet : www.fcc.gov

Student Loans

¢ Fraudulent loans or information regarding student loans should be referred
1o the Depariment of Education, 1-B00-872-5327.

Telemarketing Fraud
e« The Federal Trade Commxssmn (FTC} enters all telemarketing, 1dentriy

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
talamarketing fraud hotline, as wall as a webhsite:
1-877-382-4387
www . fte.gov

+ [f there is a Canadian nexus, caller should be referred to Phongbusters
Email: info@phonebusters.com, Fax: (888} §54-8428 or Telephone: (888)
485-8501. By mail: Box 688 North Bay, Ontaric P18848.
www, phonebusters.com

24




Telephone Service (Billing, Access, Service, Long Distance}
» Federal Communications Commission, www.fcc.gov
- Phone: 1-888-228-5322
Write: Federal Communications Comrmission
Consumaer Information Bureau
Consumer Complaints-Telephone
- Washington, D.G. 20554

Travel Advisories
¢ Department of Slate

wiww, Travel State.gov
202-847-4000 '

Valor {Stolen}
»  Wearing, manufacturing, or selling any decoration of medal authorized by b7E
Congress for the Armed Forces or any medal, badge, of decoration
awarded to members of such forces without authority. '

Watch List

®

Refer tham to the Transportation Security Adminisiration {15A) —
866-288-9673 or the Terrorist Screening Center - BEG-872-5678.

Witness Protection

« This program is handied by the U.S. Marshal's service,
www.ugmarshals. gov.
»  USBMS also apprehends federal fugitives

25




Common Referrals (other government agencies and public
service organizations)

BATF {Bureau of Alcohol, Tobacca 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 Senvices
« www.hhs.gov

Drug Enforcement Agency
e www justicae govidea

Federal Trade Commission
¢ www.itc.org

Federal Communications Commission
e www.foc,org

s 1-888-225-5322

Food and Drug Administration
= Food and Drug Administration
 1-888-483-8332 fo request a complaint form
« Fax: 1-800-332-0178 fax your complain form
» Write: MedWaich

The FDA Medical Products Reporting Program
Food and Drug Administralion

5600 Fishers Lane

Rockville, MD 20852-8787

immigrations and Customs Enforcement {ICE)
s Www.ice.gov

= 1-866-DHS 2 ICE \34?' 2423}

inter;‘iei Crime Complaint Canter (an FBI initiative)
»  www.icd gov

W AnTTreeesk—tanoi b e
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National Center for Missing or Exploited Children
e www.nomec.com

o ww,cvpeﬁimine.csm
® 1-8{}&843»5?678

National Sex Offender Public Registry
s WWW.NSopr.gov!

Office of Fair Housing and Equal Qpportunity
+ 1-800-668-8777

« Office of Fair Housing and Equal Opportunity

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

« www.hud.gov

US Marshals Service
¢ www.usmarshals.gov

US Postal Inspection Seivice
» www. postalinspectors.uspis.gov

U8 fmmigrations and Customs Enforcemeant (ICE)
s WWW.ICe.gov ®

US State Depariment
= www state.gov

s  202-847-2000

US Secret Service
* www.sacretservice.gov

Social Security Administration
& WWw.Ssa goviaiy
« 1-800-772-1213, or 1-800-209-0271 :
¢ Social Security Fraud Hotline, P.O. Box 17768, Baltimors, Maryland
21235 _

 Transportation Security Administration
« B66-288-9673

«  www.isa.gov
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Arrest Records

« The FBI will not provide amest records to third parties.

= Arrest records are housed in database repositories within CJIS Division
(304} 825-2000 (hey, this is where you hvel).

+ The caller can go to www.fbi.gov under Stats and Servicas for instructions
oF you can

¢ Advise a caller to raquest a copy of their arrest record, and include the
following:

Full Name

Any Aliases

Date and place of birth

Social Security Number (aptional)

A set of fingerprints, which can be obtained by going to a local police

departmeant. The local FBI office will not do this.

» Either a certified check or money order in the amount of $18.00 made
payable to the Treasury of the Uniled States.

*  BSend all of the above to the following address:

Federal Bureau of Investigation

Criminal Justice Information Services Division

1000 Custer Hollow Road

Clarksburg, West Virginia 28308

B B8 B B =

ATF (Bureau of Alcohol Tobacco Firearms and Explosives)
® i AT F vmiatmns shauld be direcled to;

’5 86(3~ATF GUMS {1-800-283-4887)

ATM (Automated Teller Machine) Card Fraud
*  Report to the Secret Service, www.secretsenvice.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

Bank Fraud

« Bank fraud is the criminal offense of knowingly exacuting or attempting to
execute a scheme or artifice to defraud a financial institution or to obtain
property owned by or under confrol of a financial institution by means false
or fraudulant prefenses, rapresentations or promises.

Bankrupticy Fraud

+ Report to Depariment of Justice the Office of the United Siates Trusiee
www justice. goviust,

Businesses {(Fraudulent}
= (allers who want {o report or find out if a business is legitimate should
contact and/or make reports to
Betlter Business Bureau {ww
Faderal Trade Commission v o oval

Cabile Television Complainis
¢ Report to Federal Communications Commission

www. fce.gov

Fhone: 1-B8R-235-8322

Wiite: Federal Communications Commission
Cable Services Bureau
Consumer Protection and Competition Division
448 12" Street, SW.
Washington, D.C, 20554

Cell Phones, Pagers, Wireless Complaints
« Report to the Faderal Communications Commission

www. foc. gov

Phone: 888-225.83223

Write: Federal Communications Commission
Wireless Telecommunications Bursay
Enforcament and Consumer Information Division
informal Complaints and Public Inquity Branch
1270 Fairfield Road
Gettysburg, PA 17325

Check Fraud
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Internet check fraud schemes should be reported fo ic3.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 Attormney General's guidelines make the United 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 guidelings, the FBI can only open cases upon
referral from a United States Attorney's Office (USAO).

The Atforney General's guidelinas are intended {o ensure effective
prosecution of the CSRA by providing a8 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 mora appropriate.
As a general principle, cases are usually accepted only when the referral
clearly indicates that all reasonable and available remedies at the state
jevel have been exhausted. Among such cases, priority is given to those
whera the following is established: '

o a pattern of interstate flight to avoid payment or flight after
service of process for contermnpt or contempt hearings;

o a pattern of deception to avoid payment, such as changing

employment, concaaling assets or jocation, or using false

names and/or social security account numbers;

failure fo make support paymenis after being held in

contempt;

o particular circumstances exist which dictate the need for
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 make child support payments has nexus

to other potential federal charges, such as bankruptey fraud,

bank fraud, federal incoms tax charges or ather related
criminal conduct; and

Priority may also be given 1o those cases where the children

of the non paying parent are still minors.
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Civil Rights

The FBl is the lgad agency for investigating violations of federal civil rights
laws; however the decision to prosecute allegations of civil rights

- violations is made by the Depariment of Justice.

The Civil Rights Program is divided into four sub-programs — these are the
FRUs priority:

Hate Crimes

“Color of Law”

Human Trafficking

Freedom of Access to Clinic Entrances (FACE) Act

18

(VAR

(]

The following information should be provided by the complainant. Al
identifying information for the victim({s);

o As much identifying information as possible for the subject(s),

including position, rank, and agency smployed;

o Date and time of the incident;

o Location of Incident;

o Names, addresses, and telephone numbers of any witness{as);

o A complste chronclogy of svents; and

o Any report numbers and charges with respect o the incident.

Color of Law

?

®

18 U.G.C. § 242 (Color of Law) — unlawful for any person acting under
cotor of law to wilifully deprive someone of any rights secured or protected
by the Constifution or laws of the U8,

18 U8.C. § 241 (Conspiracy Against Rights) ~ unlawful for two or more
persons to conspire {o injure, oppress, threaten, or intimidate any
parsan...in the frea exarcise or enjoyment 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, siate, or federal government ageanoy.

Most Color of Law crimes fall inlo five broad areas:

s Excessive Fomee: In making arrests, maintaining order, and
defending fife, law enforcement officers are allowed o use
whatever force is “reasonably” necessary. The breadth and scops
of the use of force is vast-from just the physical presence of the
officar...to the use of deadly force. Violations of federal law ocour
whaern it can be shown that the force used was wilifully
“unreasonable” or “sxcessive.”

N
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= Sexual Assaults by officials acting under color of law can happen in
jails, during traffic stops, or in other settings where officials might
use their position of authority 1o coerce an individual into sexual
compliance. The compliance is generally gaingd because of a
threat of an official action against the person if he or she dossn’t
comply.

« False arrest and fabrication of evidence: The Fourth Amendment of
the U.8. Constitution guarantees the right against unreasonable
searches or seizures. A law enforcement official using authority
pravided under the color of law is aflowed to stop individuals and,
under certain croumstances, to search them and retain their
property. s in the abuse of the discretionary power-such as an
unlawful detention or illegal confiscation of property-that a viclation
of a person’s civil rights may oocur. Fabricating evidence against
or falsely arresting an individual aiso violates the color of law
statute, taking away the persoir's rights of due process and
unreasonable seizure. In 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 Amendmant secures the right to
due process; the Eight Amendment prohibits the use of crus! and
unusual punishment. During an arrest or detention, these rights
can be viclated by the use of foroe amounting to punishment
{summary judgment). The person accused of a crime must be
aliowed the opportunity to have a trial and should not be subjected
to punishment without having been afforded the opportunity of the
lsgal process.

= Fadure to keep from hann: The public counts on its law
enforcement officials {o protect local communities. If it's shown that
an official willtfully failed {o keep an individual from harm, that official
couid ba in violation of the color of law siatute.

Computer Intrusion/Hacking
»  Computer Infrusion is defined as an individual or entity gaining or
attempting to gain access {0 a personal computer or network system

flegally with the internet to corruptidestroy information, or use the
information 1o commit further orimes.

« Computer Intrusion includes government entities, private sectors
companies, and individuals.
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Copyright, Trademark Infringement, and Theft of Trade Secrets
s Supported by ICE . www.iprcenter gov or go io www copyright.gov

b7E

» inteliectual Propserty Rights is the monopoly protection for creative works

such as writing (copyright), inventions (patents), processes (irade secrats)
and identifiers (rademarks).

o The National Intellectual Property Rights Coordination Center (IPR
Couordination Center) is the U.S. government's iatest weapon in the
fight against violations of Intellectual Property Rights (IPR) laws.
Located in Washington, D.C ., the IPR Coordination center is a
mutti-agency Center responsibie for coordinating a unified U.S.
governmant response regarding PR enforcemant issues.
Investigative personnel provide core staffing from tmmigration and
Customs Enforcament (ICE) and the Federal Rureay of
Investigation (FBI). Particular emphasis is given to investigating
major criminal organizations and those using the Internet o
facifitate IPR crime.

o Mail: U.S. lmmigration and Customs Enforcement
National intellectual Property Rights
500 12" Strest SW
Washington, D.C. 20224
Phone: 886-1PR-2080, or 886-477-2050
Fax: (202) 307-2127

Counterfeit Money
« Report o the U.S. Secret Service, wiww. secrefservics.gov

Credit Card Fraud
« Reportio the US. Secret Sarvige, www seoretaanviog aoy




« 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 cardsidebit
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 must immediately dispute the
charge(s) in writing with the customer ralations office of your credit card
company. Here are some tips: :

O

o

o

Report the crime to the police immediately
immediately contact your credit card issusrs

Call the fraud unit of the three credit reporting bureaus (listed
below)

Equifax Credil Information Services - Consumer Fraud
Division

P.O. Box 1054968

Atlanta, Georgia 30348-5488

Tel (800} 9872483

Fraud Alert; (800) 525-8285

wnw sgufax aem

Experian

P.O. Box 2104

Allen, Texas 78013-2104

Tel (888) EXPERIAN (387-3742)

Fraud Alert: (888) 387-3742

Trans Union Fraud Victim Assistance Department
.0, Box 380

Springfield, PA 18064-038¢0

Tel: {800} 880-7288

Fraud Alert: (800) 880-7289

SSAAASE TESINSL TR ey
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Crime on the High Seas |

s Crimes include sexual 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.8. Postal
Inspection Sewvice, U.S. Customs Service, and the Federal Bureau of
investigation, serves as the National Child Pornography Tip line. The
Congrassionaily mandated CyberTipline is a reporting mechanism for
cases of child sexual exploitation including child pornography, online
gnticemant of children for sax acts, molestation of children outside the
family, sex tourism of children, child victims of prostitution, and unsolicited
ubscene material sent to a child. Repmﬁs mezy be mads 24-hours per day,
7 days per wesk online at www cybartin 1 of by calling 1-800-843-
5678.

b7E

Cyber Threats to FBI Systems {not spec

Debt Collectors {Fair Debt Collection Practices Act)

2

®

ific to a Field Office)

b7E

The Falr Debt Collsction 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 ows.

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




» FTC - ftc.gov or 877-382-4357

Drugs
= Rafer o the local police department and/or the DEA, waww iustics sovinas

Elder Fraud (this is not a federal violation per se)

« More and more of the Elderly are the victims of fraud/scams. Why
- &ccess:b;iaty
~ The gaining of Trust
~ isplation

The belief that most senior citizens have cash available

8 WWWLNESR 808 GOy

FACE Act

= The FACE Act (18 U.B.C. § 248) prohibits the use of force, threat of force,
or physical cbstruction to, or attempt to, infentionally 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 aftempt to

damage property because the faciity provides reproduction heaith
saervices. This includes places of worship.

e www bl g hddcidiciviiaghisfandins him
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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 vots tallies, baseless vater challenges,
voter deception, and campaign finance fraud.

b7E

+ Federal Election crimes do NOT include: Faise charges about opponents,
trying to conwince an opponant to withdraw, campaigning too close to the
polis, paying for endorsements, taking voters to the polis, offering a stamp
to mail an absentee ballot, giving voters time off o vote, and technical
errors in election managemsnt. (These offenses come under lncalistate
jurisdiction.)

Federal Trade Commission (FTC)
= The FTC s the clearinghouse for identity theff victims.

PR TP o
Hinim

o Byphone! Toll-free 877-FTC-HELP (382-4357), TDD 202-328-
2502; identity Theft Hotline: (877} 438-4338 Online:

NARAI AT TR saant 3 St mdE
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o By Mail: Consumer Response Center
Federal Trade Commission
800 Pennsylvania Ave, NW
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.............................

Washington, DC 20580

¢ For Consumer Information: www fio aovificdoansumer him

NQTE: Also suggest they contacting the Social Security Administration:
WL ESR.A0Y, (800) 772-1213

Federal Treasury Checks (stolen/fraudulent)
« Report to the U.S. Secret Service — www.secretservice gov

Fingerprints
» The FB! only fingerprinis arrestees and applicants. Those who need to be
fingerprinted for other jobs or other reasons should cantact 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
s Refer the caller {o the Secret Service

Freedom of information Act {(FOIA) Requests
¢ The PAL cannot release information 1o a person regarding themselves or
another individual. A Freedom of information Act request has to be
approved and managsed 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 Number (optional)

Have your letter notarized {if this a request for information

about a third party, you must submit 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 alf of the above to the following address:

Federal Bureau of Investigation

Record information/Dissemination Section

170 Marcel Drive

Winchester, VA 22602-4843




+ These requests can akko be faxed to 540-868-4805

« Online Requests for Freedom of information act can go to fbi.gov and click
an Freedom of information Act at the bottom of the screen. Then click on
FQIPA 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:

By phone: 1-877-438-4338 or TTY, 1-868-653-4281
By Mail: - Federal Trade Commission
800 Pennsyivania Ave., NW.
Washington, D.C. 20580
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Harassment .
»  Via the internet referto ic and looal police department
+  Via the mail: refer to postalinspactors.uspis.gov
+ Via the phone: refer to local police departiment

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.B.C. § 245 (Federally Protected Activities) — prohibits injury,
intimidation, interference by force or threat of force, of any person
because of race, color, religion, national onigin, or sexusal orientation
because of thelr participation in certain activities. '

18 U.8.C. § 247 (Damage of Religious Property) — prohibits intentional
defacemeant, damage, or destruction of any raligious real property because
of its religious, racial, or ethnic characteristics.

Healthcare Fraud
e FBIlis the primary investigative agency for Health Care Fraud

Examples of Healthcars 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 selling prescriptions to patients for cash.

= Companies billing insurance for expensive equipment bul providing
poor substitutes,

= Crovked 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

®

e Can also refer to the Deparntment of Health and Human Services, Office of
the Inspector General at 1-800-447-8477 or oig hhs.govihotline htmi

HIPAA Privacy
» Health Insurance Portabifity and Accountability Act
« MUST refer to Health & Human Services at waww HNS goy

Housing Discrimination
= Refer to the Office of Fair Housing and Equal Opportunity
=  Phone 1-800-688-8777
= Write (National): Office of Fair Housing and Egual Qpportunity
Department of Housing and Urban Davelopment
451 Seventh Straet, Room 5204
Washington, B.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 2.00am-
5:00pm.  After hours voice mailfinstructions. '

s The Trafficking Victims Protection Act (TVPA) (18 U.S.C. &8 1588-1504)
was passed in 2000 to strengthen federal criminal laws prohibiting humsn
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 sven if they are present in the U.S. Hlegally.
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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 viclims less than 18 years
of age is considered a form of trafficking regardiess 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 alsc confiscate
the victim’s passpor, visa, other important documents, and any money in
their possession in order to keep them from running away.

Paople are trafficked for: prostitution, exotic dancing, servile marriage,
agricultural work, landscape work, domestic services, factory waork, strest
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
B0% of victims are women and girls; of those, 70% are forced inlo sexual
servitude.

b7E

FBI identity theft investigations typically focus on large groups of identity
thieves and criminal enterprises which are the most d:fficult tn investigai‘e
and involve a substantial number of victims, Should a be ren

W not e mvestgated by the FBL Individual victims should be referred to
the Federal Trade Commission, waww fic qov

Defend against identity theft:

Place a "Fraud Alert” on your credit reports, and review the reports
cargfully. 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 naticnwide consumer reporting companies have toll-

free numbers for placing an initial 90-day fraud alert; a call to one
company is sufficient:

18
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«  Equifax: 1-800-525-6285
*  Experian: 1-888-397-3742
= TransUnion: 1-800-680-7288

» 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 depariments 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 weaw 8¢ qoviidihef to support the
written statement.

= Ask for verification that the disputed account has been closed and
the fraudulent debis 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 craditors who may want proof of the crimse.

» Report the theft 1o the Federal Trade Commission.
Online: waaw e govfiathal
By phone: 1-877-438-4338 or TTY, 1-886-653-4261
By Mait: identify Theft Clearinghouse
Federal Trade Commission
600 Pennsyivania Ave., N'W.
Washington, D.C. 20680

immigration and Customs Enforcement (ICE})
s immigration matters cantact 1.886-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. {C3's mission is fo
address crime comumitted over the Intermnet. 1C3 offers a central repository
for complaints related te internet crime, uses the information to quantify
patterns, and provides timely statistical data of current trends.
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When the frauduient acztivz‘ty has an intemet nexus, {start&d vig emat! or

nlndfewe LookafsoboodTolle True oo This site is designed to protect
consumers against internet critnes and offer in-depth information on the
iatest internet schames as well as an on-line risk assessment fest.

Lottery/Sweepstakes Scam

2

These scams involve the victim receiving notification, either by telephone
or mail, that the victim has won a large sum of money. The victim is then
mnvmced 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 1o receiving the winnings.

it is a viclation of Federal Trade Commission (FTC) frade rules to require
a purchase or send money as 8 condition of receiving lottery or
sweepstakes winnings as a condition of entaring a contest, sweepstakes,
or other promotion. Alse it is illegal to play a foreign lottery through the
mail or on the telephone or intemnet (Title 18 United States Code, saction
1301-1307).

Mail Fraud

&

Refer {o Postal ingpection Service, wwiv posiainsnocians, uanis aoy

1-877-878-2458

LS. Postal Inspactors investigate any crime in which the 1.8, Mail is used
to further a scheme-—whether it originated in the mail, by telephone, or on
the Internel. The use of the U.S. Mail is what makes it mail fraud.

if evidence of a postal violation exists, Postal inspectors may seek
prosecutorial or administrative action against the viclator. However, if
money g lost through a fraudulent scheme conducted via the mail,
inspectors lack the authorily to ensure you receive a refund and can
require that products, services, ar advertisements—aon the internet or
elsewhera—be alterad.

Postal Inspectors base investigations or mail fraud on the numbsy, pattem,
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 Soid Online

ci o 8 . -
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« Refer to Food and Drug Adminisiration :
Phone: 1-888-463-8332 {o request a compiaint form
Fax: 1-BO0-332-0178 fax your complain form
WWrite: MedWatch
The FDA Medical Products Reporting Program
Food and Dirug Administration
8800 Fishers Lane
Rockville, MD 20852-9787

Missing Abroad
s State Department {(202) 8475225

1-888-407-4747
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Missing Children

¢ The National Center for Missing and Exploited Children (NCMECQC), in
conjunction with the U.S. Postal inspection Service, U 8. Customs
Service, and the Federal Bureau of Investigation, serves as the National
Child Pormography Tip line. The Congressionally mandaled CyberTipline
is a reporting mechanism for cases of child sexual exploitation including
child pornography, onling enticement of children for sex acts, molestation
of chiidren sutside the family, sex tourism of children, child victims of
prostitution, and unsoliciied obscene material sant {o a child. Reports may
be mads 24-houwrs per day, 7 days per week online at
VOOV D00, Wi Tissingkids. o, or by ealling 1-800-843-
5678,

Mortgage Fraud

« Typical mortgage and foreciosure scams:

o Property Flipping ~ Property is purchased, falsely appraised at 3
higher value, and then quickly sold. What makes property flipping
ilegal is that the appraisal information is fraudulent. The schames
typically involve one or more of the following: fraudulent appraisals,
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doctored loan documentation, inflating buyer income, etc.
Kickbacks 1o buyers, invesiors, property/ioan brokers, appraisers,
title company employees are common in this schems. A home
worth $20,000 may be appraised for $80,000 or higher.

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 own money in the down paymeant, when infact it is
borrowed. The second mortgage may not be recorded {o further
conceal its status from the primary lender.

Nominee Loans/Straw Buyers ~ The identity of the borrower is
concealed through the use of a nominee who allows the borrower
{o use the nomineg’s name and credit history to apply for a loan.

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 frue person’s
knowledge.

inflated Appraisails — An appraiser acts in collusion with a
borrower and provides a misleading appraisal report to the lender.
The report inaccurately states an inflated property value.

Foreclosure Schemes — The perpetrator identifies homeowners
who are at risk of defaulting on loans or whose houses are already
in foraclosure. Perpetrators mislead the homeownars info belisving
that they can save their homes in exchange for a transfer of the
deed and up-front fees. The perpetrator profits from thase
schemes by re-mortgaging the property or pocketing fees paid by
the homeowner,

Equity Skimming - An investor may use a straw buyesr, false
income documents, and false cradit reports, to obtain a morigage
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 {o the property and provides no
guaranty to title. The investor does not make any morigage
payments and rents the property until foreclosure takes place
saveral months later.

Ailr Loans ~ This is a non-existing property loan where there is
usually no collateral. An exampie of an air loan would be where a
broker invents borrowers and properties, establishes accounts for

e T . [ ) g e | > -
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payments, and maintains custodial accounts for escrows. They
may sel up an office with a bank of telephones, each one used as
the employer, appraiser, credif agency, efc., for varification
QUIPOSES,

***Tips to aveid Mortgage Fraud

= Get refarrals for Real Estate/Mortgage Professionals. Check
licenses of industry professionals with state, county, or city
regulatory agencies.

= |f it sounds {00 good to be true, it probably is.

= Be wary of strangers/unsolicited contacts, as well as high pressure
sales technigues. ‘

= Verify the value of any property hefore 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 vou are anticipating io
purchase before making the purchase.

= Know and understand the terms of your morigags.

= Never sign any loan documents that contain “blanks.”

= Check out tips on the MBA's website at
hite ey StooMarisaeFraud oo for additional advice on
avoiding Morlgage Fraud.

Moving Company Hostage Freight

« Whan a moving company is holding a person’s/company's items hostage
and demanding more money than the original cost.

« Handled by the Federal Motor Carrier Safsty Association (FMCBA) 1-888-
JB8-7238 or vawwe, LESRDOTRAFT oo

National Sex Offender Public Registry
» Individuals convicted of a sex offence are required by law 1o register with
the local jurisdiction, providing their current address and contact
information. A listing of registered sex offenders is available to the public

14 RES YIS Seeaasd
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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 it is
not a federal kKidnapping case. A parent cannot violate the federal
Kidnapping statute by taking their own child, sven if state lines are

A S PO, 3
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crassed, unless the individual’s parental rights have been terminated in
coutt. | violation of a custody order is not 8 termination of parental rights.

= NCMEC (1-800-843-5678) intakes reporis 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 altorney 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.

e« There are basically two federal criminal ivestigative 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. Infemational Parental Kidnapping Crime Act (IPKCA) of 1983: A
violation where a parent {akes 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 Department of State, Office of Children’s Issues
(OCI) 202-736-8080 (tel)/202-736-8133 (fax}.

=  Have Child's name entered into Children’'s Passport
issuance Alert Program at Dept. of State (202-736-8156) to
be notified if dept receives passport application for child.

= Contact Nationa! Center for Missing and Exploited Children
(NCMEQC) at 1-800-843-5678.

= Hague Convention
No Custody decres needed.
Submit Application to U.S. Central Authority {DOS OCH).

2. Unlawtul 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 UFAP warrant, the following criteria must
be met:

24
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* 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 prosscute
that fugitive from anywhers in the U.S. the subjsct is
apprehsnded by the FBL

= The local prosecuting attorney or police agency should make
a wrilten requast to the United States Attorney for FRI

_ assistance.

= The United States Attorney must authorize the filing of 3
complaint and the federal arrest process must be
oulstanding prior to the time that investigation is instituted.

« The FBi has jurisdiction if, and only #, the victim is transported across
state lines. If we are unsure if this has occurred we will oflen work them

anyway. After 24hrs pass, the law presumas the interstate fransport
ceourred,

¥ ai ey i i VRS SR s L ) S F w
s Refer caller to www U aovihaidindonsiadnan
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Passports

« Stolen, Fraudulent, or information regarding passports should be referred
o the Departmant of State ~ travel, www.state gov, or the National
Passport Information Center 1-877-487-2778.

Public Corruption

&

« A Public Corruption matter is defined as any criminal case, opened under
any classification, wherein it is alleged that either a public official {either
elacted, appointed, or under contract), andfor 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 govermnmaental operations, in vinlation of federal
law,

# Type of Public Corruption are;
o Gontract - Payment of bribes or kickbacks {Le. anything of value)
to local, state, or federal public officials in exchange for favorable

treatment regarding governmeant contracts and can include:

= “Pay o play” schemes

TS T 8 BN @04 553 4155 B W . i w2 25
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= |mproper disclosure of competitor bid information

= Discretionary awarding of “no Bid” contracts

= Approving false invoices ar cost averruns for the bidding
contracior.

Judicial ~ When an individual or organization sesk to influence an
act taken by a court by engaging in behavior that corrupts a
member of the judiciai system.

= Reduction of bond or sentence

= Waiving fines

= [Dismissal of charges

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” illagal activity
= Leaking sensitive information to unauthorized parties

Legislative — Bribes or kickbacks to legisiators, their staff,
lobhyists, or consultants in exchange for some action or inaction
concerning pending or future legisiation or policy. This may include
any of the following:

Voting for/fagainst 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 documents.
Regulatory corruption can include:

= Failure to report violations of regulatory codes in exchange
far something of value.

= Fraudulent issuance of identification documents.

= Improper issuance of identification documents.

s Improper issuance of licenses (liquaor, vehicle, construction,
adult enfertainment, etc.)

= Altering 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

2
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with ballot boxes, destroying baliots, or any othar intentional
disruptions of the polling process. '

b7E

Social Security Number issues




» 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.

o internel waww 883 quvioiy/
Phone: 1-800-772-1213, or 1-800-288-0271
Write: Sacial Security Fraud Hotline
P.O. Box 17768
Baltimore, Maryland 21235

Spam or Junk E-mails
s Federal Trade Commission
Phone: 1-B77-382-43587
Write: Federal Trade Commission
CRC-240
Washington, 8.C. 20580

Spam or Junk Facsimiles

+ Federal Communications Commission
Phone : 1-888.225-5322
internet | www.fcc.gov

Student Loans

= Fraudulent loans or information regarding student ioans should be refarred
fo the Department of Education, 1-800-872-8327.

Tax Fraud

« Referto IRS at irs.gov, where they will fill out a form 3848-A and mail in to the
IRS, Fresno, CA, 83888

Telemarketing Fraud

¢« The 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 agencies in the U.8, 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 Communications Commission, www.fcc.gov
Phone: 1-888-225-5322
Write: Federal Communications Commission
Consumer Information Bureau
Consumer Complaints-Telephone

Ty Ly £ Ll Songif 1ye 28




Washington, D.O. 20854

Travel Advisories
&  Department of State, 202-847-4000
& www. Travel State gov

Valor {Stolen) _
+ Wearing, manufacturing, or selling any decoration of medal authorizad by
Congress for the Armed Forces or any medal, badge, or decoration
awarded {0 members of such forces without authm‘;ty
B
Watch List
b7E
&
REter (hel 1 e | FansSponanen Seculity
Administration (TSA) - 886-288-8673 or the Terrorist Screening Center
(TSC) ~ BEG-872-5678.
Wire Fraud
s Defined as the use cf @iectnc Qi‘ eiactwmc cammumcaﬁims fa&izty {0
intentionally transmit s {a ' - : e of o
fraudulent aclivity.
Witness Protection
» Thss prc}qmm zs handsed by the U.S. Marshal's service,
»  USMS also apprehends federal fugitives.
b7E
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e What the field can expect from the Public
Access Line

¢ What the Public Access Line expects from
the field
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Tuesday June 17, 2014
8:00 AM ~ 9:00 AM

Introduction 1o Sentingl
s Access and Use
&  Practice

b7C
Time Allotted Segment Room instructor/Presenter
Monday June 16, 2014 | Administrative
8:00 AM - 3:45 AM & Computer program sat up of | 609
passwords and PRI cards
3:45 AM-10:00 AM | Break
| A0:00 AM-10:30 AM | Tour PAL and observe the CSR{s)in | PALU
action, Al
Observation Only Please. Questions
will be addressed at 2 later time.
10:4% AM - 11235 PAL UC iIntroduction and Welcome 509
11:15 AM~ 12:30 PM | PAL Complaint Guide 509 CSR B
12:30 PM~ 1:15PM | Lunch
1:45 PM ~ 2:30 PM Cont. PAL Complaint Guide 609 SR
2:30 PV~ 2:45 PM Break
2:45 PM — 4:00 PM Cont. PAL Complaint Guide 508 s

2:00 AM ~ 10200 AM

Cont, ~ Sentinsl Access and Use
Practice
e How is Sentine! used in the
PALU?

08

10:00 AM -~ 1015 AM

Break

1
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10:15 AM -~ 11:30 AM Sentinel 803

¢ Using Sentinel as an
intelligence/analytical
database

e Analyzing Results

11:30 AM ~ 12:15 PM tunch

12215 PM - 1230 PM Cont. Sentinel 609

e« Using Sentine! as an
intelligencefAnalytical
database

e Analyzing Results

1:30 PM ~ 2:15 PM Cont. Sentinel 609

¢ How to draft a Sentingl FD-
71

= Listen to calls and draft
narratives,

2:15 PMI - 2:30 PM Break

2:30 PM - 4:00 PM Cont. Sentinel 603

» How to draft a Sentinel FD-
73,

e Listen to calls and draft
narratives '

NCIC and Certification

Wednesday June 18, 2014 BSS Muiti

8:00 AM ~ 3:15 AM « How to search/when to use Purpose
¢ Show Examples Room {E1)
#» Test
915 AM - 10:15 AM 8BSS Multi
Purpase
Room {E1}
10:15 AM - 10230 AM Break
10:30 AM ~ 12:00 AM Listen to Calls BSS Multi
Purpose
Room {E1}




12:00 PRI~ 12:45 P Lunch
12:45 PM — 2:00 PM s0r |7
What is 17
® iisin /% AN
intelligence/Analytical
database
= Analyzing Resuits
2:00 PM ~ 2:15 PM Break
2:15 PM ~ 4:00 PR 601
® usinDs an
intelligence/Analytical
database
& Analyzing Results
Thursday june 18, 2014 | Communication and Grammar 605
800 AM -~ 120040
12:00 PM — 12:45 PM Lunch
12:45PM ~ 2115 PM Orverviaw of Crisls Simatiens and 805
How the Normal Job Flow May be
Change/EABR
¢« Boston Calls
& Crisis Video
215 PM ~ 2:30 PM Break
2:30 PM~ 400 PM | Listening to Calls 605
&  Delgrmining proper
resolution
L L L
une 20, 2014 801 nd
8:00 AM - 10:00 AM ¢  Whati and Howis it TBOD

used in the PAL
e Searching

= Logging i

bé
b7C
b7E
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1G:00 AM ~ 10:15 AM

Break

.

30035 AM - 12:00 PM Cont &501
s Practice
12:00 PM ~ 12:45 PM Lunch
12:40 PM ~ 2:00 PM &1
&  Lisin as an
intelfigencef/Analytizal
database
+  Analyzing Results
200 P~ 2:15 PM BREAK
2:15% PM ~ 3:30 PM Cont - a1
= How todraft al
e Listento callsanddraft a
narrathve,
330 PM ~ 4:00 PN Alignment with 2 Mentor a0l

. T |
AN R

i
W

Monday June 23, 2014 Practice Calls 68019 Various CSR{S)
2:00 AM ~ 10:00 &M e Listening '
e Correctf sestions
« loggingi
e Documentation to FO
10:00 AM ~ 10:15 AM | Break
10:15% AM ~ 12:00 PM Job Shadow NMentorflunchfBreak PAL
12:00 P ~ 12:30 PM Job Shadew Meantorf/lunch/Break PAL
12:30 PM ~ 1:00 PM job Shadow Mentor/Lunch/Break pal
1:00 PM ~ 2:80 PM job Shadow Mentorflunch/Braak PAL

2:00 PM — 2:15 PM

Break

41
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2:315 PM ~ 400 PM Practice Calls 808
» Listening

» Correct follow up guestions
» Loggingin I

# Documentation o FO

Taesday June 24, 2018 | Practice Calls ~ lapa | Various CSR(S)
8:00 AM ~ 10:00 AM e Listening

s Correct follow up guestions

» Dogumentation o FO

10:00 AM — 10:15 AM | Break

10015 AM ~ 12:00 PM lob Shadow Menmtor/Lunch/Break PAL

12:00 PM ~ 12:30 PM Job Shadow Mantorfilunch/Break PAL

12:30 PR~ 150 PM lob Shadow MentorflunchfBreak PAL

1:00 PM ~ 2:00 PM Job Shadow MentorfLunch/Break PAL

2:00 P~ 2115 PR Braak

2:15 PM ~ 4:00 PM Bractice Calls 609
&« Listening

Correct follow up guestions
Logging i'nl

Documentation o FO

& ® @

\-N‘g\\i\\g\hk\ \1\%&%; AR : 3 SR :". S SR _ R ) SRR 3
Wadnesday June 25, 2014 | Practice Calls &08 Various CSR{S)
2:00 &AM ~ 1000 AM s Listening

s Correct follow up guestions

¢ Diocumentation o FO

10:00 AN ~ 10:15 AM Break

10:15 AM ~ 12:00 PM job Shadow Mertor/lunch/Break BAL

5
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- 12:00 PN ~ 1230 PR lob Shadow MentorfLunch/Break PAL
12:30 PM ~ 1:00 PM Job Shadow Mentorflunch/8reak PAL
1:00 PM — 2:00 PN Job Shadow Mentor/lunch/Break | PAL
2:60 PM - 2:15 PM Braak
215 Pl ~ 4:00 PM Practive Calls 609
s Listening
s Correct follow up guestions
» lLogging in
»  Documentation to FQ

Thursday June 26, 2014 | Practice Galls 805 Yarious TSRS}
&:00 AM ~ 10:00 AN s lListening
' » Correct follow up questions
» Correct Resolution
10:00 &AM - 10215 AM Break
10:15 ﬁ!ﬁi ~ 12:00 PM Job Shadow Mentorflunch/8reak PAL
12:00 PM ~ 12:30 PM ob Shadow Mentorflunchf/Break PAL
12:30 PM ~ 1:00 PM job Shadow Mentorflunch/Break paL
1:00 PR ~ 2:00 PM Job Shadow Mentorfiunch/Break PAL
2:00 BM -~ 2015 PM Break
215 PN -~ 4:00 PM Practice Calls &05
= Listening

Frtda‘yjuna 2 , 2014
2:00 AR - 10:00 AR

=« Lorrect follow up questions
¢ Correct Resolution

?ractzce Caiis

& Listening
¢ Correct follow up guestions

s Lorract Resolution

601

Var:aus C‘:R-ﬁ}
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e  Correst Follow up guestions
* Logging in _El
= Dogumentation to FO

18:00 AM - 10:15 &M Break
10:15 AWM -~ 12:00 PM lob Shadow Mentorflunch/Break PAL
12:00 PM ~ 12:30 PM lob Shadow Mentorflunch/Break PAL
12:30 FM ~ 1:00 PM job Shadow Mantor/lunch/Break BAL
1:00 PR~ 2:00 PM lob Shadow Mentorf/Lunch/Break PAL
2:00 PM ~ 2:15 PM Break
2:15 PM -~ 4:00 PM End of ’ffain?ng Barty 501 Bring finger foods
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Tuesday july 15, 2014

3:00 AM ~ 11:00 AM

SRR

Communication and Grammar

b7C
b7E
July 14 25,2014
Timne Allotted Segment Room instructor/Presenter
Monday July 14, 2014 | AD Greeting 601 AD Muarris
3:00 &AM - 3380 AM
9:30 AM - 10115 AM Administrative :
=  Computer programssetup -~ | 601
passwords and P cards
13:00 1M - 1135 8M Braak
11:35 AM~ 115 PM Tour PAL and Silent Maonitoring of PALU
' calls A1
Obsarvation Only Please. Questions
will be addressed at a later time.
1:15 PM - 200 PN iunch
2:00 PM ~ 4:00 PM PAL Complain Guide 601 TBRQ
4:00 PM - 4115 P | Break
4:15 PM ~ 5:00 PM Cont. PAL Complaint Guide 801 TBD

11:00 AN ~ 1115 AM Break
13:15 AM ~ 100 PM Communication and Grammar Cont. | 661
1:00 Bt - 185 PM {unch
1:45 P~ 3:45 PM 601 TRD
s  What iy and Howis it
gsed in the PALY
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® Searchmg
» Loggin

® ?BC?EC&_

245 PM ~ 4:00 PM

£:00 PM ~ 5:00 PM

" Wednesday July 16, 2014
9:00 AM ~ 11:00 AM

introduciion to Sentinel

#  Access .

# What is it and how i it used
in PALU

e Using Sentinel as an
intelligence/Analytical
databasse

s Analyzing Results -

11:00 AM — 13:153 AM

Break

1345 PV~ 1208 PM

Sitent Monitoring of Calls
Chservation Only Please. Questions
wifl be addressed at 2 {ater time.

PALU AL

TRE

1.00 PM ~ 1:45 PM

i.unch

1:45 PM - 3:45 PM

intraduction td |

Access
e What is it and how iz it used
inPALU
s Usin 5 an
intelligencefAnalytical
 database
e« Analyring Results

601

TBD

3:45 PM — 4:00 PM

Broak

4:00 PM ~ 5:00 PM

| Thursdav juiy 17. 2014
.00 AM ~ 10:00 AM

F;‘act‘;ce

NCIC and ﬁemf' catmn
& How tossarch and when io
use

2]




= Examples

¢ Test
16:00 AM ~ 11:00 88 introduction 14 801
& Access
¢  Whatis it and bow is it used
in PALU
. L]
100 AM - 13315 AN Braak
11:20 AM~ 1:00 PM | Sitent Monitoring of Calls PALU
Observation Only Please. Questions | Al
will he a;idresseci at 3 iater timea.
1:00 PM ~ 1:45 P Lunch
1:45 PN~ 3:45 PM Continued 601
¢ ilsin S AN
intelligence/Analytical
database :
e Analyzing resuits
3:45 PR -~ 4:00 PM Break
&:00 PM ~ 5:00 PA Praciice 603

Friday July 18, 2018 Practice Calls a1 TBD
.00 AM ~ 1100 AM ¢ listen to a call
+  Determine appropriate
response
s loginio apopriate
Database
1100 AM - 11158 AM Braak
1L AM~ 180 PM Continued: 601 TBD
Practice Calls
1:00 PM ~ 1:45 PM Lunch
1:45 PM -~ 2:45 PR Slent Monitoring of Calls FALU
Ohservation Only Bleasa. Questions | Al

- lad
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will be addressed at a Iater time.

3:45 PM - 4:00 PM BREAK

4:800 PM ~ 500 PM Continusd ~ Practive Calls 61

Monday July 21, 2014 Practice Calls 6501

8:00 AWM ~ 16:00 AM = Listen to s call

¢ Determine appropriate
response

s Loginto appropriate
Databass

10:00 PM — 10:15 PM Break

10:20 AM ~ 2:15 PM lok Shadow MentorfLunch/8rask PaL

2:18 PM ~ 4:00 PM Practice Calls &01
' ' e listen to a call
« Determine appropriate
response
» log into appropriate
 Database

“Tuesday July 22,2014 | lob Shadow/Breakflunch | PAL
10:00 AM — 2:15 PM A1
2:15 PM~ 8:15 PM | Practice Calls 601

e Listen toa call
¢« Determine appropriate

_ response
¢ log into appropriate
Database
{15 PM ~ 430 PM Break
4:30 PM ~ 5:00 PM Practice Calls | 601

¢ lListenio s call

s Determine appropriate
rEsSpOnse

s Log into appropriste
Database




Wednesday july 23, 2014 | job Shadow PAL
10:00 AM ~ 12:00 PM Al
12:00 PM ~ 12:15 AM Break

12:15 AM ~ 1330 PM Job Shadow PAL

1:30 PM — 2:00 PM Lunch

2:15 PM —~ 4:00 PM lob Shadow PAL
Al

4:00 PM ~ &4:15 P.M Break

4:15 PM - 6:00 PM Practice Calls 509

& listening

« Correct foll nusestions
= lLogging 34

+ Documentation to FO

Wednesday July 23, 2014 | Job Shadow PAL
10:00 AM ~ 12:00 PM Al
12:00 PM ~ 12:15 AM | Break

13:18 AM ~ 1:30 PM Job Shadow PAL
130 PM - 2:15 PM Lunch
215 PM - 4:00 PM | Job Shadow PAL
Al
£:00 PM ~ 4:15 PM Break
4:15 PM ~ &:00 PM Practice Calls 609
e Listening

e Lorrect fo uestions
e Logging in

e Documentation 1o FQ




Friday July 25, 2014

Practice Calls

8:00 AM ~ 10:00 AM « Dstermining correct
* resolution

10:00 AM - 18:15 AM Break
10:15 AM - 12:00 PM 305 Shadow PAL
12:00 PV ~ 12:30 PM lob Shadow Mantnf}tunch{ﬁmak PAL

12:30 PM ~ 1:00 P Job Shadow MentorfLunch/8reak PAL

1:00 PM - 2:00 PM Job Shadow Mentor/Lunch/Break | FAL

2:00 PM - 2:15 PM Break
. 2:15 PM - 4:00 PM. End of Training Party 607 Bring finger foods







Job Shadow Schedule
July 14, 2014 Class
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Maonday 14
{10:35 - 13:00)

Tuesday 15
{No job
Shadowin

Wednesday 16
(11:20 - 13:00)

Thursday 17
{11:20 - 13:00)

Friday 18
{13:45 - 15:45)

Updated on: 2/17/2018 9:05 PM




Monday 21
10:20 - 14:15

Tuesday 22
10:00 - 14:15

Wednesday 23
10:00 - 16:15

Thursday 24
10:00 - 16:15

Friday 25
10:20- 14:15

Updated on: 2/17/2018 3:05 PM
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b7C

Time Allotted Segment Room instructor/Presenter
Monday Aug. 11, 2014 Communication and Grammar C1iab
8:30 AM — 10:30 AM
10:30 AM ~ 10:45 AM | Break
10:43% AM ~ 12:30 M Communication and Grammar Clish
Continued
312:30 PM -~ 1:15 PM Lunch
1:15 PM — 2:45 Administrative Cilab
¢ Determine Access
+  Compuler programs —
Passwords and P cards
-
145 P~ 2118 PM Administrative C1lab
=  Compulsr programs set up -
passwords and PKI cards
35 PM ~ 230 P Break
3:30 PM - 3:00 PM NCIC and Certification 1 tab
& How to search and when to
use
s  Examples

Yuesday Aug 12 2314 Cam;siamt Guide {1 Lab T8D
830 AM - 10:30 amt

B30 AM - 13:45 AM Brask

10:45 AM ~ 12:30 PM Ccm;ﬂaint Guide {1 iab TBD

1]




12:30 PM - 1:15 PM tunch
115 PM - 2:15 PM Sitent Monitoring of Calls PALU
Observation only please. Questions
will be addressed at a later time.
3:15 PM ~ 3:30 PM Break
3:30 PM ~ 5:00 PM Silent Monitoring of Calls FALU
Observation only please. Questions
will be addressed at a later time.
Wednesday Aug. 13, 2014 {1Lab
8:30 AM ~ 10:30 AM »  Whati nd how is it
used in the P
s Searching
» Logging in
10:30 AM ~ 10:45 AM Break
10:45 AN ~ 11:45 PM |Practice {1 Lab
1145 PM - 12:45 PM introduction to Sentinei C1 Lab
®  Agcess
o What is ¥ and how Is it used
in the PALU
312:45 PM ~ 1:30 PM Ltunch
1:30 PMI - 3:00 Sentinel Cilab
¢ Using Sentinel as an
intelligence/Analytical
database
¢ Analyzing results
3:00 PM - 3:15 PM Break
3:15 PM ~ 5:00 PM Job Shadowing PALU
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Thursday Aug. 14, 2014 ; Sentine! Continued £1lab
2.30 AM - 10:30 AM s Searching Sentinsl
1030 AM ~ 13:45 AM Braak
10:45 AM - 12:30 PM | Sentinel Continued €1 tab
& Drafting a Sentinel FB-71
12:30 PM ~ 1:15 PM Lunch
1:15 PM ~ 3:00 PM Sentine! Practice £1tab
3:00 PN~ 3115 BM Break
315 PM - 5:00 PM lob Shadow PALU

Friday Aug. 15, 2014
8:30 AM ~ 10:30 AM

Introduction tol

s Analyzing resuits

&  Access

=  What s if and how is it used
inthe PAL

s Usin 3 an
intslligence/Analytical
database

10:30 AM ~ 10:45 AM Braak
1045 AM~12:00PM | [Practice €1 Lab
12:00 PM ~ 12:45 PM Lunch
12:45 PM ~ 2:45 Pt Practice Calls C1iab
2145 PM -~ 3:00 PM | BREAK
3:00 PM ~ 5:00 PM Practice Calis Ciltiab

Monday Aug. 18, 2018
8:30 AM - 10:30 AM

Introduction to
& Arcess

&  Whatis B and how is it used

3




bé
b7C
b7E

in the PALY

® iisiﬁgas an
intelligence/Analytical

database
s Analyzing resulls

10:30 AM ~ 10045 AM Break
10:45 AM ~ 12:30 P Contin £1iab
® $earchin4
12:30 PM ~ 1115 PM s luneh
1:15 PM ~ 3:15 PM Job Shadow PALU
315 PM ~3:30 PM area-k Cilab
3:30 PM~5:00 PM | job Shadow PALU

30:00 A~ 12:00 PM

Practice Calls
s Listentoa call

s Determine appropriate
resSponse

= Log into appropriate
Database

“Tuesday Aug. 18, 2014 | Job Shadow/Lunch/Break PAL
1006 AV - 215 PM Al
ZAE PN~ 415 P Practice Calls {1ilab
s Listanio g call
= Determine appropriate
response
¢« Log into appropriate
Database
415 PM~4:30PM | Break
4:30 PM - 6:00 #M s lob Shadow PALU

L

o

RGN

12:00 PM ~ 12:15 PM

Braak

4!




I12:15 PM -~ 130 PM Practice Calls Continued C1lab
3:30 PR~ 2:15 PM Lunch
2:15 PR~ 4215 BM fob Shadow
4:15 PR - 4:30 PM Break
4:30 PM ~ 6:00 PM ob Shadow PALU
TEOEE..s
SR D k.\&\}\*. 3 R S
Thursday Aug 21, 2014 Practica Calls 1 Lab
10:00 AM ~ 12:00 PM & Listen toa call
# Determine appropriate
response
¢ log into appropriate
Database
12:00 PM -~ 12:15 PM Break
12:15% PM — 1:30 PM Practice Calls Continued {1 lahb
1:30 PM ~ 2:15 P Lunch
215 PM -~ 4:45 PM job Shadow
4:15 PM ~ 4:30 P Break
£:30 PM ~ £5:00 PM ioh Shadow PALU
Friday Aug. 22, 2(31& Practme Cazis
4:00 AM - 11:00 AM ¢ Listen tox call
« Determing appropriate
response
» Log into appropriate
Oatabase
11:00 AM ~ 11:15 AM | Break
311:35 AM - 1:00 PM Practice Callis Continuad Cliah

5]




1:00 PM ~ 1:45 PM

tunch
1:45 PM ~ 3:00 PM Job Shadow PaLU
300 PM - 3115 PM Break
3:15 PM ~ 5:00 PM lob Shadow PALU
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o FBI, CJIS Division & PAL Unit; Mission
Statements and Guiding Principles

¢ Federal Bureau of Investigation;
Mission Statement

e Criminal Justice Information Services

~{CJIS) DIV.; Mission Statement

e CJIS Division; Guiding Principles

e Public Access Line Unit; Mission
Statement |

e Public Access Line Unit; Guiding

Principles

























b7E




b7E

Field Office Assignments

Region Map




¢ NCIC Queries — Criminal History

e NCIC Record Abbreviations

e NCIC — Vehicle Registration Queries
e NCIC — Driver License Queries

e NCIC Queries — Gun Query

¢ NCIC Queries — Securities Query




NCIC QUERIES — CRIMINAL HISTORY  »™=

NaTONAL CrinE INFORMATION CENTER




NCIC RECORD ABBREVIATIONS

MEE message key {exampls) Wanted Person-Caution}
ORE originating sgency identifier

NARM: name

SEX: sex

BAL race

POE: slace of binth

DOB: date of birth

HGT: height

WGT: waight

HAL hair

P8l number assigned i arrested & fingerprinted

Y20 citizen

SKN skin

SRAT: soars, marks, tatioos

PO fingerprint classification
MNU: miscellaneous number
QA stateflocal fssuad LD,

5QL: social security number
QLN operatee’s license number
QLY year license axpires

QFF: offense

GO original offense classification




DOW: date of warramt

GCA; original agency case pumber
WNG warrant number

ARD: andraess

MIS/C miscalizneocusfcaution
IMING image number

IMT: Image ype

OTE: oate & time entered
DL date & time st updated
IMR/MNAM: imags name
DO date of image

REC: NOIC number

DLC date of fast contagt
MNP missing person

BLT: blood type

FRA: footprings availabie

BXR: bogy x-rays

YRX: vision

JWT jewelry

MNB/CA: child abduction
P person with information
GNG: gang typs

DOP: date purge

CON: conviction date




ORD: date ordered on file

DLO: focation of DNA

S state Ln

BHN: boat haul number

iy internet LD,

AN age of vicim

S0%: sex of victim

ROV relationshin to victim

PPN proteciad parson

VIR vehicle identification number
LI license plate number

OCA: originating agency case number




NCIC— VEHICLE REGISTRATION QUERIES

NaTional CRIME INEORMATION UENTER

b7E




NCIC— DRIVER LICENSE QUERIES .

MATIONAL LRIME INFORMATION CENTER




NCIC QUERIES — GUN QUERY »=




NCIC QUERIES — SECURITIES QUERY




® Querying|
e PAL Unit Training 2015; Querying
Interpreting Results

bTE
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AVAYA REASON CODES

* G0 RESDY ~ means you are available to take live incoming calls

® AA Unavailable {30
* AR _Work {40}

* Break {22}

» Lunch {19}

» Meatings {26}

= Training {35}

« Drafting an FD-71 (00)

& SET ACW QOIE - {After Call Work)

¢ After Call Waork {24} - for database queries, filling out atc.

Reviaion B3/72018







Lomnguages Line

B - WV CALL CENTER

Keep this Quick Reference Guide (QRA) nearby for easy reference o effechvely ulilize Langus
Dverdhewphone interpradation Seivice.

WHEN RECEIVING A CaLL:

Use Conference Hold (o place the limited Englis ,h sprakser on hold.
Digd: 1-888-874.3872
Lrer on your telephons Keypad of provide the eprasaniative;
You may press 8 or stay an fhe fios for assisfance af anytime:
-chight Chent {):;
Pras 4 for Spanigh

Press 2 for all other Isnguagss and speak the name of the | languages you need ol the promygst
Erter Your Acoess Code {AH shifts:
L0 nof bewgin vour sunber with a rero.
W Interpreter will be connecled o the call
Brief the Intwrpreter. Swamarize what you wish to 'a"ror~pt= ah and give any special
grelrpctions.
5 ADD THE Ei‘“n‘t'e:*ﬁ ENGLISH SPEAKER ti the ne.
& Sary “End of Tall” tu the Interpreter when the oall iy oo npeted
NOTE: When placing a call lo 8 limitsd-Enghsh speaker, begin at Step 2. 1 vou need assistance placing a
oalt 1o a imitad-Erglish speaker, please inform the interpreter ol the h«t\g::*nif g of the cadl

IMPORTANT TIPS

UNKNOWN LANGUAGE - I you do nol know which ianguage 1o request, our represeriative witl he i you
LINE QUALITY PROBLEMS ~ If your have problems before reaching @ represeniative, prmss 07 i be
ransfarred. if there ix g sound m,aii,q probiem, sk ine repres 9*} lative to stay un the #ne 1o check for sound
Quality. I you have problems connecling (o an interpreler call Qustomer Service al 1-800.752-8095
WORKING WITH AN INTERPRETER ~ Give the inlorproter speofic guestions 1o relay, Group your thoughis
o usstinns 1o heip convarsation ow quickiy.

LERGTH OF CALL -~ Bxpedl interpreded comments {6 run & bit é\,n{;ef than English phrases. Interpraterns
anvey meshing-forameaning, not wordforword, Concepts familiar io Ernglish spenkers ofien remqure
axpianation or elaboration m other langunges and culturas.

ENTERPRETER DENTIFICATION - Qur Interpreders identity themselvas by first rame and numiher only For
reasons of confiderdiality, they do not divaigs either they Bl names o phone manber,

Q&%ﬁﬁﬁ’&'fﬁﬁsﬁi}ﬂ LINE - To hear a recordad demonstration of overthe-phons interpretation oall our
gemonstration ine at 1-800-998-8808 or visil our wabsite al www Languageline.com

DOCUMENT TRANSLATION ~ We also provide wiitlen ranaladion services, for more inforration ploase
centact owr Docuraent Trarslation Depariment at 1-888-763-35364 ar amail an slationi@@languagsiineg non
CUSTOMER SERVICE - To p:‘fwédt‘ feadback, commend m inderpreter, or report amy service concerns, rall
Customsr Sorvice at 1-800-752.6088

Language Line Sawviges » 1 Lower Ragsdale Dove, Bidg. <A revy, A SAB40

Rewvisiom ﬁi&,j 2015



» Common Phrases in Spanish for Immediate
Response

¢ Phonetic Alphabet

¢ State Abbreviations

¢ Julian Date Calendar — Perpetual

 Julian Date Calendar — For Leap Years Only

e Standard Time Zones

¢ Field Offices and Resident Agencies

o FBI Field Offices

e Federal Agency Reference Sheet

» State Agencies

e Federal & State Agency Referrals by Field
Office |




COMMON PHRASES IN SPANISH FOR IMMEDIATE RESPONSE

SPANISH PHRASE

ENGLISH PHRASE

PRONUNCIATION KEY

(Hablas ingles?

Do you speak English?

| Hah-biahs een-glehs?

Mo habio Espafic

i don’t speak Spanish

- No hah-bloh es-pahn-yoi

. Un momento por favor

 One moment piease

. oon moh-mehn-toh pohr-fah-vor

: ¢Cial es su nombre?

What s vour name?

Clusl- es 500 nom-breh?

| Regresc en un momento

1l be back in 3 moment

Feh-greh-soh ehn con moh-mehn-toh

ibAe permite buscarie ayuda?

| Will you aliow me 1o get you help?

meh-pehr-mee-teh boos-kar-leh ah-yoo-dah?

. ¢Puedo ponerlo en espera?

May  place you on hold

Poo-eh-doh po-nehr-ioh en es-peh-rah?

Ahorita regresc

Pl be right back

Ab-ch-rih-tah rehegreb-soh

 Par favar hable mas despacio,

| Please speak slower,

Pohr fah-vor, ah-bleh mahs dehs-pah-see-oh

- ¢Entiendes? | Do you understand? £hn-tiehn-dehs?
54 ¥es Lee
Mo Mo Mo

The Spenish languaze 15 noted for its pronuntiation of each letter snd s strong “r" sounds, 36 in ladifer, better, water, And the "L7 as i elephont.

£200f youy hear words Bhe ATAGUE TERRORISTA fterrorist attack), BOMBA (bomb], PELIGRO (danger), AYUDA (help}, SECUESTRO
fkiinappingl®**  PLEASE LET A BSUPERVISOR KNOW




PHONETIC ALPHABET
A - ALPHA N - NOVEMBER
B - BRAVO O - OSCAR
C - CHARLIE P - PAPA
D - DELTA Q - QUEBEC
E - ECHO R -ROMEO
F - FOXTROT S - SIERRA
G -GOLF T -TANGO
H -HOTEL U - UNIFORM
| - INDIA V- VICTOR -
J -JULIET W - WHISKEY
K -KILO X - X-RAY
L -LIMA Y - YANKEE
M - MIKE Z -ZULU




STATE ABBREVIATIONS

Alabarna AL Louistana LA Okishoms 1614
flasha AK Maine BEE  dregon OR
Arrona AL Maryland M Penngylvania oA
Arkansas AR Rassachusetts A4 Pyusrio Rico PR
California CA Michigan B fhode island Ri

Caolorade Lo Minnesota BN  iSouth Carolina L
Connecticut T haississipgi S South Dakota )
Delawars DE fhssonr MO Tennesses TH
District of Columbiz Do hMontans MT  {Texas ™
Florida FL Mepraska NE Jtah Ut
eorgia Gi Mevada NV Vermont YT
Hawal i New Hampshire MH Virgina VA
idaho o New Jersey i Wiashington WA
tiinois i New Mexizo Whd Alest Virginia WY
ndiana i Meew York MY Wisconsin W
lowa 1A herth Caroling ML Whyoming WY WY
Hansas KS Horth Dakota M0

Kantucky KY Chio OH




JULIAN DATE CALENDAR

PERPETUAL

Jan | Feb | Mar | Apr | May  Jun | Jul | Aug | Sep| Oct | Nov | Dec
Q0110321060001 121152 1 182 | 2131244 | 274 | 305 | 335
00210331061 }0921122 153 183 | 214 | 245 | 275 306 | 336
003103410621 003|123 154 | 184 | 215 | 246 | 276 | 307 | 337
Q04 10350631094 | 124 | 155 1 185 | 216 | 247 | 277 1 308 | 338
0050361064 |095] 125|156 | 186 | 217 | 248 | 278 | 309 | 339
DOB L 037 |1 065 | 096 | 126 | 157 | 187 | 218 | 249 | 279 | 310 | 340
1007103810661 087 127 | 158 | 188 | 219 250 | 280 | 311 | 341
QOB {0301 067 | 098 | 128 | 159 | 189 | 220 | 251 | 281 | 312 | 342
009 | 040 | 0688 |1 099 | 128 | 160 | 190 | 221 | 252 | 282 1 313 | 343
Q10104110691 1001 130 | 161 1191|222 2531 2831314 | 344 | 10
011104210701 10111311162 | 192|223 254|284 | 315 345 | 11
01210431 0711102132 ] 163|193 | 224 | 255 285 | 316 | 346 | 12
0131044 1 07211031133 164 | 104 | 225 | 256 1 286 | 317 | 347 | 13
014 {0451 0731104 | 134 | 185 | 1958 | 226 | 257 | 287 | 31B | 348 | 14
0151046 | 074 | 1051 135 | 168 | 106 | 227 | 258 | 288 | 310 | 340 | 18
61047 1 0751 1061 13681 1687 1 197 | 228 1 2501 280 | 3201 350 | 16
T01710481 0761 107 1 137 | 168 | 198 | 220 | 2601 290 | 321 | 3581 17
0181049 | 077 | 1081 138 | 169 | 190 | 230 | 261 291 | 322 | 3521 18
01910800781 10811391 1701200 | 231 126212021323 353] 19
0201051]0791110] 140 171|201 | 232 | 26312931324 |354] 20
021105210801 1111141 17212021233 | 2641 294 | 325|355 21
02210531081 1121142 | 173|203 | 234 | 265|205 1326 | 356 | 22
0231054 10821 1131143 1 174 | 204 1 235 | 2661 2061 3271 357 | 23
024 {0551 0B3 | 114 1 144 | 1751 206 236 | 267 | 207 1 328 | 358 | 24
02510561 084 1 115 | 145 | 176 | 208 | 237 | 2681 298 | 3201 350 | 25
10260571085 1161 146 | 177 | 207 | 238|269 299 1 330 | 360 | 26 |
{027 {0581 086 117 | 147 | 178 | 208 | 230|270 300 | 331 3811 27
0280591087 1181148 179 1 209|240 |271{301]332]| 362 28
029 08811191 1491 180 1 210 | 2411272 1 3021 333 | 383 | 29
030 089 | 1201150 | 181 | 211 124227313031 334 | 3641 30
031 090 151 212 | 243 304 3651 31

o
s
s,

R R TR S RT  F RS PR
witel~dlm ol bl ro] -




JULIAN DATE CALENDAR

FOR LEAP YEARS ONLY

‘ay | Jan | Feb | Mar | Apr|May| Jun| Jul | Aug| Sep| Oct | Nov| Dec| Day
1 1 00110321061{092 1221153 ] 183|214 | 245|275 | 308 | 338 1
2 10021033 /06210931123 | 154|184 | 215|246 276|307 | 337 | 2
3 1003/0341063/0941124 1155185 216| 247 | 2771 308 | 338 | 3
4 10041035/0841005] 125|156 | 186|217 | 248|278 | 3091 339 | 4
5 1005]/036]065{0061126| 157 | 187 {218 24812791 310 1 3401 5
6 1006|037 |066]007 127! 158|188 | 219 | 250 | 280 | 311 | 341 | &
7 | 0071038067 008128 159 | 189 | 220 | 251 | 2811 312 | 342 | 7
8 [0081039 068|099 | 120 160 190 | 221 | 252 | 282 | 313 | 343 | 8
8 100910400691 1001301161 1912222531283 (314|344 | 8
010104110701 1011131 162|192 | 223 | 254 | 284 | 315 | 345 | 10
011104210711 102 ] 1321163 | 193|224 | 285 | 285 | 316 | 346 | 11
0121043 10721103 | 133 | 164 | 194 | 225 | 256 | 286 | 317 | 347 | 12
013104410731 104 | 134 | 165 | 195 | 226 | 257 | 287 | 318 | 348 | 13
01410451 D74 | 1051 135 | 168 | 196 | 227 | 258 | 288 | 310 | 349 | 14
015104810751 1061 136 | 187 | 197 | 228 | 250 | 280 | 320 | 350 | 15
0161047 | 0761 107 | 137 | 168 198 | 229 | 260 | 290 | 321 | 351 | 18
017 | 048 | 077 | 108 | 138 | 169 | 109 | 230 | 261 | 261 | 322 | 352 | 47

8 01810491078 1001139 170 200|231 | 26212921323 | 353 18
19 10191050079 110 140 | 171 | 201 | 232|263 | 203 | 324 | 354 | 19
20 102010511080 1111141172202 | 233|264 | 294 | 325 | 355 | 20
21 1021]0521081 11121 1421173|203|234|265|205]| 326 | 356 | 21
22 1022105310821 1131143 174|204 |235| 2681296 | 327 | 357 | 22
23 023105410831 114144 | 175|205 | 238 | 267 | 297 | 328 | 358 | 23
24 1024 10551084 | 1151145 176 | 208 | 237 | 268 | 208 | 320 | 350 | 24
25 10251056 | 0851 116|146 | 177 | 207 | 238 | 269 | 200 | 430 | 360 | 25
26 | 026|057 1086 1171147 | 178 208 | 2391 270 300 | 331 361 | 26
27 1027 10581087 | 118 | 1481 179|209 | 240 | 271 3011 332 | 362 | 27
28 102810591088 11911491 180 | 210 | 241 | 272 | 302 | 333 | 363 | 28
29 10201060 0891201150 | 1812111 242 | 2731 303 | 334 | 364 | 29
30 1030] 1090121151182 212|243 274 | 304 | 335 365 | 30
31 | 031 091 152 213 | 244 305 366 | 31

USE IN 2004, 2008, 2012, 2018, 2020, 2034, ETC,
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R SR TR S A0 6 NATRCE

FBIFIELD OFFICES AND RESIDENT AGENCIES

A et




Columbia, SC ‘ 803-551-4200

NONE = No Recording

=

S.0.40 = Stay On Line

i

Kier

San luan, Puerto Rico

Washington, DC

| ] Abr.
Memphis, Ten ME 901-747-4300
z\' ; ; i
Philadelphia, PA PH 215-418-4000
e o o

54

WF

21 it

202-278-2000
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AGENCY RAME WEBSITE TELEPHONE ALTERMATE CONTACT REABOHS TO CONTALY

ATF {Bureau of Alcohinl, Tobacco, Firearms) i ATE oy 1-BGRATRGUNS 1-BER-ATRTIPS Hignonet, Tebareo, Firesima
Cansurmer Financial Protection Burean v CERE g 1-855.411-2372 Pasliny Loan Soams, Predatory Leading. v
Consumer Sefaly Produc Commission we S ety 1-500-838-2772 Uagafe podiess
Dapartment of Homeland Sscurity 2-382-3000 Teerarist Watch List, Soma Syber Crimes
Department of Labor L B 1-866-487-1368 LaborEmpicyment Gisputes & Concamsz
Depariment of State wror Siate qoy 1-B7T-467-2778 Pagspots, Rissing Abroad

Do Not Call Ragiatry wure Dobotial aov 1-888-382-1222 Wat't Do Nt Call Regishry, run by FIC
Federal Bureau of Prisons v b go 223073158 izsues in fderaliyrun comsctionsl lacilities
Faders! Communications Commission e FOC oy 1-888-225-5322 Cabis, Seliohsr, Pager, Wirstess Compaints
Federal Labor Relations Authority psene T oy 22187770 unfair Labor Practives, Arbilvation
Federat Moler Safety Carrier Commission frmoth imesad 1-858-368-7238 Hostaga Moving Trucks
iFederal Trade Commission 1-877-382-4357 10 Theft, Gitt Cand Fraud, Telemerkesing Fraud, etc,
Fingerprinis (BSS Costomer Service) 304-825-5560 issues with fingernrint subimissins or delays
Food and Drug Administration 18854558352 Wedics: Drugs, Cnline Pharmacies
intelectusl Proparty Rights Cantey 1-868-477-2080 Copyright vislations, Placy, e
internal Revenue Service (RS) wa RS g 2026225000 Taxes

internet Crimes Compisini Cenles e Dy H(3 Phone Cails! interset, Teat, Email Sramsifaud
Immigration & Customs Enfarcement (ICE) wu JOE v 18663472420 innigration fusues, Sustoms Vielsicns, efc.
Natt Canter for Missing/Exploited Children  Miagingi $-B00-843-5678 Ceimes Aggingt Chilgren, Abduction. Child Porm
National Sex Offender Public Registry ' Sex Dffensders

RICS {Gun Background Checks) BTLFBLNICS 877-324-5437 Zun Rights, Background Thecks for Suss
Office of Fair Housing & Equal Opportunity 18005668777 Fair Housing

Social Security Administeation 1-808-772.4243 1-800-255-0274 Seciaf Sevurity Freud
Transportation Security Administration 1-855-285-9573 Torrarist Waioh List

Treasury Inspector General (Tax Admin 4-880-366-4484 S scanms, tay a3 Sgent impersonation
Terrorist Seresning Center 1-B66-572-5678 Terraeist Watch Lit

UE Customs & Border Patrol 1-BE0-BE-ALERT imporsEpos Vicistions & Fraid

118 Marshalls Sevice WL307-3100 Witness Piotsetion, Fedorst Fugitves
US Cffice of the Trustes 2025142000 Bankeupey Fraud

US Pestal Inspertors 18778782455 “digiion 4 for Fraud Wl Fraud

US Postal Servies 1.848-977-7644 Somptaint o P Clficn/Pastal orker
Yeterans Affairs 18008271000 sues Helted to Yaluran Senefts, sl
Veterans Administration [Health) 1 §00.485.2344

VA Fraud. VA hospaat i




STATE AGENUIES

ALABAMA Highway Patrol

334-242-4371

MONTANA Highway Patrol

406-444-3780

ALABKA State Troapers

907-269-5511

NEBRASKA 5tate Police

402-471-4545

ARIZONA Highway Patrol

607-223-2504

NEVADA Highway Patrol

775-687.53G0

ARKANESAS State Police

501-518-8000

NEW HAMPSHIRE State Police

6032-213- 1855

CALIFORNIA Highway Patrol

800-835-5247

NEW JERSEY State Police

608-882-2000

COLORADO State Police

303-273-1884

NEW MEXICO State Police

505-827-9300

CONNECTICUT State Police

203-630-5640

NEW YORK State Police

518-783-3211

DELAWARE 5tate Police

302-738-5801

NORTH CAROLINA Highway Patrol

919-733-7952

FLORIDA Highway Patrol

850-410-3046

NORTH DAKOTA Highway Patrol

701-328-2455

GEQORGIA State Patrol

404-699-4368

OHIO Highway Patrol

877-772-8B765

HAW AL Sheriff Division

808-587-3671

OKLAHOMA Highway Patrol

405-425-2285

IDAHO State Police

208-884-7200

OREGON State Police

503-378-3720

HLLINGIS State Police

R47-294-44800

PENMNSYLVANIA State Police

717-783-5559

INDIANA State Bolice

317-232-8280

RHODE ISLAND State Police

401-444-7000

IOWA State Criminal invest.

815-725-60108

SOUTH CARDLINA Highway Patrol

£03-896-7920

KANSAS Highway Patrol

785-296-6800

SOUTH DAKOTA Highway Patrol

605-773-310%

KENTUCKY State Police

502-782-1860

TENNESSEE Highway Patrol

731-668-8645

LOUISIANA State Police

225-925-6006

TEXAS Highway Patrol

512-424-2000

MAINE State Police

207-646-7200

UTAH Highway Patrol

201-887-3800

MARYLAND State Police

3201-7298-2101

YERMONT State Police

802-241-5000

MASSAUHUSETTS State Police

508-820-2300

VIRGINIA State Police

804-674-2000

MICHIGAN State Police

517-332-2521

WASHINGTON State Patrol

360-596-4000

MINNESOTA State Patrol

651-201-7100

WEST VIRGINIA Bate Police

304-746-2100

RAISSISSIPPI State Bureau of Invest,

601-987-1435

WISCONSIN State Patrol

608-266-3212

MISSOUR! Highway Patrol

573-526-6112

WYOMING Highway Patroi

307-777-4301




FIELD DIVISION
Adbany, NY
Albuguergue, M
Anchorags, AK
Atlanta, GA
Haltimore, MD
Birmingharm, AL
Boston, Ma
Buffzic, MY
Charlotte, NC
Chicago. i
Cinginnati, OH
Cleveland, OH
Columbia, $C
Datias, TX
Denver, (O
Detreit, Ml
EiPasp, TX
Honoluhy, Hi
Houston, TX
Indiagnapotls, i
lackson, MS
lacksonville, FL
Kansas City, M3
Knoxyilie, TN
{as Vegas, NV
Little Roox, AR
Los Angeles, TA
Louisville, KY
temphis, TN
iam, L
wMitwaukee, Wi

ATF
£45-335-3000
HOI-FTE-5400
206-204-3205
A04-217- 2500
443-965-2000
615-565-1400
617-557-1200
646-335-0000
FO4-Fi6-1800
312-846-7200
6514-827-8400
G14-827 2400
704-716-1800
459.227-4300
3035757604
313-202-3400
4659-227-4300
206-204-3205
281-716-8200
514-827-B400
504-841-7000
$313-202-7300
816-559-0700
£15-585-1400
925-557-28040
RO4-BAT-TO00
#18-265-2500
HO2-753- 2400
£15-565- 1400
305-547-4R00
5317260200

Attorney General

518-474-7330
505-827-6000
907-465-2133
A08-E55-3300
410-576-6300
334-242-7300
617-727-2200
518.474-7330
$19-716-5400
312-814-3000
514-466-4320
$14-466-4320
203-734-3970
512-463-2100
720-508-6000
517-373-1130
512-463-2100
$08-586-1500
512-463-2100
317-233-6201
£01-359-3680
850-434-3300
5737533321
£15-741-3491
F75-686-1100
501-682-2007
316-445-0555
B02-596-5300
£15-471-3491
B50-414-3300
608-266-122

B9 3- 3000
206-553-3443
ADG-B3-7000
202-305-8500
5048401200
017-557-2100
212-337-3800
404-893-7000

12-353-7875
313-234-4000
313-234-4000
404-893-7000
214-366-6500
70-855-4040
313-234-4000
B15-832-6000
213-821-6708
713-693-3000
332-353-7875
504-840-1100
454-660-4500
314-538-4500
AGA-BO3-7000
Z13-B21-6700
5U4-840-1100
233-621-6700
313-234-5000C
4048337000
554-060-4500
3123527875

EPA
BER-372-7341
806-887-6063

800-438-2474
800-241-1754
888-372-7341
877-251-4575
800-241-1754

800-621-8431

800-621-8431
800-621-8431
800-241-1754
800-887-6043
800-227-8817
B00-521-3431
800-887-6053
866-372-9378
S00-887-6063
SO0-H21-8431
J00-243-1754

J00-24%-1754

800-233-0425
J00-241-1754
866-372-9378
J00-887-6063
866-372-9378
BO0-241-1754
BOU-2435-1754
EPU-241-1754
BO0-621-8431

DHHS
212-254-4600
214-757-3301
25152050
404-562-7888
215-861-4633
404-562-7888
B17-565-1500
212-264-4500
A04-561-THES
312-353-5160
312-353-5160
332-353-5160
404-562-7888
214-767-3301
333-844-3372
312-353-5160
2314-767-33C1
415-437-8500
214-767-3301
312-353-5160
434-562-7888
44-562-7888
#16-426-2871
4043-562-7888
415-437-8500
7147673301
415-437-8500
404-562-7388
Ai34-562-7888
ADG-562-7888
312-353-5160

SECRET SERVICE
718-B40-1000
S05-248-5280
Q72735148
4i4-33516117
443-263-1000
2U5-731-1144
617-565-5640
Tin-5R1-4401
704-442-8370
313-353.5431
513-684-358%
216-750-2008
864-233-1450
7 2-EHE-3200
303-850-2700
213-226-6400
415-532-2144
BOB-541-1912
713-868-2298
3176350420
61-865-4436
4042960133
216-460-060C
#65-545.4627
7h2-8658-3000
501-374-6241
213-8594-4830
S02-582-5171
G1-544-0333
305-862-5000

434-297- 3587

L35 MIARSHALS
718-260-0400
505-245-6400
BU7-273-5154
404-331-68%3

617-748-2500
715-348-5300
704-350-8000)
312-353-5290
614-459-5540
216-522-2150
803-765-3871
214-767-0835

303-335-3400
313-234-3800

210-472-6540
#08-541-3000
F13-718-4800
317-226-6506

UL-608-6800
#50-942-8400
816-512-2000
Be5-045.5582
702-388-6355
501-324-6256
2138948 B0
SUL-HHE-B000
501-544-3304
786-433-6340
442973707




Minnsapolis, M
Mobile, AL

Mew Haven, C7
Mew Orisans, LA
MNew York, NY
Mewark, Nj
Norfplk, VA
Okiahorna City, OK
Gmaha, NE
Phiadeinhia, PA
Phaenix, AZ
Pittshurgh, PA
Portland, OR
Richmond, VA
Sacramento, LA
Salt Lake City, UT
San Antonic, TX
San Diego, CA
San Francisco, CA
Sar juan, PR
Seattie, WA
Springhield, L

St Louis, MO
fampa, FL
Washington, DC

651-726-0200
G15-565-1400
61755712600
50484 1- 7000
546-335-9000
973-413-1179
FE2-HAREGID
A63-227-4300

215-446-7800
Gl2-776-5400
215-446-7800
A05-204-3205
i32-643-8010
435-557-2800
303-575-7600
281-715-8200
818-285-2500
H25-557-2800
A05-557-4B0H
206-204-2205
312-846-T7200
§16-559-07

813-202-7300
20U-BAE-8010

5512663353
334-242-7300
860-808-5318
225-326-6000
5i18-474-7330
H09-2472-4925
BO4-7H6-207 1
405-531-3821
402-471-268%
Fi7-7E7-3391
£02-842-4266
F17-787-3391
503-378-5002
804-786-2071
G16-445-9555
B01-538-9600
R12-463-2100
$16-445-9555
Gi6-445.8555
iz
360- 7536200
312-814-3000
£73-751-332%
850-414-3300
nia

312-3%3-7875
504-840-1100
§17-557-2:100
504-840-1100
212-337-3800
§73-776-310C
2E-305-8500
2314-356-6800
334-%38-4600
215-861-3474
BOT-664-5600
215-861-3474
206-553-5443
20:2-305-8500
415-435-7800
720-895-4040
713-543-3000
B56-516-8100
415-436-7500
nfa
206-353-5443
312-353-787%
314-538-4500
954-660-4500

£02-305-8500

BUG-621-3431
800-241-1754
888-372-7341
800-887-6053
§77-251-4573
§77-351-4579
200-438-2474
S00-8R7-5063
2002230425
800-438-2474
8656-372-9a78
800-438-2474
800-424-4372
800-438-2474
866-372-9378
B00-227-8517
318876063
B866-372-9378
BU-372-8378
877.251-4575
BOO-424-437%
B00-621-8431
HO0-222-0425
HOO-241-1754
HOO-A38- 2474

212-264-3600
212-264-4600
215-861-4633
214-767-3301
816-426-7821

15-861-4633
435-437-8500
215-861-4633
206-615-2010
715-861-4633
4315-437-8500
303-844-3372
214-767-3301
215-437-8500
415-437-8500
212-264-4500
206-515-2010
212-353-5160
216-426-2821
A04-562-7898

215-861-4633

£12-348. 1800
251-441-5851
2013-865-2449

718-840-1000
G73971-3100
FHT-A451-3200
A05- 2720630
402-965-3570
215-B61-3300
602-640- 5580
412-281-78258
503-226-2162
204-592-3086
216-325-5481
801-524-5910
JE0-308-6220
E19-557.5640
4155761210
305-863-5000
206-553-1922
217-726-8453
314-535-2238
B13-222-2636
232-406-8800

512-664-5900
251-690-7841
23.773-2107
504-583-6075
212-333-7200
973-645-2404
540-857-2230
405-231-4206
402-271-4781
215-597-7273
502-387-8768
412-644-3351
503-326-2208
540-857-2230
416-930-2030
901-574-5693
210-472-6540
618-557-6620
415-436.7677
787-766-6000
206-370-R600
217-492-8430
3145393712
813-493-4200
206168500
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§ TIME

DATE i SEGMENT/TOPIC ROOUM [ PRESENTER
Week #1
124720100
Monday
10/25/2016 _
Tuesday 9:00am - HE00am Welcome/dnfosec 2011 |

H0:00am - 10:30am EAP Presentation 211
f:30am - 12:00pm PAL Workflow it I
12:G0pm - 12:45pm Lunch Common Area/Caleteria
P2:45pm - 3:30pm Mentoring

HF26/2015

Wedpesday  9:00am - 10 30am Case Structures - FBY organization A Br
HE:30am - 12:00pm 2.1 oo .
P2:00pm - 12:45pmm Lumch Commmon Area/Cafeteria
{2:45pm - 3:30pm Menioring

/272016

Thursday <:80am - 9:30am Raview 200
93 0am - 12:30pm Semir;cq I 2C.0
12:30pm - 111 5pm Lunch Common Area/Cafeteria
Fridpm - 3:30pm Mentoring

H¥282016

bé
b7C
b7E




Friday

Weeh #2
1073172016
Mondav

$:00am - 9:30am Foreign Language Calls 2CHE

9:13am - 16:1 3am  Web TA Presentation 2001

Vo Sam - 12:30pm0 Cheat Sheets - Sharepoint 2041 .
P2:3¢pm - 1 Spm Lunch Comman Area/Cafeteria
1:30pm - 5:30pm Mentoring

G:00am - 91 3am Review 2C.11

O F5am - 10:15am

Cyber Issues

200

10:15am - 10:30am LIC Greeting 2011
Hi30am - 12:30pm 2.1

F2:30pm - 1:15pm

Lunch

Common Area/Cafeteria

P:30pm - 5:30pm

Menioring

b6
b7C
b7E




12016

Tuoesday

11/2:2016

Wednesday

11372016

Thursday

P1472018

Friday

Woek #3
/772016

9:00am - 9:30am

Review

9:13am - 11 3am

Web TA Presentation

i sam - H:30am

Complaint Gude

103 0am - 12:30pm Lunch Common Area/Caleteria
{2:30pm- 113pm Mentoring [

G- 00am

2C.01

Logins/Security
ii:diam SharePoint/Cheat Sheets 2.1
113 0um Referrals ICH
12:30pm 5 1:15pm Lunch Comnmon Area/Cafeteria
1:30pm - 5:530pm Mentoring THD
G:iiam - $30am Heview

G:30am - 12:30pm

Commen Writing Protocols

2C.11
L 68 B

P2030pm - Di5pin

Lunch

Common Area/Caleteria

Mentoring

TBD

F:30pm - 5:3thpm

G:O0mm - 10:00am

Complaint Guide Wrap Up/Review

{0:00am - 12:30pm

Revordmgs/ Writing Practice

2C.1
2Ch

12:30pm - L1 3pm Lunch Commion Area/Cafvteria
11 35pm - 5:30pm Muentoring TR

b6
b7cC




Monday

9:00am - 10:00am

Active Listening/Follow Up Questions

2041 | | E

F:0am - 12:30pm

Writing Practice

2C.11 [Lead CSRUs

P2:30pm - 111 5pm

Lunch

Common Area/Cafeteria

iriipm - 5:30pm

Mentoring

ThD

b6
b7C










e T S L

New Customer Service Representative Loghook

New CSR Name:

Date
FBIECD

PAL EQD

arter 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




Employes Demonstrated

sp Operations
Set up Desktop Shortouts

Pin to Taskbar

internat Explorer

Open 3 New Tab and Navigate Between Tabs

Set up Favorites

Send an instant Messages on Skype {IM}

Dutlook
Send/Read Email

Set Lip Folders in Qutiook

Add, Delete, and Replace Distribution Lists

Change Passwords {CHS-Unet, #BI-Unet/Qutlonk Credentials)

PAL Applications

Log in id

b7E

Log in fa leep

PNCIC

Go to the CHS-Unet Portal

o to the Sharepoint Site

Qther Web
Get ta the FBI Home Page {fbi gov)

Contact Us Tab

About iJs Tabh

Mast Wanted Tab

MNews Tab

Services Tab

Background Checks - "identity History Summary Checks®

Scams & Safety Tab

ook ilpDffica by Zipuoda

Explore the 103 gov Website

Explore the Fedsral Trade Commission Weabsite (FTC gov)

Explore NOMEC

Bimtimmanl Plmnmnn Mmmtoe £ IDD



Date

LCSR

Employes Demonstrated

op Dperations

Log on Using Card Reader

Set up Desktop Shorizuts

Pin to Taskbar

internet Explorer

Open a New Tab and Navigate Between Tabs

Set up Favorites

Send an Instant Messages on Skype (1M}

Outiook
Read Email

Initiate a New E-mall with Proper Markings

Set Up Folders in Qutiook

Addd, Delets, and Raplave Uistribution Lists

{hange Passwaords

Microsoft Word - create/save document

pplications

Sentingt - Searches

fntranst

b7E

Other

Plomnncirate nnderciandine »f Ink titlas and arramone




Date

Supervisor

CSR Training {classroom and mentoring)

To Be completed within first 30 days

INFOSEC

FISA Std, Minimization Procedures and SMP Policy Imp, Guidelines

Foreign intelligence Surveillance Act {FISA] Section 702 Retention

Marking Classified National Sscurity information

FB Record Managament; Records Management for Aldl

FRI Records Management: E-rpall Record Marking Tool

Privacy: iis Svery Ernploves’s Business

To Ba completad within six months

introduction o aditing and proofreading

Business Writing: How to Write Clearly and Concisely

The Mechanics of Writing course

Introduction to Civil Rights

Mortgage Fraud v2

Prave nténg Fraud and Abuse

introduction to aditing and proofreading

To ba completed before completion of ons year

Optional

Uiversity & Inclusion Requirement

Domestic Terrorism nwvestigations: intraduction

irdroduction 1o international Terrorism

WHAD Awarentess & Recagnition

Basic Networking for Investigators

The Cloud, it's Al About Communication

Economic Crimes Unit: Corporate Fraud (w2}

Economic Crimes Unit Insurance Fraud

Economic Crimas Unit: Mass Marksting Fraud

Economic Crimes Unit Securities and Coramuodities Fraud




Ll Date Supervisor

rformance {Provide variety of samples from each Categoryl

b7E

5—?:;;5 Performancs

Resuilt

Maintain

Maintain

Maintain

Attendence

NOTES:

{Attach Hard coples of examples to Training book}







Composing Official

Reports & Communications:
FD-71, & Email

b7E










bé
b7C
b7E







6




b7E
b6
b7C




b6
b7C
b7E




omplaint Synopsis




b7C
b7E

o
Q




11










bé
biC
b7E

1. Opening Paragraph

Introduciory Statement
2. Complainant Narrative

Database Searches Separsior

3. Database Searches










bé
b7C
b7E




E-Complaints







b6
b7C :
b7E




bé
bicC
b7E




b6
b7C
b7E




bé
b7cC
b7E

23







Microsoft

‘Outlook
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ey

9:00am - 1(3:45am

11:00am - 12:45pm

12:45pm - 1115pm

1:15pm - 3:00pm

115 pm

S:0Dam - 10:45am

Common Area/Cafeteria

Avaya Telephone, Low/High Side Access, and Email

28-14

11:00am - 12:45pm

Database Access Forms

28-14

12:45pm - 1:15pm

Ltunch

Commaon Area/Cafeteria

1:15pm - 3:00pm

28-14

3i5pm -5

D:00am - 10:45am

11:00am - 12:45pm

12:45pm - 1:15pm

1:15pm - 2:00pm

3:15pm - 515 pm

28-14

Commaon Area/Cafeteria

28-14

9:00am - 10:45am

Virtual Academy

11:00am - 12:45pm

Virtual Academy

12:45pm - 1:15pm

1:15pm - 3:00pm

_2/16/2018 |

3:15pm - 5:15 pm

Common Area/Cafeteria

2814 |

|

Friday

G:00am - 10:45am

Virtual Academy

:

ibe
-i b7C




BLOCK 2
LUNCH
BLOCK 3
BLOCK 4

11h00am - 12:45pm

Virtual Acadenny

12:45pm - 1:15pm

1:15pm - 3:00pm

3:i5pm - 5:15 pm

Lunch

plain

BLOCK 2
LUNCH
BLOCH 3

S:00am - 10:45am

11:00am - 12:45pm

1Z:45pm - 1:15pm

1:15pm - 3:0lpm

3:35pm - 215 pm

PRESENTER

{ommon Area/Cafeteria

2B-14

Wednesday

BLOCK 1
BLOCHK 2
LUNCH
BLOCK 3

28-14

28-14

9:00am - 1n45am Virtual Academy

11:00am - 12:45pm Virtuai Academy 2B-14

12:45pm - 1:115pm Lunch Commuon Area/Cafeteria
1:15pm - 3:00pm sintOuidesoss | |

3:15pm - 5:15 pm

Thursday

BLOCH 1
BLOCK 2

2:00am - 10:45am

11:00ar0 - 12:45pm

1b6

b7c




LUNCH

12:45pm - L:15pm

BLOCHK 3

1:15pm - 2:00pm

3115pm - 5:15 pm
'g;“@

s

Common AceafCafaters

28-14

28-14

2B-14

BLOCH 1 S:00am - 10:45am Wirtual Academy

BLOCK 2 11:00am - 12:45pm Virtual Academy 28-14

LUNGH 12:45pm - 1:15pm Lunch Common Area/Cafeteria
BLOCK 3 1:15pm -3:00pm Guide !

BLOCK 2 315pm - 5:15 pm Complaint Guide Exam 1

SEGMENT/TOPIC

BLOCK 1 9:00am - 145am Virtual Academy 28-14
BLOCK 2 11:00am - 12:45pm Virtual Academy 2B-14
Common
LUINCH 12:45pm - 1:15pm Lunch AreafCafetaria
BLOCK 3 111 5pm - 3:00pm 1 2B-14 I
BLOCK 4 3:15pm - 5115 pm 28-14
T RN | -
Tuesday BLOGK 1 9:00am - 10:45am Virtual Academy 28-14
BLOCK 2 11:00am - 12:45pm Virtual Academy 28-14
Common
LUNGCH 12:45pm - 1:15pm Area/Cafeteriz
BLOCK 3 1:18pm - 2:00pm | L

b6
b7cC




BLOCK 4

: 3:15pm-5:15pm

Wednesday | BLOGK 4 9:00am - 10:45am Virtual Academy 28-14
BLOCK 2 11:00am - 12:45pm Virtual Academy Z28-14
Common
LUMCH 12:45pm - 1:15pm Lunch | Area/Cafeteria _
BLOCK 3 1:15mmn - 3:00pm plaint |
3:15pnt - 5:15 pra
9:00asm - 10:45am Virtual Academy iB8-14
gLocK 2 | 11L:00am- 12:45pm Virtual Academy 18-14
LUNCH 12:45pm - 1:15pm ST ) Common Area/Cafeteria
BLOGK 3 L:i5pm -3:00pm |
BLOCK 4 3:15pm - 515 pm
Friday BLOCK 1 $:00am - 1(45am Virtual Academy 2B-14
BLOCK 2 13:00am - 12:45pm Virtual Academy 2B-14
LUNCH 12:45pm - 1:15pm Common Area/Cafeteria
BLOCK 3 1:15pm -300pm : |
BLOCK 4 3:4%pm - 515 pm Complaint Guide Exam 2

t Monday
{

BLOTK 1
BLOCKH 2

G:00am - 10:45am

Mentoring

11:00am - 12:45pm

introduction |

27

b6
b7cC
b7E




LUNCH

12:45pm - 1:15pm

BLOCK 3

1:15pm - 3:00pm

3:15pm - 5:15 pm

b6

2B8-13
28-14

b7C
b7E
Common
Lunch AreafUafeteria
o ¥

Tuesday BLOCK 14 9:00am - 10:45am Mentaring
BLOCH 2 11:00am - 12:45pm Mentaring
Common
LUNGH 12:45pm - 1:15pm Lunch _AreafCafeteria
BLOCK 3 1:15pm - 3:00pm ¢ 28-13
3:15pm-5:15pm
Wednesday | 8LOCK 1 S:00am - 1n45am Rantoring
BLOCK 2 11:00am - 12:45pm Mentoring
Commaon
LUNCH 12:45pm - 1:15pm Lunch Area/Cateteria
BLOCK 3 1:15pm - 3:00pm iB-14 I
Thursday 9:00am - 1h45am Mentoring
BLOCK 2 131:00am - 12:45pm Mentoring
LUNCH 12:45pm - 1:15pm Lunch Common
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INTRODUCTION

Few of us find & easy fo witle well. We sit and look at a bank pisce of paperara
blank screen on our word processor and wonder how 1 begin, When we finally do gat
samething down, we never seem salisfied with the words we chose, how we arranged
them, the information we put down, how we organized #, the paragraphs we wrole, or
how we punctuated them. For the Bureayu, however, good writing is essential.

. As one of the top law enforcement agencies in the United States, the Federal
- Bureay of Investigation {(FBI) always has had to adhere to higher standards than other
government agencies in all arsas, Including writing. Written documents contain the
investigative information of the FBU's special agents. Electronic communications (ECs),
intelligencs reports, leletypes, leflers, and e-mails form the communication network that
allows the FBI to function. All employess must write clearly for the FBI to function as
gifectively as it must. We cannot complete our mission with any efficiency unless we
communicate well within our divisions and with the outside world.

Often, our wrifing forms the firsf impression peopie on the outside have of the
Bureau, We want those people fo fesl that the Bureau employs only strong, confident,
intelligent professicnals. To maintain owr sfficiency as an organization, we also must be
able to communicate with each other. Thal means we must make ourselves clear the
first time we write. We only hurt cursedves and ouf readers by composing vague,
convoluted documents that communicate only misundsrstanding and frustration.

A special agent can investigate a case brilliantly, yet chance losing #t in court
hecause of a poorly written report. Investigations can be delayed, leads lost, and
literally weeks wasted because of the confusion genem??d by unclear communications.
By using the guidelines outlined in this style manual, all personnel can write clear,
specific, concise documents for all Bureau formats.

By continually putting into practice the guidelines cutlined in the six sections of
this style manual, you can quickly become maove confidant with vour wiiting and find
writing easier. You will save time because this process will make writing easier for you,
and your readsr will save time because you will make your message clear the first time,
Ey using these guidedines, vou can impress alf your readers. Al the same time, you will
increass the Bureau's productivity while decreasing unnecessary papenwark.
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This manual answars most of the guestions that may arise when you face an
ordinary writing task. For sxampls, '

Haw do | figure out what | want fo say?

How do | get starfed?

Does my main point go first or last?

How do § know what information fo include or delete? |
What's the best way o organize this?

s #f OK fo chooge “use” instead of “ulilize™?

How importard is correct grammar and punciyation?
How should | format this?

% % @ & & ¥ » &

Thus, the six sections of this manual deal with six main steps i wiiting:

Thinking Befors Writing
Getling Started

Wriling and Organizing
Ravising for Style
‘Presenting

.. Proofreading

N

STEP 1: THINKING BEFORE WRITING

This section shows how a litlle forethought can save you a ot of time and

frustration once you start writing. it shows you how {o determine sxactly what you want

fo say. By figuring out your purpuse for writing-—-why you are writing each document—
you can make sura you do what you want with it

By fruly thinking about and paying attention to your readers, you can write to
them specifically, and thus make yourself clearer to them. Answering some gusstions
about your readers also helps you start {o decide what and how much information you
nesd o includs, '

By deciding in advance what you want your readers (o do with youwr information
or how they will probably use your document, you can figure out the best way {o present
it to them.

Finatlly, this section emphasizes the importance of viriii;xg a botiom line for each
document you write and then gives you an idea of how to go about doing just that.
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STEP 2. GETTING STARTED

This section describes the functions of the left and right brains in writing, it then
presents five ditferent techniques for getling your thoughts on paper.

When using these tachniques, in effect you interview yourself to write your first
draft. This section should help those of you who suffer fmm writers blook by giving you
fasi, easy methods of getling siarted

STEP 3: WRITING AND ORGANIZING

in this section you Isarn how 1o review the draft you produced using one of the
above methods for getling starfed. You then begin to structure the information for both
short and long documents. This section lists different ways you can organize your

information ard helps you choose the most logical method. i helps you produce your
second drafl.

STEP 4: REVISING FOR STYLE

The four parts of this section deal with your writing on the Isvels of sentences,
phrases, and words. They cover four areas of style you need {o examine on the most
basic level writing in active voice, appiymg the KISS principle, reducing clutter, and
writing strong sentences. :

“Whiting in Aclive Voice” delails a four-step process for recognizing passive voice
in your writing and changing it to a{:twe You also learn othey forms of weak writing and
haw o invigorate them.

‘Applyving the KISS Principle” deﬁnes KISS as "Keep #t S;mpie and Specific” and
details the kinds of words you want to choose 1o bast get your point across, Essentially,
this subsection covers the kind of language that will make your writing clear and reader-
friendly, not vagus, ambigucus, stuffy, or pretentious.

‘Reducing Chater” defines clutier, distinguishing it from words or repetition

needed for emphasis or clarity. i also lists specific fm'ms of clutter to logk for and
raduce in your writing. _

Lastly, "Whiting Stféng Sentences” pfesants 10 steps you can follow to enswre
you write decisive, lively sentences that sxpress your message clearly.
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STEP §: PRESENTING

: This section discusses the importance of presentation—why ycau should use a
pleasing and useful format. i you try fo meet the readers’ needs with your format, you
might get your documents read before others.

STEP 6: PROOFREADING

This final section covers a few sormmon problems in grammar and punciuation to
give you a quick reference guide. 1t also discusses the importance of making sure your
documents are free of errors.

Writing and sending a perfect document will impress your readers with your
thoroughness and professionalism, which can prove especially important for both you
and the FBL. The six sections that follow can help you write the perfect document,

,,,,,



THINKING BEFORE WRITING

pex ==

8o you ever do anything before you sit down to wrile a document? For instance,
do you ask yourself some gusstions and ity to figure out the answers BEFORE you
write your document? I you don't, perhaps you shau id.

Fuzzy thinking can only produce fuzzy wilting, if you, the writer, dor't know what
yvou want {0 say, how can you maks 3 message clear {o your readers? You can't.
Bafore you write then, you must understand what you wani to say and how it will affect
vour readers. You can do this by answering several guestions before you begin to write
{Aldrich 8) "Why.am | writing this?” "Who am | writing to?® and "What do { want my
readers o do with this information?”

 Ancther guestion you may want to answer before writing, and one you certainly
must answer at same point in the writing process, Is “How will my message benefit my
readers?” In other words, "How can | make it important {o them?” or "Why should they
read thig?"

- Finally, you can combine the answers to all of these guestions or use implied
answers fo form your bottom-line sertence {main point of vour document). Answering
these questions focuses your thoughts before you write, making your writing more
understandable and logically organized, not rambling and vague.

WHY AM | WRITING THIS? (WHAT IS MY PURPOSE?)

You should always have a good reason for writing something. You don't ike {o
have someone waste your time with ussless documents, so don’t waste theirs. Try to
minimize vour writing by taking care of questions or problems in person #f you can. |
know somefimes we must write {o cover {insure) ourssives, but try not o make that kind
of writing a habil. We ars so mired in paper now that vou will do everyone in the Bureau
a favor by making sure you really need {o write something bsfore you do.

¥Why do you write some of the documents you wiite? Why do you write a
proposal, for insfance? To propose something or, perhaps, o solve 8 problem. Why do
you write palicies or procedures? To infarm and make sure people follow the rules.
Why do you wrile lesson plans? To help a substitute instructor teach your class or
maintain a checkiist of items you need o cover or maintain uniformity from one sfudent
group io the nexd. Parhaps you wiite lesson plans for all three of these reasons.

Why do you need o figure out what your purpose is bafore you write? Look at it
this way: When someone asks you fo do something, do you ever want to know why you
- should do #7 Knowing the why somelimes makes it sasier for you to understand how o
do something. 1t also can meke you more willing to do it. The same holids true for
writing. Knowing why you need to write something often directs you on how fo write it
And if it doesn't show you how, it at least gives you a goal to work for. You want o
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make sure whatl you write meels your purpose. You can't do that if you don’t know what

YOUT pUrpose is.

What are some of the reasons you write for the FBI? When you're stuck, the list
below may give vou some ideas {Aldrich 8).

To. inform persuade
ask describg
faport answsr
fix apply for a job
sedl buy
explain proposs an aclion
recommend cornand
reprimantd - stats & posflion
recorsd coortinale & project
get a decision give g decision

What does figuring out your purpose do for you? i helps you focus your writing
and acts as your first step in achieving your purpose. Much of what vou write {the
information you decide to keep or delsie) and how you write it (the format and
drganization vou choose} will depend on the answer to “Why am { writing this—1o do
- what?" Now that you know what your purpose is, you need o figure out who your
audience is.

WHO AM | WRITING TO?

When answaering this question, you nead to go bayond simply figuring out the
name of the person or persons who will resad your document. Finding out as much as
vou can about your readers will help you gear your writing to those readers. It will better
squip you fo answer thelr nesds with your writing and show them why they should read
your docurment in the first place. Thus, answering the question “Who am { writing 107"
means considering at least a few of the following issues:

~ Number of Readers:
s s my reader one person or a group of peaple?
¢ How many levels of readers do | have? Primary? Secondary? (For example,

when writing an interview &;ummary think of defense atlormneys as weii as
prosecutors.}
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Kinds of Readers;

+ inwhatlevel in the organization are my readers? Am | writing to superiors,
peers, or subordinates? {This wifl help vou determine the kind of information to
include—such as, broad concepts or lote of detail—and how persuasive you may
have fo be.}

= Are my readers inside or outside the Bureau? Could they judge the whole FBI
based on what | write and how { wiite #t?

s Who are my final readers? What do { have to do to make my writing clear {o
them (not just pass it by my supervisors)?
Readers’ Knowledge:
+«  What do my readers know about the topic?

» How much and what kind of work exparience do my readers have? (This is
sspecially impartant in lesson plans, diractions, or memos of request.)

Readers’ Actions:
«  What will my readers do with what | write

« Do | want my readers to do somsthing specific? i so, exactly what? What
information will they need o do what | ask?

» How can | influence the reader to make the decision | want?

Readlers’ Needs:

= How imporiant will my readers find this information? Hew can | maka tham
believe it's ;mpaﬂam {o them?

The number of questions you congider when you write may vary with the length
or importance of each document and the time you have to write. For short documenis
or those you write routinely, you may spend ondy a minute or two thinking about your
reader. For long or imporiant documents, or documents meant to persuade in any way,
you will want to spend more time fearning about your reader. '
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- WHAT DO | WANT MY READERS TO DO WITH THIS INFORMATION?

if you think about it, when you waile, you always want your readers o elther do or
stop doing something based on the information you give them {Aldrich 18). Why write
otherwise? One thing is sure: If you don't know what you want your readers to do with
your information, they cartainly won't know. And ¥ you dom't tell them specifically what
you want them o da, they probably won't do it (Aldrich 135 Few readers make work for
thamselves by trying to figure out what & writer wants from them, so the writer must
always make that clear.

While you may not want your readers {o do anything right away with your
information, most often, in writing for the Bureaw, you will want them fo do more than
simply understand or agree with you. You will want them to act on your information in
some way, They may act on it fomorrow or 5 years from now, but vou should want
them fo act on il. Your purpase for writing should help you define what you want your
readers to do with what you write. The columns below give you soma ideas as to why
you might write and what you might want your reader te do for that purpose:

YQUR PURPOSE: ACTION BY READER;

inform use the information

persuads do what the wrifer wants

sef out policy foliow the policy

answer g guestion use the answer somehow or stop asking questions
compliment feel good and continue the behavior

discigline frmprove poor behavior

show prograss supervise less or more, redirect rasources

Obviously, this list could go on. i simply gives you an idea of what you might
want from your readers when you write to them for a specific purpose. Also, in
instances where you actually tell your reader what you want them to do (this would be
inappropriate for some reasons of writing), you should also figure out if they need any
direction in how fo do . For example, if you want all Bureau employees to follow a new
procedure for filling out travel vouchers, you should not only show them the difference
hetwaen the old and the new and explain the reason for the change, but also give them
step-by-step directions.

Make sure, too, that you give your readers all the information they need to do
what you ask them to do. If vou want your boss 1o buy a plece of equipmaent for you, fefl
her the name of the equipment, what it will cost, where you can get it, and, most
impaortant, how your baving this tem will benefit her. Few things frustrate readers more
than being asked to do something and not having the information they need to do it.
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WHY SHOULD MY READERS CARE ABOUT READING THIS DOCUMENT?

For most writing situations, and especially those where you nead to convince or
persuads, you must figure cut hew reading your document or doing what you want will
banefit your readars. Why should your readers care about what you have to say? What
will they get out of {7

Even in tha Bureau, we all isste:z {0 the same radio station when it comes to
r&adang WI-FM (What's In It For Me7?). Try to figure out how your information will halp
your readers, and then grab thelr allention by pointing out their nsed or gain. For
example, your boss will more likely buy a computer program for you if you can show
how it will speed up the case statistioal report you must submit each month. Perhaps
you could show how the program would help you more accurately keep track of ongoing
cases and requests for subposnas, search warrants, and other legal documants so that
- you could keep him informed. Emphasizing how buying the program will help him rather
than how it will help you still gets you the results you want—the computer pragrarm-—
because your boss will be mare inglined to do something that benefits him as well as
YOU. -

Also, starting with how your information will benefit your readers may give you an
sdge over the many other things they must read: They will see immediately that vou've
thought about them and their needs. Caring about your readers’ needs not only gsis

your document read, i gives you a head start in gelting them 1o do whatever you want,
because they fesl good about you,

WHAT'S &W’ BOTTOM LINE?

Onee you've ﬁgwez} out the answers to the abovs four questions, you can write
your bottom-fine sentence-—your main message. A botiom line is one complete
‘sentence that contains the main point you want to make to vour readers. (Very long
documsnts may have botlom lines of up {o two or three sentences.} A bottom fine does
not equats to the topical infarmation following “Sublest” ar “Re’” lines in memoranda, for
that information rarely comes in mmpiete sentences. Figiring out your bottom ime
benefils ha&h yous and your readers in several ways.

First, the bottor fine focuses your thinking and gives you div ection about what
information you need to include or what you can afford to leave out. All information in
the document should in some way support your bottom ine by proving, explaining, or
detailing if, or the information dossi't balong thers, The bottam line alsa can influence
your choige of format for the document and the way you should organize it, Writing a
bottom line also helps you, the writer, get to the point—which becomes its main benefit
for the reader. _
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Second, your bottom fine basically tells your reader whers the document is
headed, Is if a request for information? a commendation? an appraisal? or what?
Your reader won't have o search through your entire document trying to ﬁgur& out what
it's about.

HOW DO { WRITE A BOTTOM LINE?

Think of svery reader as someone whose attention you MUST cateh within 8
seconds, or your message is lost. What would that sentence be? In many cases, that
sentence will become your bottom line or main paint, and you should place it first or
second (after an altention-getter) in your document, Sometimes your hottom line will be
a sertence oullining the purpose of your writing:

i propose we provide sach FBI employee with the same kind of ID badge.
We need two more agenis o meet the demand of ths cases in pur resident
agsnoy.

Somatimes the bottom line will tall youwr readers what you want them to do:

Pleass authorize reimbursement for actus! lodging axp&ns&s over the psr diem
rate incurred while on official businsss in 8an Francisco.

You must attend firearms training on one of the foflowing dates.

At times, both tha purposs and what you want youwr reader to do are implied rather than
stataé in your bottom line:

S;me you're still leaching defensive iaq:fms i thought you might enjoy this article
an hew arm holds.

We've assigned your case fo Special Agent Garza, who will contact vou in a few
days.

SUMMARY

As you can see, doing a litile thinking before you write certainly can make your
writing sasler. First, you nesd to answer four questions: “Why am | writing this?” “Who
am | writing to?” "What do | want my readers to do?" and “Why should my readers care
about this?” Answering these questions will help you focus your thoughts, decide how
much information you will need, and tailor your document {o your reader’s needs. The
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answers should lead you to your main point or message, which will bscome your bottam
iine sentence. Placed first or sscond in the document, the bottom fine then gives both
you and vour reader clear direction,

11
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_ We all have two warring entities within us: a wz‘itar and an sditor, or our right
brain and our left brain. To write effectively, we nesad to use both sides of cur brain, but
we should try to separate them when we do. To get started writing, you should fry to
use only your right brain—vyour writer. Hf you have trouble getting started, you may be
latting your left brain aditor interfera. For example, when you start writing & report,
personnel evaluation, or all-employes memo, do vou also edit? Do you worry about
speiimg and punctuation, gefling the sxact word you want, and organizing as you go? if
30, you're fetting your et brain take over the right brain's function. After bearing a

barrage of criticisms and stops, your right brain soon gives up trving to come up with
ideas. in effect, you suffer writer's black.

Lel's look at # another way, If you altend a meeting and are asked for ideas, how
many tmes will it {ake for you to stop making suggestions when the person leading the
meeting criticizes each one you make? Now, let's reverse that situation. What will you
de if the person leading the mesting greets sach of your ideas with enthusissm or
praise, whether they all merit if or not? The first situalion describes what happens when
you let your sditor left brain interfere with your writer right brain's part of the writing
process. f you let your right brain go at wriing unhindersd, you put vourself mors in the
second situation’s nurluring atmosphers. You will come up with more and better
ideas—like a snowball sffect. Don't worry. You'l let your editor left brain do its thing
befare you finish whatever you're writing—just not at this stage of the process.

- 8o, 1o get started, forget about editing as you go, Don't worry about writing &
sentence that lasts for five pages or listing incomplete sentences. Don't worry if
unrelated or persaonal thoughts come into your head. Get them down on paper and edit
tham out fafer, _

UNDERSTANDING THE RIGHT AND LEFT BRAINS

One of the sides of the brain dominates in most of us. It may control 90 percent
of the way we think or anly 55 percent. Both sides show intelligence and complexity in
the way they function; they simply process information in different ways.

According to Betty Edwards, author of Drawing o the Right Side of the Brain

{1879, the two lists below compare the differant processes and preferences of our left
and right brains {40)

12



- GETTING STARTED

LEFT RIGHT
varbal - nonverbal
analylic - synthstic
gymbolic soncrete
abslract anafogic
temporal nonternpora!
rationaf nonrational
digital spatial
fogicat infuitive

finear holistic

Right-brainers prefer intuition and instinet over logic and rationale, which left-
brainers swear by. Right-brainers tend to synthesize {put things together) while left-
: hrainers tend o analyze (lake things apart). Right-brainers create; lefi-brainers
organize, Right-brainers communicate mainly through nonverbals: left-brainers use
wards. Right-brainers prefer the concrete and practical; left-brainers like the abstract
and theorstical.

As | stated earlier, wa nesd aur whole brain {o write wsll. Both parts of our brains
help us think before we write, answering the four questions and wiiting a bottom line,
Qur writer right brain then helps us produce a first drat by getting our thoughts on
paper. Our editor loff brain helps us structure and organize those thoughts, so our
reader can understand them. When we have frouble starling, we may be letting our lsft
brain edit as our right brain ries fo create. Our loff brain may look for the “perfect” word

“or ry {o reorganize thoughis as they come out instead of just letting them come out. No
wonder our right brain calls it quits after a few sentences or paragraphst

USING YOUR RIGHT BRAIN TO STARY

While you can use any number of methods fo get started {all offen encampassed
by the term “fasiwrit%ng "} you may prefer one or two over the others, depending on
whether you'rs a right brainer or aleft brainer. People often use one method to get their
idess put and focus their thoughts on the specifics of a topic or the angle they want to
take, Then, once they're more forused, they try a different fastwriting method to
produce saentences to correspond fo their first iast of ideas. The second product
btammes their first draft. :

~ This section presents six methods of fastwriting. Whan&ver you write, try to do
so during your most productive times in the day. Make yourself as comfortable as you
can and use your favarite writing instruments (pad and pen, word processer, or
whatever you prefer). Also, and perhaps mostimportant, try to fastwrite when you ¢an
avoid interruptions {phone calls and visits from others) or at least keep themio a

13
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minimum. Use one or two of these methods for at least 5 minutes & brief documents
and up to 25 or 30 minutes for complex ones. Fastwrite for 1 or 2 minutes beyond when
yaou think you're done. An s(iea you struggle {o get out could become the mam focus of
your document,

Writing a Letter

Psaple generally don’t have frouble writing lefters {o someone they care about
{spouss, child, or goad friend} and, mors important, someons thay know won't judge
them by thelr writing, no matter how good or bad it is, When starting to write a
document for the Bureay, initially set aside your intended readers and think instead of
trying oul your idea on the person you trust. Write the first draft of your memorandum or

report in the form of a leter o your friend or spouse {Gladis 30-31). You can even start

with the usual greetings of "Dear Wilma, Hi there! How are you daing these days?”
Write whatever will gat you started putling words on pa;}er Eventually vou will focus on
your fopic. For example: :

{ have fo write this memo o alf emplayses about a change in policy, but I'm realfy
not sure how fo start £, We must now akwvays use a differsnt format for our
memoranda. Instead of just writing them, we have fo start with a heading of

*Purpose,” move on o “Rec&mmaﬁdabms and then end with "Detaiiz.” know |
need fo leil them..

if ideas unrelated to your topic slip inlo your mind, such as “! have 1 remember
{o take my library books back,” write them down and keep going! Before you know &,
you'll firish your letter 1o your trusted other and have your memg's first draft.

Brainstorming or Listing

if the thought of writing & letter doesn’t exactly thrill you, try wilting lists of ideas
instead. Writs your ideas down in the middle of your paper and then break each one
into its smallast parts as you move o the right of the paper. Or join them together to
form similar groups as you move to the left of the paper. For example, if you have to
start a newsletier for your division, you might come up with an original i:s’t of ideas lfike
the following ans

Newsletler Idoas

goodbye to frisnds firths

profile of an employes new job postings
gxersise tips hobbies

achievemsnts volleybalf lournaments
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i frying to sxpand or gro.up those ideas, your new list might start to 2gok fike this

ane:
Newslefter ldeas

suggestions
new job postings

comings and goings =

division activities >

achisvemenis . -
pmﬁieé- =4
- birthdays

births

haalth matiers 4

moveas within the division
hello to newcomenrs
goodbys 1o frignds

s

hielping the homeless day
~ volleybail tournaments
- Blood drives

recyoling cans/oities

s wschciastic -» {1 honor roll
kingds - X 4 physical ~> 1 sports award
_performance

peaple 3 | employees

L children

work working ircains
hobbies ¥ collecting - i paiches
gardening stamps

agent
employses  ~> | agent
managament

skiing

Sports > hiking
- " scuba diving

digt nows
hest exercisas
dealing with sirass
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Notice how many more ideas you can come up with, in fairly good order, If you
just give yourself time 1o think. Note how some of the original ideas are tha biggest
group labels on the far lefl, while others of thern became secondary groups. The idea is
to keep breaking down each element untl] you can’t breaic it down any more {practically
spsaking). _

_ Az with lefter-wriling, and all of these tschniques, you pmbabiy will not use alf of
the idsas you produce. But you may find that the process brings c)ut ideas you never
would have thought of ariginally.

Conversing

Soms people may have tmubte writing about a {opic or concept, but if vou ask
therm to sxplain if to you verbally, they can. One way of getting started when writing,
then, is 1o record a conversation you have with someons {either imaginary or, befter yat,
~ real} about your topic. 1f you do this, remamber to falk about yvour topie, not dictate
about . When you dictale, your left beain starts ediling and spelling, and you want to
avoid that now,

Cne advantage of conversing with someone is that you will tend to organize vour
- thoughts a bit before you speak. You also will tend fo speak in complete thoughts
{sentences) rather than just ideas or topical areas. Finally, if you actually converse with
someans, that person can ask you o ex;:siam further or can point out inconsistencies or
holes in your discussion. When you type the transcript of your conversation, you can
automatically edit out alt the ittle wwelated comments or irrslevant parts of the
discussion, and you'll end up with a greiiy gaod working drafl,

18




- GETTING STARTED

Mindmapping

This concept, introduced by Tony Buzan, allows you fo start with a main topic
and literally branch out into main ideas and more minute ideas, showing connections as
you go (Buzan, 91-104). Steve Gladis, former editor of the FBI Law Enforcement
Bufletin, called a version of mindmapping “webbing” (34-35). As you can see from the
sxamples below, mindmapping and webbing both help you axpress ideas in a slightly
more organized form than letter-writing or conversing. Mindmapping and webbing
encourage the arlistic right side of the brain with their use of space and drawings while
at the same time appeasing the organized left brain, The first example shows a
mindmap of a lesson plan on stage fright:

) While mindmapping can get slightly messy, and it often means somsthing only {o
the author, it can make the second siage of writing fun. In a relatively shart ime, you
can produce a spidery cresture like the one above or a group of pictures joined by thin
fines. This method of starting helps vou come up with numercus ideas and then easily
choose which to use, add others as necessary, and organize all pertinent ones.
Obviously, you then have to write sentences to say whatever you need about these -
ideas. You might find it easy to start with this methad or webbing to gst your best ideas
out, and then try letter-writing or conversing to write your sentences and paragraphs.
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Webbing . £

Virtually the same as mindmapping, webbing looks less like a spider and more
like & chart, In mindmapping, Tony Buzan encourages drawing pictures to depict idsas L.
rather than always writing the words or phrases (Buzan, 81-104). In webbing, Steve .
- Gladis uses ovals and circles to contain all phrases and words {34-35). He does not £
encaurage drawing pictures to replace the wards. The following sample “webs” a -
proposed study on the unauthorized use of force by agents:

As with mindmapping, wabbing gives you a fairly organized picture of ideas,
though webbing fooks more like a charl. Dwring the process, you find that some ideas
lead you to others, and the snowball effect of idsa-producing seems easier bacause of
the spatial layout. You can organize or group these words and phrases, make
connections, and spot holes in information mors easily than you can by writing letters or
conversing. Thus, webbing, like mindmapping, might be a good initial step before
moving on to a2 method that produces sentences and paragraphs,
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Carding

You also can start 3 writing project by writing & general ist of ideas or topical
areas and then turning each idea inty & camplets sentence, Write sach sentence on &
card {Baxter). Then, choose s card and, on ancther card, sxplain or expand the
santence yoy chose. Each sentence you write should be on a separate cand, At the
end of this exercise, ym_i should have a stack of cards, each containing a complete
sentance. You can sasily organize these into groups of similar ideas that would
becoms paragraphs or sections, depending upon the fength of the document you want
to write. Write or fype the sentences into paragraphs only sfter you're satisfied with the
way you've ordered the cards. You can add and delete cards as you organize or as

mora ideas come to mind.

SUMMARY

Use any of the ahove fastwriling %a'c:%miqu@s or a combination of them, to get
started with whatever you have to write In your job. You may want to start with webbing
or mmﬁ-ma;}pmg to bring out Iots of ideas. Then you can choose the best ideas and try
to organize them in a logical manner. Using this focused, organized list of ideas as your
base, try fastwriting with the ieﬁepm;tmg, conversing, or carding methods, This will

- giva you a very workable first draft requiring far fﬁwpr changes than one written solely
with vour botiam-line senience ags a focus.

With whatever methad or combination you choose, you'll be amazed at how
much less fims you spend procrastinating and dreading your wiiting tasks and how
much less fime ﬂwy will take you fo mmﬁiﬁte in no time, you'll have a first drafi to
rewrite and arganize.
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WRITING AND ORGANIZING

Orice you've gotlen started with one of the techniques discussed in “Getling

Startad” (er the one that has always worked for you), you must at some point review
what you've dons o ses what you have. You need {o start structuring this information
for your readers i1 & way that best suits their naeds and yours. Startmg with your
bottom fine, you must organize the details, reasons, and examples in the body of
information within your overall structure. This section prasents tips on how to follow s
fime-tested structure that works. 1t also discusses methods of organizing your
information within that structirs. Your'll leam how you can struciurs and c;rgamm hoth
short and long documants, '

- With whatever method of getting started you used, the next step is to find a
pattern of key ideas or general toplcal areas. You might have done this already if you
used listing, mindmapping, or webbing to start, With these three methods, you should
havs gensral calegories broken down into at isast some component parts, Keep the
categories and ideas you think you nesd based on what you want your readers to do
and the information they must have to do it Set aside or discard the rest of the
. categories and phrases you produced, Once you've done this, you'll have to write your
sartences and paragraphs.

_ " if you chose letter vm%mg, sarversing, or carding to get started, you may find e

litthe more difficult to read what you wrote and pidl out key ideas and patterns or
categories. However, once you have done this and decided what information to keep,
vou already have your sentences written. You can mave right to forming paragraphs,
which you will then organize.

How you presant your information with an overall structure depends on the length
of your document. How you organize the information within that structure depends on
your purpese, what you want your readers to do, and your readers’ needs.

SHORT DOCUMENTS

Naormally you can get away with a faily informal structure for short documents
{two pages and under}. However, you stilt will help your readers if you follow a few
basic guidslines. You'll need to start with sither an allention-getter (also known as a
grabber} or your bottom fine. Then you should choose a ibgical method for organizing
your information. What you begin with depends on the purpose and type of document
you're writing and who you'ra writing to.

Hook Your ﬁaaﬁam with a Gmbmr
if you're trying to pmua{ie apesrfodo samaﬁ?ang for you, a supsrior to

authorize something for you, or 8 group to accept your proposal for changs, you should
start with a grabber. This kind of grabbsr should be aimed at how doing what you want
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will benefit your readers—not just you! Your boss might not care that having a
computer at your desk would save your having to go o a different building to worl, but
he would care that it would make you mors productive and better able {o handle the
special projects he likes o give you, That you alse benefit from having a computsr at
your desk is nice, but itls not what you should emphasize. Making sure your readers
see how your proposal, request, or other information benefits them will help you achieve
your purpose far faster than coming al it with & “me” atttlude. . '

Another kind of grabber will reach out and get your readers’ attention, making
sure they read what you wrots instead of just throwing it in their never-to-be-read pils of
documents. You can'l communicate if your reader doesnt cooperate and read what
You Wrote, 5o you have o make sure you get her attention right away. Pointing out the
benefit of reading your writing is only ane kind of grabber. Others include appropriate
quetations, startling statistics or facts, hypothetical situations, pertinent frus stories, or
bold questions. On rare ocoasions, and only when you know your audience well and it
fits your purpose (as in spesch writing). you can start with a joke.

All grabbers need to lead smoothly inte your bottom line, Sticking just any hypothetical
situstion or quotation at the top of your document will not accomplish your mission,
Grabbers should get altention and lsad directly into the point of the document, your
bottom line. The chapter “Thinking Before Writing” gives you an idea of how to write a
bottom-line sentence,

- (et to the Point

i you decide you can do without a grabber, and you certainly will find this true for
many memos, letters, reports and other documents, you should begin with your bottom
fine. Use the bottom line fo grab your readers’ attention. You definitely want to avoid
iosing your momentumm by sither following vour grabber or starting your document with
the "history of the sarth” {commionly called background infarmation). You do not have to
lpad into your main message-—a writer's tendency, not a reader’s wish. So get to the
point quickly by putting it up front. In other words, make your request first. and then
justily it. Cormmend your employes first, and then tell her what she did to deserve it
State the result of an investigation, then show why you decided the way you did and
give an account of the investigation. -
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Organize Your Information Logically

Foliow your bottom fine with whatever information you have—facts, statistics,
times, dates, examples, whatever—presented in 2 logical manner. Organizing or

devaloping vour information helps you move a topic smoothly and ::sgmaﬁy from start {o
finish,

A logical manner for presenting your detsited mff)mzamn will agam depand on
ymsr purpose, Same peaple fend to stick with organizing their material in & familiar way,
such as chronologically, whather or not it fits their purpose. Uo yourself and your reader
a favor by thinking of and using the best way to organize your information.

This will help you communicate the best with your reader. The following paragraphs
describs methods of organizing that you might not have considered before. The
Handbook of Technical Writing defines many of these methods, so its page references
follow subheadings where appropriate.

Chranology

Chronological organization arrangss svents in the order they occur in time. if
you want {o organize chmmiagzcaiiy start af 3 point in time and move sither forward or
backward, This method is handy for reports of many kmds, sspecially progress reports,
complaints, and some inferviews.

Sequsnce (629-634)

Similar to chronological organization, sequential organization moves a subjact
along step by step—{irst, second, third, and se an. This numbered method works well
- for evtplaining a process, instructions, or procedures. it also can help describs how s
mechanism functions. But take care; although readers generally can follow sequential
arganization easily, they also can find it monolonous. Writers oftan have trouble
amphasizing important points with this kind of organization.

Problem—Solution—Resulis

An affective method of organizing proposais is  present a problem, suggest a
solutfon, and then detail the results you expect if your solution is adopted. Keep the
reader in mind when using this method of organizing: make sure 1o present the problem
a8 the reader’s prablam, oo, one that he or she will want to solve. Hf vou present the
problem as only your own, the reader may not care if i gets fixed. Use this method
whenever you have 3 problem you nsed {o fix. You can either solicit idess for solutions
o propose your own solutions. This methed also can organize some instructions and
plans. :
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Cause and Effect {84-87)

At times you may want {o arganize a proposal about a problem by moving your
information from cause to effect or effect to cause. You need to make sure your facts
and arguments pertain to the topic and that you have adeguate suppuorting evidance.
This method also forces you to demonstrate that one element {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 cerfain investigations or organizational studies. The
Bureau's scientists often may choose this method to report the findings of their
experiments.

Comparison and Confrast

People involved in making any kind of choice (for example, deciding among
computers, office space, food service confracts, weapons, investigative procedures, or
any number of things) will find the comparisons useful. With this method you can easily
emphasize one product or savice over another to lead your readers 1o the decision
{choice) you want them 1o make. You need to ensure that your readers clearly

-understand all the slements you compare or contrast, and you need a basis for
comparing the elements. This method also works well for explaining difficult concepts
- or subjects, as in analogy. You simply compare if 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 ali the pros and cons of computer A, then all the pros and cons of computer 8,

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 spsed or memory), then a
second characteristic of all three, and so on until you've addressed all relevant parts
{characteristic-by-characteristic version). The order in which you present your data and
the amaount of information you devote to each whole or characteristic can help you
emphasize one item over the others,

Order of importance {161, 308}

Decreasing order of importance {161) allows you to emphasize the information
you want. You can begin with the most important fact or axample and maove logically to
the least important. Decreasing order of importance immediately gains your reader's
attention and makes a strong initial impression. Because this maethod helps you make
sure the hurried readers will at least see the most important information, it works well for
reports, some requests, inquites, and memos for information.

If vou can dacrease the order of importance of information or points, you can
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 {ake
care when using this mathod, however, because some readers might consider your
argument weak or might not take the time to reach the important conclusions. Even
though you take a chance of losing your reader sarly by starting with your least exciting
information, you can use # confidently with oral presentations. This method also warks
well for leading to unpleasant news or for reporting on production or parsonnel.

Level of Defall {2’6 1, 837}

Two methods of organizing that use a caracapi simitar to the above two are
general to specific (281) and specific o general (837). With the first, vou begin with 2
general statement and then provide specific facts and sxamples to develop and support
#. With the latter, you begin with a spegific siatement and build to a general conclusion.
As with general to specific, this method carsiudly bullds a case with faots, examples, and
anglogies, but it doesn’'t make the point uniil the end. These methods, especially
spacific to gsmefaﬁ wark well for documents or presentations where the audignce has
heard the main pmmt mary times before {for example, reminding peopls to keep safety
in mind or reiterating the rules on sexual harassment or other such topics).

Division and Classiffeation { Gmupfﬁq}

A good mathod for organizing particularly difficult iﬁpsm is division and
classification {in other words, grouping), Division separstes topics into logical
categories that you then can dassify and labal {for example, vou might tabel one group
“neople,” another "ideas,” another “systems,” and so on). Division and classification
allows you to break down complex subjects or group similar ideas fo form more general
fopics. You then discuss each group separately and completsly before moving on to
the next. This method works well when you nead to describe a physical object or an
organization, examing an idea, explain a procsss, or sven give instructions that have no
real sequence. '

Spavs {(835-687}

Finally, you can organize your information spatially, detailing an ohisct or process
acoording to the physical arrangement of #is features. For example, you can describe
things from top to bottom, side to side, sast 1o west, Inside 1o outside, or however they
fake up spacs, This method relies wholly on dimension, direction, shape, and
proportion, You desoribe features in relalion 0 ane another and {o thelr sumoundings.
This method lends itself to crime scene descriptions, construction or landscaping
proposals, some progress or activity reports and instructions, equipment descriptions,
and process axplanations {such as describing how to correctly search a room far
suspects or svidence),
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You can choose {0 use mors than ane method for organizing vour information,
but you should stick fo one overall methad fo avoid confusing your resdsr. In other
words, within an overafl structure of going from effect to cause, you could use a
sequential, chronological, or division and classification form of arganizing. For example,
while writing a report on your investigation of a plane crash, you could conceivably start
with the crash {the effect) and move through all the facts by eliminating groups that
you've classified (mechanical faull, human error, snvironmental causas) before you
reach 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 methods will defeat the purpose of trying to organize in the
first place. When you make your readers work oo hard fo figure out which level of
organization they are on, you lose them. The same happens when you start with one
method and end with a daffemnt one. This confuses your reader and makes your
document seem disorganized.

Make Your Writing Flow Smoothly

You can ease a reader's understanding of how you organize your documen,
even a short one, by using headings and sahhaadmgs where apprapriate. They help
your raader understand where you are going.  Your headings should be informative,
miawant, brief, and paralle! {i.e., following the same word pattems}

Beginning each paragraph with 8 topic sentence also benefits you and your
reader. First, topic sentences help you focus and organize each paragraph {ke&pmg
out information that doesn't suppaort the topic sentence). Second, topic sentsnces give
your readers a point of reference or direction by lelling them what the paragraph covers.

Within and between paragraphs, use transitions, pronouns, and synonyms to
hailp your sentences flow smasth’y Transitions consist of words such as “first,” "but,”
“also,” “howsver,” ‘therefors,” "finally,” and others. These indicate o your readers what
kind of information follows. Fof example, readers will sxpect contradictory information
{o follow "however” and conclusive information fo follow “thus.” Using pronouns and
synonyms within and botween sentences hsips you avold unnecessary repetzt;cm while
providing continuity of thought.

When presenting your details {facts, statistics, and examples) within the body,
use lists, tables, graphs, or charls whanever you can. An image can often explain
trends or relationships more guickly than words alone. Lists, tables, graphs, and charis
also show mors while space, giving your readers’ aves a respite.
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Make sure you include in the body all the information your readers need (o
understand your theory and follow your argument or make a decision. The mare you
know about your readers, the easier #tis for you to help them progress reasonably
through the message you want 1o convey.

LONG DOCUMENTS

Uniless Bureau formats restrict you, fry to structure your long documents {over
wa pages) into at least three hasie sections: an introduction, a body, and a summary.
We've all heard the saying: "Tell them what you're going to tell them, tell them, and tell
therm what you told them.” While this may seem repstitive, it actually is not. It s,
however, effective. This structure gives your readers an idea of what direction you want
o take them, then it gives them the arguments or reasans and detalls, then it takes
them out of the mire of detfails and brings them back o a better understanding of the
general ideas and point you wanted to make. : '

The Introduction

Your infroduction should include a grabber (if appropeiate), your bottom-line
sentence, and a brisf description in one or more sentences of the main topical areas
you will cover in your body. For example, if you want to present new policy on how to
classify information or documsnts, you might wilte, “The FBI has changed its palicy on
how to classify information. We must follow a different procedure for each of our
classifications: confidential, secret, top secrst, and syes only.” Besides giving your
reader an idea of what you will talk about, this fast brisf preview of main ideas makes a
good lead-in to your body.

The Body

Your body then develops your information in the same order you prasented it in
the infroduction. n the body, you present all vour details, reasons, and examplas. You
can use analogy, definition, narrative, and description to present this detailed
information, and you should use one or more of the methods of organizing detailed
above in "Short Documents.”

YWhen using a complex hierarchy of headings and subheadings, you may want fo
place Roman numerals {1, |, i, elc ), letters (A, B, C, efc.), and Arabic numbars (1, 2, 3,
ete.} before them. This helps your reader follow your many levels of subordination. For
only two or three leveds of subordination, you can identify headings and subheadings by
tsing simple graphic or typing changes {capitalizing, putting in italics or bold, indenting,
and spacing, to name a few), The following outline shows both methads.

26




B ORGANIZING

I. TABLE OF CONTENTS
ii. BODY

A. iIntroduction
4. Grabbar
2. Bottom Line (Thesis)
3. Refersnce to Main Points (T op:ca? Arcas You'll
Cover -

B. Body

4. First ﬁﬁa&n P@mi
2. Second Main Point
3. Third Main Point

C. Conclusion
1. Restated Botlom Line
2, Restated Main Points
3. Wrap-up of Grabber

. ENDNOTES |
IV. REFERENCES, BIBLIOGRAPHY, OR WORKS CITED

The Conclusion

Here, you shouid restate your bottom line or present your conclusion (based, of
course, on the information you've given} and summarize your main fopical areas. If you
started with a grabber, you should finish by referring again to that grabber in some way.
Refer to the statistic or fact, answer your provacative guestion, finish your hypothetical
situation or give it a different ending, or raword the quotation slightly to it your purpose.
If you forget this final part of the summary, your reader may feel slightly shorichanged,
as though you started a story but never finished i or failed to tie all the loose ends.

SUMMARY

Az you can see, your best chanes for wmmm;mﬁmg with your reader comes
frorm beginning with your main message and then proving it through logically organized
- details before restating it at the end. You bave several oplions for arranging your
details and should choose the method that best suits your purpose and content:
remember {0 use fransitions {o help your message flow smoothly, Your weiiwargammd '
messages will save your readers time and help you achieve your gosls for writing.
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This section presents arguments designed to help you believe in using a differant

style than you might have considered before and guidelines you can follow to apply this
style. Initially you may think this style either doas not fit the Bureai’s mission or could
hurt the Bureau's image. P'vs irled to anticipate your questions and concerns and
answer them. Through sxamples, | hope 1o dispel such bellefs (and get you at least
thinking about this style).

The style the Bursau now wants o embrace follows four main concepts, which |
outline in four separate subsections: writing in active voice, applying the KISS principle,
reducing clutter, and writing strong sentences. Al of these concepts keep the reader's
nseds at the forefront. Each subsection offers suggestions on how you can change
something you've already written, Eventually you should not have & go through all of
the steps outlined in these subssctions because you'll start writing in the new style from
the start. Thus, ai first, you might spend more time trying to apply these principles than
you would spend writing your normal way. After you master these techniquss, however
you should find that you can ocut your writing time in half or more.

$

WRITING IN ACTIVE VOICE

A major problam with bureaucratic writing often stems from the writer's use of
passive voice. This subsection defines active and passive voice and discusses the
virlues of active versus the pitfalls of passive. It goes on to present a four-step process
for changing passive voice o active. Finally, it offers suggestions for improving
sentences that use weak or linking verbs. '

Active vs. Passive Voice

In active vaive, the subject names the doer {actor) of the verb {action). Also,
active voice places the acior before the action of the senfence.

John wrote the report. (ACTOR~John, ACTION-—wrote)
in passive voice, the subject oftan names the abject (thing acted upon or that
recaives the action) in the sentence. Passive voice alsa tends to place the actor affer
the action in the sentenice or leaves the actor cut alogsther.
The report was waritten by John. (ACTOR-~John, ACTION--was writien)
Passive voice always uses at least ons form of the verb "o be™
| &, are, is

Wwas, were
be, baing, besn
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However, this doss not mean that every time you uss one of these words, you
- &@re using passive voice. You can use these forms of "o be” fo show that something
exists. '

Passive voice also always has a main action {verb) in the sentance. The main
action generally takes the form of a past participle {one ending in *~d,” *n,” or “4,” such
as “advised,” “written,” or *bullt”} or, sometimes, the progressive {Qna andmg in "-ing,”
such as “reporting”). For sxample,

past:  The case was investigated by the detactive.
present. | The papers are delivered by the courfer,
future:  The class will be taught by an agent.
past progressives  Ths people were being threatened by the gang.
present progressive:  The stafement is being written by the witness.
future progressive:  Aulographs will be signed by the author.

Notice that passive voloe can ocour in any tense~—past, ;:sresent or future—aor in
the progressive form of any of these.

if you cannot find anothar main ac:tim in the senfence, then you probabiy have
used the form of "o be" fo show existence,

VALID:  You sre Raya Adams.
{ am on the Reactive Sguad.

Why You Should Use Active Voice

- Active voice is a direct, more conaise form of writing that creales images of a
decisive, strong writer,  Active volce also helps you clarffy your ideas for both yourself
and your readers by forcing vou fo answer the question “Who did this?” i promotes the
use of more vigorous and accurate verbs and simpler words, I active voice you can
get your ideas across with fewer words than In passive voice,

The Pitfalls of Passive Voice
Passive voice does many things to your writing, most of them bad:

First, it changes the natural order of actor and action {(verb) in a sentence, often
by placing the actor aftsr the action rather than before . When we falk, we generally
speak in sentences that have doers (actors) come before the verb {action). This both
sounds natural and makes sense. When we write, however, we {in the govemment
espscially) have somehow developad the habit of placing the actor affer the action in
the sentence. Thus, our sentences often sound backwards. Think of how unnatural the
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following examples (from various Bureau docurmants) in passive voice would sound i
spoken in a conversation between two people:

PASSIVE: A warmanily card for a Sony T.V. set was obiained from the ;
- interior of the traller by agents. "

Now compare this conversation with the one below, spoken {and written) in
active voice. Notice how much more natural {more vigorous and less stuffy) this
conversation sounds:

ACTIVE:  Agents obdained & warranty card for a Sony T.V. set from
inside the tralfer.

. Thus, one loose way to avoid passive voios in your writing is to think of what you -
write as a conversation with your reader. Picture yourself talking with your reader and
write what you would say, not what you think you ought to write, © Ay

Second, passive voice adds unnecessary words to the sentence. In simpls
© sentences, passive voice adds at least one but, usually, several unnecessary words:

PASSBIVE: Al sscurily gates will be acﬁvafed az‘ 7200 p.m. sach night by
securnity eﬁ' O8rs.
ACTVE:  Securily officers will activate all seéw?‘ty gafés at 7:00 p.m.
‘ sach night.
In longer, more involved sentences, it can add guite a few unnecessary words.

This, passive voice can creale questions in the reader's mind by dropping the
actor from the senfence, : :

PASSIVE:  The case was ;’ﬁvesffgated aif week.

_ Readers then must ask who did or should do the action of the sentence or any
number of other questions about "who™ {0 clanify the sentsnce.

ACTIVE:  Detective Amodso investigated the case all week.
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Although the active version of the same sentence adds wards, it no onger makes
the readsr wonder who investigated the case. Thus, In this situation, & longer sentence
is clearer and better for the readsr. Writers should never sacrifice ¢ larity for bravity.

Why We Use Passive Voice

You may wonder why we use passive voice if R s so bad for our writing.
Actually, we've devaloped the poor habit of using passive voloe for several
unacceptable reasons: -

‘Evaryone sise uses i.” Passive vaice prevalls in bureaucratic writing. You see
it EVERYWHERE! You see itin the memos and leltars we recsive, in the reports we
read, and in the sxamples we copy. Most everyone uses passwe voice, Although this
fsn't necessarily bad, you can take it too far. Using passive voics is definitely not a case
whers a little is gmd 30 & lof must be batter!

“€'s not my faull.” Passive voice probably got started 200 years ago when the
first congressmen started deciding that taking res;mnszb;isty for what went on in the
govermnment didnt get them re-slected. After all, passive voice is a great tool for hiding
the doer of the action. "The law was passed.” Who passed it? Did the House pass i,
or did the Senate pass 17 “The information was lsaked fo the press.” Who leaked it?
We don't know bocause the passive voice lat the writer delete the actor from the
sentence. Thus passive voice helps people hide from responsibility for their actions.

i need to uss up space.” Have you aver had to write a seven-page report, but
you only had four pages worth of information? Well, passive voice is a great way to
help you fill up those sxira three pages. You can add an unbelievable number of words
to your writing #f you write everything in passive voice. Not only that, passive voice
olten forces you to use longer words, as wall, which take up maore space.

“It doesn’t look fong fmportant] encugh.” One of the most ridiculous reasons for
using passive voics is to make your document appsar more impressive or important.
Passive voice does not impress. Clear communication dogs. Maost of the tims, passive
volos hampers understanding by clouding the message.

How to Change Passive Voics to Active

The first step in changing passive voice to active is to recognize how much
passive voice you use, it may surprise you. Once you gst over the surprise, howaver,

you will probably be able to change enough of your passive to reach an acceptable K
80 percent active voice to 20 percent passive.
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if vou can change 100 parcent of your passive voice 1o active, so much the
hetter. However, the 20 percent acts as a fall-back for you in several situations. At
fimes you may not know the actor or may want {o hide or de-emphasize the actor. For
example, “The fugitive was seen at the stadium.” You might not know who saw the
fugitive, You could write, “Someone saw the fugitive at the stadium,” but this takes
away from the main message you want to convey: “The fugitive was at the stadium.”

At times, passive voice may be clearer for your reader. For example, an active
way of saying *1 was born on May 28° is "My mother bore me on May 28.7 | think we'd all
agree that the former is clearer than the latter. if you find this frue for some of your
passive voice, keep i passive! You always should by fo chmsa acoording to what is
clearest {0 your readsy.

Finally, if 'st takes you an hour to change one passiva voice to active, you are
wasting time unnecessarily. Leave that passive sentence and move on to the next.
That one will fall in the 20 percent. You always need o use comamon sense and spend
your time a8 wisely as you can when applying any of these guidelines.,

Soms peopls find changing passive voice {o ac‘iivé gasy, once they realize whal
passive voice is, You simply find the ackor in the sentence, place it before the main
gotion, and get rid of the form of *o be" vou ussd. On the other hand, doing this isnt

 always 85 esasy as i sounds. For those of yvou who want a little more direction, try
following t’he_se four steps:

1. Cirele ail forms of the verb “to be™ In yowr document. Unlll you gst
used 1o recognizing these forms in your own writing, you may want o do
this svan if you don't think those forms indicate passive voice. Leaming o
recognize the two or three frms you use most can be half the battle.

Every aliempl has bsen made by securfly fo address problems as they
arise ' '

Pmmpt corrective action wiff be taken foprovids a secure environment for
us. ;

Your assistance is appreciated.
2. Underline the real action {main verb} in the senfence. This action
often, though not always, follows the form of “to be” you circled and can

end in -d” 0,0, or even Hing”

Every attempt has been made by security o address problems as they
arise. -
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FPrampt corrective action will be taken to provide a secure environment for
us. '

Your assistance is appreciated.

: N&t@ that vou also need {o underline words that indicale either tense {such as
“have” or “will"} or necessity {(such as "must™). Such words add meaning to your action
and will help make the question vou ask in step 3 dearer.

3. Ask yourself who performed {or will perform or must perform) the
action you underiined. The answer names your actor (doer), who might
or might not be siated in the sentence. Take care NOT fo include the form
of “to be” you circled in your question, because it might give vou the wrong
answer, ' This step often poses the most trouble for people going throa;gi’s
this process because they want {o make it mors complicated than # is.

The question can be as simple as the word “who” followed by the word or
words you underlined as your action. You often can finish your questions
“with the phrases or clauses appearing before the word you circled:

Every attempt has been made by security fo address problems as they
arise. Who has aftemptad? (Securily has.)

Prompt corrective action wilf be taken to provide a securs emvironment for
us. Who will act? {Security will}

Your assistance is appreciated. Who appreciates'yotzr assistance? {f do.}

4, Place the actor before the acfion in the senfence and delete
gnnecsssary words.,

Security has attempted to address problems as they arise.

Securify will fake prompt corrective action to provide us a seoure
gnvironment.

QR Securily wilf act prompily {0 provide us a secure environment,
| sppreciate your assistance.
While going through the abave stéps should help you change some of your

passive voice to active, you may find some forms of “to be” that seem like passive voice
but don't "it” into the steps. Either your actor is already in front of your action, but
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you've still used a farm of Yo be” and have a main verb, or the form of “io be” seems K
stuck in a phrase thal has little to do with the real meaning of the sentence.  Technicall
these forms of "o be” 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 %o

L

be” then equate to @ weaker, and ofien less direct, form of writing. in any case, if the
above four steps don’t seem fo help you get rid of these forms of "o be.” ry these £
quidsiines: 2
_ _ (.
1. Delete empty subject/verb combinations, suchas“itis, .. thal” ar N

“There is... this” or “Thers are... who™ or "It is... which.” Forms of "{o be" (

- used in this way are called linking verbs. Linking verbs are inherently
weak, Simply getting rid of thase wesk subjectiverh combinations will add -
vigor to your sentences. When you delete these words, you may have to
reword your sentenices slightly so they make sense.

WEAK:  Thers are many reasons why people should wear seatbelts. o &

STRONG:  Peopls should wear seathelfs for many reasons. K

WEAK: 1t is necessary that all agents leam defensive tactics. -
STRONG: Al agents must lsamn defensive tactics. o

WEAK:  There are four agents now supsrvising our drug squads. .

STRONG:  Four agents now supervise our drug squads, .

WEAK:  There are a series of sthics laws.that apply fo DOJ
personnst, :

STRONG: A series of sthics laws apply to DOJ personnel, =

WEAK. i Js imparative that all personnel tum in thelr keys befors Ko
they leavs, ("

STRONG: Al personnel must fura in their keys before they leave,
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2. Delete the words “who are” or “which is” ar “that arelis” when doing
80 won't change the meaning of your sentence. These phrases
weaken your sentences while adding nothing to your message.

WEAK:

STRONG:

WEAK:

STRONG

The Bureau car, which was new, overturned during
the chass, which was high speed. .

The new Bureau var overfumed dunng e h:ghﬁ
speed chass.

The crowd, who were mainly family members,
clapped loudly as each person finished shooting in
the competitian.

The crowd, mainly famf}’;}‘ members, czépped foudly as
each person finished shooting in the compefition.

3. i your main action ends in “ing,” decide if you need fo show your
action in progress. iy other waords, does the action still ocour and will it
kesp ccowring in the futura? if so, ieave it as it is~in the progressive
tense of the verb. # you don't need to show the action continuing, as you
often don’t when you use this tense, you can change the past, present,
and future progressive tenses to their simple past, present, or future forms
o g{at rid of your form of "to be”

PROGRESSIVE:

FUTURE
?Ré(‘éRESSWE:
PRESENT:
PROQGRESSIVE:

PAST:

He will be meeting w:f?s all unit chiefs directly affected
by the non-1811 personnsl reguests,

He will meet with all unit chiefs directly aﬁ‘ecz‘ed by the
not-1811 personnel requests.

This unit Is requesting that new office space be built
fo accommaodale iwo new instructors.

This unit requests that new office spave bs built to
avcommodats im:a new instruciors.

Everyone was walohing television as the towers wers
faliing.

Everyone watched television as the towers fell,

Finally, you might tend {o write weak sentences {often using “to be” as a linking
verp} that don't fall into any of these calegories as far as helping you make them more
vivid or direct, in these instances, ynu must simply figure out what you mean ther look
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for a stronger way to say . 1 might help you 1o cover up your sentences, or even close

your gyes, so you can think of the meaning of the sentence. This helps you use new
words and keeps you from being locked into simply reordering the same weak words

you used 1o begin with.
WEAK:
STRONG:
WEAK,

STRONG:

WEAK:
STRONG:

WEAK:
STRONG:

Summary

Qur goal in issuing this book is fo raise awareness of
the standards. -

We issued this book fo raise awareness of the
sfandards.

Confinusd commitment to upholding these slandards
is esssttial, _

We absolutely must continue fo uphold these
standsrds,

The next meeting wilf be on Tuesday,

We will mest again on Tuesday.

He is responsible for the supervision of Squad 5.
He supervises Squad 5.

By using active voice and avelding linking verbs as offen as you can, you can

feel confident that you present a strong, yet human, image of yourself and the Bureau in
your dosuments. At the same time, you'll address your readers’ needs by writing in this

clearer, more direct and concise mannar. With active voice and vivid verbs, everyone

wins.

APPLYING THE KISS PRINCIPLE

Unfortunately, many psople seem almost afraid to KISS their writing: Keep it
Simple and Specific. They might have misconceptions about using simple or comimaen
words—conversational words—in their writing, Most writers hope 1o impress their
readers with their professionalism and intelligence, and they're concemed that keeping
their words simple and specific will convey incompetence or stupidity instead.
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Common Cancams

The following paragraphs dea! with four common concems—some of which Yol
might share,

1. “it seems unprofessional.” Longer words may seem more professional
to a writer, but most readers find familiar, simple words the most
professional because they communicate both quickly and clearly. Most
simple words communicate exactly what we mean and help us quickly
create a clear picture in the reader’s mind. For example, which COnVeyYs a
clearer thought to you: interacted or falked? {fought? shook hands?)

Lising simple or familtar words is also more professional because our
readers can understand tham as soon as they read them. They don't
have to read and rersad the words fo get the meaning. Plus, the fewer
_ syllablas we make our readers wads through, the faster th@y can read
‘what we write and move on to doing what we want them fo do, such as
making a decision or acting on the information in some way.

2. "I make me look liks P'm uneducated or a simpleton. ™ Again, this
statement comss from writers who want to make sure they impress their
readars, They wrongly equale iength of words {number of syllables) with
intelligence or sducation. But which is mare idiotic from a reader’s
viewpoint. the use of long words meant to impress us with the writer's
expanded vocabulary or the uge of short, common words that help us
understand the writer's messags clearly”

As a reader, do you get upset or frustrated with people who use big words
or words that you have to look up? Does it make you feel impressed by
the writer or Teel stupid yourself? And how many readers like fo feel
stupid? Writers who intentionally show off with a steady uss of largs
words tend to make their readers foel like simpletons or feel talked down
to. Those writers neither communicats nor impress,

- 3. “But that's not how | learned to write.” Let's look at what you've
leafned, both in schoot and in the FBL

Scholastic writing differs greatly from business writing. Most of vour
teachers preferred o see your wide vocabulary of multisyliabie words.
They even encouraged your use of them {fo helg broaden your experience
and basic vocabu ar‘y} You also might have fallen into the habit of trving
to find big words to impress your teachers, Plus, big words took up more
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space and helped you tum 8 pagss of information into the 10 pages you
needed 1o pass. :

in the FBI, howsver, you are nol writing for teachsrs who want to help you
expand your vocabulary. You are wiiting to psars, subordinates, or
superiors who gimply want fo understand what you say as quickly as they
can sa they can move on fo another task. Because you aren't wilting
papers for school any more, the style you used in those papers probably
dogs not fit the Bursau's nesds.

Many of you may have lsarned to write in the Bursau by looking at oid files
and, therefore, old ponies (examples of format and wording from vears
past). The problem with wiiting from old documents is that wilting style is
a living, growing beast. Going 1o closed or old files for examples of how to
write now is like robbing graves o construct new human beings. It might
have worked for Dr. Frankenstein, but all it does for us is hold us back.

We are the premiers law enforcement agency in the country; we are on
the cutling edge of applying new investigative, analytical, and
management techniques. Shouldn’t we join the twenty-first century in owr
writing fechnigques and style, too?

Whils going fo archaic formatls and wording may keep vou from
reinventing the wheel, it also tends to keep you locked to a wheel that
spins in place instead of one that moves forward, as it should, Make sure
your whesis move forward by applying fresh, yet proven, techniques like
the KiSS principle to your writing. '

. “We've nevey done it that way before.” Just because you've always

written things a cerlain way doesn’t mean you can't change or that you
based your habils on valld precepts. You might write & cerlain way

because svaryone else writes that way, and they based thelr origina

formats and style on 20-year-old documents from closed files.

Sure, old habits are hard o break, but try to remember that "old” means
old, not sacred. At first you might feel more corfortable with your riormal
styie of writing and might even think if sounds better than simple writing.
But because old habits are not nacessarlly good anes, you should fry to
keep your mind open i you want to improve and grow in alf areas,

including writing.
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~ Even the acronym KISS has promoted the feeling that szmpie means simplefon

because most people think it means *Keep it Simpls, Stu;}id““ Let's define it differently.
As you've by now begun fo realize, kesping i sitnple is smart, not stupid. So, KISS as

used hare stands for “Keep it Simple and Spacific.” This seems a more useful and
accurate definition.

Keep it Simple

In other words, use as few syllables as possible to get your meaning across.

Use only words you would use i talking to the readsr in person. As 3 reader, would you
prefer to read, "If vou need mors reports, just call me,” or, "in the event that vour supply
of raports is insufficlent to meet your anticipated requirements, pleass do not hesitate to
contact this offics for additional copies™? The latter would sound ridioulous # vou said it

© diring a phone or face-to-face wnvarsatinn but more people would write that than “if
you nead more repods, just call me.” Such stuffy language should start sounding

ridiculous to you whan you wiits &, foe. Thus, follow two guidelines to keep your writing

simple:-

Use the smatllest number of syiiabies {i.e., saum:is in a word} pc}ssshia o gﬁi Your

mesning across.

INSTEAD OF:

additionally
advised
affercation

approximately

pasist
constifutes
demaonstrate
designate

- dispaich

smpiay
equiiable
finalize

; fmﬁamentéf

inasmuch as
inquire
fagisiation
focation
modity
objective
perform
prics o

- WRITE:
aigo, plus, foo, and

ssid, told

fight

about, sround
help, afd’

forms, makes up
show

chaose

send

use

~fair

finish, complefe
basic

because

ask

faw

-sfte, scens, place

change
afm, goal.
da

before
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remainder rest -
request ask o
residsnece : houss, home, apartmenrd, frafler
subseguently then, later, after %
ferminate end, stop, firs , "
utifization, utifize tse

witnessed Saw

if vou wouldn't say it fo your reader, don't write it to your reader.

WOULD YQU 8AY: OR:

aacertaingd ' feamed, discoveraed, found out

attempt try

sonsequently 50

discontinus stop, drop .
enumerats sours ' _ 2
funciion act, rofe, work : 2
incepfion start ' - "
necessifale need
purchase buy - _ S
remuneration pay, safary "
iransmit send

Unfortunately, just keeping it simple offen gets us only halfway to clear
communication. We also must try to use specific simple words,

e e N S

Keep it Specific -
Communicaling—making your reader understand your message—oiten means

painting 8 pictre in your reader's mind, Butl it must be the same picture you have in

your mind. Simple words alone may not paint exactly what you want, For example, #1

have g picture in my mind and write to vou, “she went down the stresl.” would you be

abiae {o draw the picture | have in my mind? No, of course nol. How about if { wrote,

*she ran,” “she staggered,” “she hopped,” “she crawled,” or "she walked™? Yes, thess

simple yet specific words get you much closer to the picture | have in my mind and gst

us much closer to commundeating.

To make your words more specific, you must leam to describe gotions or
characteristics. When you can, stay away from labels and use an actioh word instead.
For example, don't use a label like “dishonest” when you can write “cheated,” “stole,” or
fled.” instead of “inleracled,” choose “talked,” "shook hands,” "fought,” or “ran
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together.” All of these simple words say what you really mean much better than the
bigger but vaguer words “dishonest” or “interacted.”

INSTEAD OF: WRITE:

exited the vehivle got out of the van .
cantacisd phoned, visited, spoke to, cafled
registed punched, kicked, ran |~

Casual vs. Formal Language

KISSing your wriling doss not have to mesn writing casually. You know when
you need to write formally and when you can get away with a more personal tone. We
have several levels of communicating v speech, ranging from the way we speak and
the words we use with family members to those we use with the district attormney to
those we use when speaking to a large group of Bureau SACs. We use more intimate
and casual language with owr family than we do with the district attorney and more
formal language with the SACs we spesk to. You can reflect all of these diferences in
your writing, making i mors or less formal according 1o who your reader is,

Summary

When you write, write o conynunicate. Make expresgsing yvour ideas, not
impressing your readers, your primary goal. To communicate, you need to KISS your

writing—Keep I Simple and Specific. By dﬁmg s0, you will indesd impress your readers
and promote a professional image.

REDUCING CLUTTER

How many reports, memas, lelters, and other documents come across your desk
each day? Do you ever fesl overwhelimed by all the words?  When you'rs fesling
overloaded or tirad, wouldi’t you like {o find 8 one-sentence memo in that stack of
papars on your desk? But, would you ssnd such a memao? You may have changed
your answer to that question. Whils we a8 readers may think i great o receive a one-
sentencs memao, we as wiifers often resist sending one.

inthe wer@c world, something abaut a lot of white space on a piece of letterhead
intimidates us as writers. We foei the need to f‘ H up that white space. Too much white

Like using big words, using many words is an wrge moat wrﬁam have that huds
comenunication raihar-than helps if.
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Readers tend to prefer brief and concise documents to long wordy ones. Thay
think brief documents will be easier {o read and sasier to handle. Concise memos
consider the readers’ needs by using only words that mean something and promote
understanding, As William Strunk, Jr., says in The Elements of Style (23):

Vigorous writing is concise. A senfence should contain no unnecessary words, a

paragraph no unnecessary senfences, for the same reason that & drawing should
have no unnecessary fines and & machine no unnecessary parts. This requires -
not that the writer make all his sentences shori or that he avoid all detail and treat

his subjecis only in outline, but ifaf svery word tefl.

Thus, as writers you will want to slirinate all unnecessary words from your
writing. But how do you determine exactly which wards you need and which you don't?

- What is clulfler?

Clulter appears in many different forms:  deadweights; wordy expressions;
doublets; redundant expressions; unnecessary repetiion; hidden verbs; “there are” and
"1 is” clauses; "who,” “which,” and "that” clauses; “io be” phrases; and “of" and other

prepositional or infinitive phrases. Let’s lock at each one.

Deadweights

Some of the words and phrases you may use add nothing to the meaning of your
message, and others can sven insult your readers by tslling them what they already
know {for example, that August is a month!). You should find and remove these

deadwsights:

 EXAMPLES:

Consider sxcassive modifiers deadweights as well. Used too often, they lose

thair meaning.
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EXAMPLES:

the hour atf which
nesdisss to say

{1 1s obvious that

are the kinds of . that
the reason is that

he is & mean that

red in color

- in the maonth of

rsafly
sxceedingly
vitally

DELETE
DELETE
DELETE
DELETE

DELETE

USE “he”
USE “red”
USE “in"

aghsolutely
totally

very
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Wordy Expressions

Look for common expreasions in your wrﬁmgmthey are often graposztmna%
phrases that take three or four words to say what they could in one or two. Learming to
recognize these wordy phrases and replacing them with their simpler, more direct
counterparts will help you make your writing moro concise. For example:

INSTEAD OF; WRITE:
g number of some, Six
gt the present time now
due fo the fact that because
in order to fo
in conneclion with o, with
with referance fo about, regarding
with the result that SO
inan effort o fo
for

in the amount of

Doublets

Often we join bvo words that mean the same thing with *and® Somefimes the
wards will have slightly different meanings. If you need both words, use both. Bat if you
can, choose one and get rid of the ather.

EXAMPLES:

hope and frust

refuse and decline _
decide and determine

fiely and assistance

sight and proper

suddenly and without warning
initiate and start

Redundanciés

Advertisers have brainwashed us into believing that we must over-modify our
words to make cur readers undarstand. We don't. You should only use redu ndancy as
a tool to emphasize points. Ctherwise, delste words (mostly sdjsctives) that modify
specifically defined words (L.s., those whose definitions include the meaning of the
maodifiers). For example:
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INBTEAD OF: WRITE:

revert back revert

frue facls facts or bruths
mgrged fogsther merged
fotally unique unigue
specific defail tfefail

fatal sfaving slaying

SrOUp consensus CONBENSUS

Gnna;mssmy' Repstition

Some wrilers shy away from repsating words. Instead, they look synonyms up in
the thesaurus. Sometimes this helps our readers, but sometimes it confuses them.
When you nesd to repeat a word for emphasis or clarity, do it. Unfortunatsly, we often
repeat words or phrases when we could use pronouns fo replace them instead.
Repstition bacomes clutter only when & adds no meaning o our sentences or
paragraphs.

- CLUTTERED:  Deputy Eisenberg has made 11 drug arrests, 27 DU arrests,
and § vics arresis since he joined the force.

BETTER:  Dsputy Eisenbery has made 11 drug, 27 DUI, and 5 vice
arrasts sinee joining the fores,

CLUTTERED:  Although union members view the proposed regulations as
unnecessary, the union members are less opposed io the
proposed regufations than fo the requiations proposed fast
yoar.

BETTER:  Although union :ﬁam&e:s visw the proposed regulstions a3
unnecessary, they oppose these less than the ones
propessd last year.

Hidden Verbs

Using passive voice and wiiting in a bureaucratic style has caused many of us to
“hide” good, strang verbs in the form of nouns. By adding suffixes {endings) such as *
sion, “fion,” “-menl” "tal,” "-ence,” and others to these verbs, we turn them into nouns.
- Then, because our serfences need a verb, we add 3 generally weaker verb to our
hidden one. Thus, we weakly writs In three words what we could strongly write in one.
- By freeing your hidden words, you can shorlen (and ampower) your sentences.
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INSTEAD OF: WRITE:
maks a determination determine
gave suthorzaelion for suthorized

find a ulifization ise

have 8 conference confor, meet
have an effect upon  affect

make iself folf influence
take action act

“To Ba"” Phrases

As stated sarlier in “Writing in Active Voice,” whenever you see a “to be,” you
often can just gst rid of B~and you should. A%thaugh getling rid of “to be” alone can
improve your sentences, you also should try using this as a stepping bilock to rewriting
wardy sentences entirely to say what you mean in as few words as possible. {See the
sscond ammgia bealow.}

INSTEAD OF:  The Investigative assistant seemed o be possessed with the
kidnapping investigation,
WRITE:  The investigative assistant seemed possessed with the
kidnapping investigation.
INSTEAD OF:  Materfal to be pressnied af weekly smpioyee f:zemtmqs
should include only facls.

WRITE:  Material presented at weskly employes meefmgs should
- include only faclks.

CORWRITE:  Pressnt only faci_uai malerial at weekly employes -:??éeiiﬂgs.

“OF° and Infinitive Phrases

You often can eliminate “of” (g preposition) and infinitive {*t¢” plus a verb)
phrases or revise them to form adiectives, possessives, or verbs. Again, deleting such
phrases can lead iﬁ recasting your sentences to make them shorter and more dzrect

CLUTTERED:  Atthe time of registration, students at the scademy sre
required ia maks payment of their equipment fees.

BETTER: - At registration time, students at the academy: must ;:tay their
' squipment fees.

BEST. Academy students must pay their equipment fees when they
ragisfer,
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Summary

As you can ses, clutter comes in many forms. Unfortunately, if you write
naturally, like you speak, you might use many of thesa forms of clutter. While this
guideline helps you choose simpler words when you write, it does not necessarily halp
you reduce clutter. You will have fo figure out what clutter you tend to use and
conscicusly try to efiminate it from your writing. After revsewsng each of your documents
to dalete unnecessary baggage, you will soon start recognizing clutter when you write it
Then you can start deleting it before it sver reaches the paper or screen. Like getting
rid of passive voics in your wiiting, this step should bacome sasier and less time-
consuming with practice.

WRITING STRONG SENTENCES: TEN STRATEGIES THAT WORK

Clear, vigorous sentences get vour message across while impressing your
readers. Although you cerfainly improve your sentences by changing passive voice to
aotive, ag:piying the KISS principle, and reducing clutter, vou can do sven more to make
sach of your sentences the best possible. By following the 10 strategies listed below,
you can feel confident that you will write vigorous, strong sentences.

“5 Write naturally, not bursaucratically. In other words, use your own
words, nat ones you've seen averyons sise use until they mean nothing.
it may help {0 remember to keep i conversational, If you wouldn't say itto
your reader, don't write i to your reader. Bureaucratic writing is stuffy,
stilted, and boring and rarsly cansiders the reader.

POOR:  Reference is made to your lefter dated May 19.
BETTER:  Here’s ihe information you asked for in your lefter of May 19.

POOR:  If this offioe can be of further assistance, please dont
: hesitate fo call,

BETTER:  Please call us on 703-632-1000 if you nsed our help.
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2. Put first things first. The most important elements of your sentence, the
subject and main verb, should come early in vour sentence and stay close

together (Baxter). Dont separate your subject an{i varb with too many
prapositional or definitional ;:hmse*s

POOR: A final report on the use of unauthorized force, writton by law
enforcement officers from around the counity attending the
mseting on unauthorized foree held at the FBI Acacfemym

prompled by the Rodney King incident—was printed in June
1891,

BETTER: Af nal mpm on the uss of aﬁau:hmyed force was pmzfed in
June 1881, The Rodney King incident prompted jaw
enforcement officers from around the country to meet at the
FBf Academy and write the report.

BEST:  In June 1991, the FBI printed a final report on the use of
unauthorized force. FPrompled by the Rodney King incident,
lewy enforcement officers from around the country gathersd
at the FBI Academy to write the report,

. Make the suhﬁw& of yﬁu? sentsnce the same as who or what

performs the action. in other words, make the subject perform the action
o verb {be the actor} and write the semanm in active voice. Also, protect
the natural sub;ac:tfverb order {subject before verb).

POOR:  The kidnapping was investigated i:&y the Buffaio fleld offics.
BETTER:  The Buffalo fleld office investigated the kidnapping.
in the first sentence, “kidnapping” is the subjsct, but not who or what
parformed the action of investigating. In the second sentence, ‘Ruffalo

field oifice” is the subject and thing that performs the action of
investigating.
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4. Place main ideas where they receive the best emphasis. Emphasize {"
your main ideas by starting or ending youwr sentences with them. The idea o
at the end of your sentence receives the most amphasis (Wyrick, 73).

LEAST EMPHASIS:  SA Taylor stressed using the first 12 hours effectively as the Pl
= most important element in solving a kidnapping. :
MORE EMPHASIS:  Using the first 12 hours effectively is what SA Taylor —

sirassed as the most important element in solving a b
kidnapping. _

MOST EMPHASIS:  SA Taylor stressed the most important elerment in solving a
kidnapping: using the first 12 hours effectively.

3. Protect your verbs. Don't ditute them by turning them info nouns emd
adding weaker verbs. _ -

POOR:  “give atdhorization to" or “hoid & meeting” or “mske a
decigion”
BETTER: “aulhorize” or ‘meet” or *decide”

&, Write in pasf}twa térms {Strunk 18). This means presenting ideas
directly. Positive terms present an image of confidence, not apology.
They're also easier fo understand. ' {oo

POOR:  We have not failed to investigale any threals of ferrorism.
BETTER: W have investigatad every threat of temorism.

7. Place most time phrasses and other prepositional phrases first or last g
in your sentences (Eaxier} This helps them make the most impact '
while con‘&ssmg the main idea the lsast. When you make these phrases oot
dependent in complex sentences, you still smphasize your main ideas. : S

£

FOOR:  SA Long, on March 13, 2002, interviewed John Spade. o
BETTER:  SA Long inferviewed John Spade on March 13, 2002, e
POOR:  The fugltive, affer 10 years of running from the law, o
sumendered to the FBI in Denver, ; o

BETTER:  After 10 years of running from the law, the fugitive VS

sumendered ic} the FBI in Denver, {
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8. Keep all your sentences and paragraphs concise by eliminating
clutter. Redundancies, wordy phrases, unnecsssary repstition, and filler
waords interfsre with communicating your message. Get rid of them, {See
"Reducing Clutter,” p. 41.} :

8. Make your subjects and verbs as simple and direct as you can
{Baxter).

POOR:  The hwists and tums in-ﬁra road from the airpart slowed the
agents and hampered in the least expected way their sfforts
fo tradlf the kidnapper.

- BETTER:  The winding road siowed the agents and unexpectedly
hampered their efforis to frail the kidnapper.

10. Strive for average sentences of 18 words or less. This doesn’t mean
that you can't write a 25-word sentence. It means that vou shouldn't do it
all the time, Your readers will appreciate variety in your sentence
structures, which halps you ksep an sven flow and pace.

Summary

 Readers might not consclously notics well-written sentences as such, but they
certainly notice poorly written sentences and then begin to dwell on the style of writing
rather than the message. Following these 10 strategies will ensure that vour sentences
will communicate your message o your readers, not irk them with ill-conceived structure
and wording.

- USING THE NEW STYLE

Whiting In active voice, applying the KISS principle, reducing clutter, and writing
strong sentences will lead fo dear and professional documents. Your readers will
appreciate your attention 1o their nesds, which will fead to more successhul resulis from

“your documents. What's more, with practice, you will out your writing time significantly
because you'll have fewer words and sentsnces to compose and carrect. Don't let old
habits and ways of thinking obstruct your success,; give this new style a by,
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PRESENTING

 The first thing @ reader notices about a8 document, even befmra reading #, is how
the writer presented or formatted the texd. Thus, the presentation often helps dictate the
reader’s first imprassion of the writer or, In our case as writers, the Bureau. How a
writey formats a document aleo can dictate ht:sw guickly it is read amid the numerous
other papers on the reader’s desk.

Think of your own praferences as a readsr. Do you prefer a document that's
typed single-spaced with narrow marging and no blank lines between long paragraphs
or one thatl's typed single-spaced with wide margins, blank spaces batween short
paragraphs and headings where appropriste? The latier simply looks beller-—more
inviting—and seems easier t read and, at times, easier to handle. The way you
pressent your information fo vour raa:iars oftan can make the difference in when they
decide to read your documents and, therefore, da whataver you ask or want them to do.

FIVE UNIVERSAL GUIDELINES

You'll find that the following five guidelines wil help you present your information
{format your document} in the best way possible:

1. Make sure your documents sre neatly typed or iegibiy written with straight
teft marging and broken right margins, Right margin justification {also
known as "full justification®) actually makes your documents more difficult
to read, though at first glance i looks neater,

£.. Remember that white space aftracts readers, so make all of your margins
at least one inch ar more and sither put spaces between single-spaced
paragraphs or doubls space the whole document when possible. #f you
double space the document, you must indent the first line of each
paragraph.

3. List your information with either msmbers or bullets whenever doing so fits
with the purpose of your document or how you want vour readerg to use i,
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PRESENTING

4. Use headings and, when applicable, subhsadings for documents two
pages or longer. Even one-pags documents can look better with headings
because they indicate what kind of information foliows and add white
space. Typical headings vou could use for Bureau documents include:

1} Purpose, Recommendation, Details

2} Problem, Solution, Resulis

3} Complaint, investigation, Findings, Recommendation
43 Caution Staiamlent, Leads, Case Background

5} Theory, Research {or Expetiments), Results

5. I charls, graphs, tables, or even drawings wili make your information or
argument easier o understand, use tham,

THINKING OF YOUR READERS

When deciding how fo present your information, once again think of your readers’
nesds. How will they use your information? Are you telling them about a new
procedure of instructions they'll have o follow? I so, ry {o put them in fist or bullet form
as much as possible. People hate to wade through paragraphs trying fo figure out what
staps they must take. If your readers need to gather certain information for you, again,
fist the type of information they must give you where possible, For example, # you had
to make the following request for information, do you think vour readers would prefer A
or 8Y ' '

A. When you came ta an in-service you'll have to let us know your time of
arrival, time of departure, flight information, room preference (smoking or
nonsmoking), social security numbsr, and division contact.

B. When you coms {o an in-service, you'll have {o let us know your

fime of amival

time of departurs

flight Information

oo preference {smoking or nonsmoking) .
social security number

division contact

¢ % 5 & B &
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Although it's slightly longer, B clearly would make it easier for your readers to
gather the necessary information becausea thay can just glance at the list and check off
each item. You also are more likely to get all the Information you need because you did
not make your readers reread a paragraph fike A five times to figure out what you want
o know. Thus, when you format your document, thinking of your readers’ needs and

how they will use your document can put you one step closer to gelting th&m to do what
you want,

Most of the methods of organizing discussed In “3: Writing and Organizing” lend
thamselves to madef«fﬁendiy farmatting with headings, lists, graphs, charts, and tables.
Some seermn aasier to adapt than others, such as chronology, sequence, comparison
and confrast, division/classification, and space. For example, when rating two
compuiters for your boss, you can heip him understand how their key features {or pros
and cons) compars {0 one another with a simple table {sither preceded or followed by a
narrative sxplanation): ;

_ Computer A Computer B
Cast per Unit : $1,200 | $1,700
- Monitor HQ oolor LQcolor
1| Features Dirives one only two (foppy and CD}
Ease of Uss «:iifﬁcuft vary aasy
Compatibla ] B Macintosh
| Systems

_ Such a table could guickly halp your boss choose the best computey or at least
help him understand your narrative comparison of the two.

SUNMMARY

If you follow the five guidelines describad above, your documents will appeal to
your readers’ eyes and project readerfriendliness. Thass appeals can grab your
readars’ attention, making them put your documants first on their reading list.
Depeanding on the types of documents you write, the way you pressnt or format your
information could be the anly advantage you can gain over the other documents vying
for your readers’ attention. If you always think of your readers when deciding how to
format your document, you get a head start in making a good first impression.
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PROOFREADING

While people might not notice when you write a document that follows the rules
of grammar and punctuation to the letter (they expect that from you), they will notice
when you break the rules-—at least the major ones. Thus, if you want to project a
professional image bath within and outside the Bureauy, you should fake the time to
proofread all vour work,

Bacause you can lose your objectivity and simply overtook many smors when you
write, you should find someons who knows the rules of grammar and punctuation to
proof your documents for mistakes and typos. I no one can do this for vou, try to give
yourself some time (at least 2 days, though 3 week is better) before proofing them, The
time should give you the objectivity you will need o caich errors you made and
previously overlooked.

if you know your strengths i in areas other than grammar and ﬂunctudt;cn Yol
should try fo find somaane to proofread all your documents for you. Of course, you
miust make them as correst as you can first 50 as not to abuse your reviewers, if,
however, yc}u have no one avallable, this ssction can help vou find the most common
mistakes in grammar and punctuation. It detalls a fow of the major rules you'll want to
follow when writing for the Buresu. They will halp you keep your writing Bowing
smoothly and professionally. .

GRAMMAR

Grammatically corect sentences and gzafagraphs make your writing sound qc&cﬁ :
When readers can gst through material without annoying interruptions caused by errors
in grammar, you sonmnunicate your message better. Once readers natice threa or four
grammatical mistakes, they tend o stop reading for content and start reading to catch
errors. Mistakes in grammar alse convey an impression of either a slipshod work ethic
or, in extrames, iiliteracy. By following the rules below, you can feel confident that your
writing will convey a more professional image of both you and the Bureau. This section
first discusses the four common sentence types and the various problems you can have
with them, such as run-on sentences, comma splices, and sentence fragments, Next
you'll see some information on agreement, shifts, paraliel structure, and modifier
prablems. _

COMMON SENTENCE WP&&

Try to vary the struciurs of your sentenoes by using tha following four santance
types. You want to keep 75-80 percent of your sentences simple, so interspersing the
other three typas among the stmsi& sentences will keep your writing from sounding foo

simplistic (iika the “See Spot run” kind of writing vou remember from chiidmnﬁ}
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 Simple Sentences

A simple sentence has a single subject-verb combination, ,,
Detectives investigate. ¢
She fired her weapon onve last week. _
It can have mare than one subject or varb... -
 The fingerprints and DNA samples matched. 7
The gang robbed and beat the coupls, ‘o _ .
.or several subjects and verbs., S i
Officers McDougall, Chang, and Greene drove to the scene, broke up the
 fight, and chargsd the parficipants with disturbing ihe peacs. o
The key distinguishing factor of a simple sentence is that all the subjects do all k&
the actions, : {0
_ _ 45
Compound Sentences £y
A compound sentence combines v of more simple sentences, sonnecting them \
via a comma/conjunction combination. You can remember the conjunclions that form
compotnd sentences by thinking of the acronym FANBOYS: | S
For : * "
i £
O ‘ o
Yet _ : At
So o
Use a compound sentence o give squal weight to two closely related ideas. I“
The traffic fight stopped working, so the palrol officer dffeci&é’ the fraffic. {
The speaders saw the slate frooper's crufssr, yef they did not sfow dows.
Lo
54 ‘




Complex Sentences

A complex sentence combines 3 simple sentence and a statement that begins
with a dependent word. Parts of a complex sentence are often cafled “dependent” and
“indspendent” clauses. A clause is simply a group of words that has a subject and a
verb. An indepandant clause sxprasses a complete thought and can stand alons as a
sentence. A dependent clause does not by itself express a complete thought, so it
depends on {or needs) the independent clauss o complete its meaning.

Depsndent clauses may begin with one of the following words:

affer so Hhat _ whore
although that whersvey
as though whelhsr
because urless which
before unti whichever
aven i what while
even thaugh  whalevsr who

if when whose

- since whensver

Complex sentences emphasize the independent clause {complete idea) over the
dependent clauss {incomplete idea), no maiter whers you place each in the sentence.
The dependent clauses are underlingd in the sentences below.

Because his foraot the time, he missed rolf call.
While he gave the victim CFR, she began to breathe again.
She clsaned her gun befors mwming':‘z‘ fo the holster.
- The bay, who was m a molorevele accident, now fimps.
Officer Smith pai'ked t:ahfnd the fruck that broke down on the highway.

interestingly, how you punctuate the sentence depends on where you place the
deparzdeni clause. If vou start the sentence with the dependent clauss, you must follow
# with & comma. i you place it in the middie of a sentence somewhere, you must

surround it with commas. if you put it last in the sentence, you do not need a comma
anywhsrea.
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Compound-Complex Sentences

Because two {or mors) simple sentences combine with ona {or mare) ﬁ&pﬁﬂdﬁﬁt
clauses to form a compound-complex sentence, you'll wand to use it sparingly in your
writing. Here are some examplas:

When the alarm sounded, the Rremen sushed o the scens, and the
sheriifs department sent two depulies.

After confirming the first suspect's afibi, Agent Clark efiminaled him from
the list, and then she checked the next suspect’s claims of innocence.

As you use thase four sentenns fypes, vou'll nesd © avoid the thres most
COMMON SITors you can make: run-on sentences, comma splices, and sentence
fragments, '

RUN-ON SENTENCES AND COMMA SPLICES

- When you write two complete thoughts with no punctuation between them, you
have written a run-on sentence. If vou put only a comma betwsan two complete
thoughts, you've mads g mistake referred o as 8 comma splice. You can fix run-ons
and comma splices by using one of three remedies: a period, & semicolon, or a
commaiconjunclion combination. The period separates the two thoughts the most
drastically, while the comma/eonjunclion separates them the lsast.

Fix# 1: The Period

To use a perind, find the end of the first complete thought and place the pericd
immediately after the last word. Making sure two spaces follow the period, start the first
waord of the next complete thought with a capital fetter. You now have two correctly -
punctuated sentences. if your error was the comma splice form of & run-on sentencs,
replace the comma with a period and begin the naxt word with a capital letter.
{Remember to add an exira space after the period.)

CHANGE:  The new position went up on the board 20 peopls
: respondsd.

TO:  The new posifion went up on the board. Twently psople
responded.

CHANGE:  The agent went fo court, e‘?ﬁ teslifisd on a case he'td worksd
& ysars ago.

TG The agent went fo cowrt. He testified on 3 case he'd worked
5 ysars ago.
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Fix# 2: The samsc'asan

Nt&matweiy you could piace« & semicolon {;) right hehind the last word of the first
complete thought; the first lelier of the word following the semicolon would remain in
fower case, in the cass of a comma Sg}ii\f‘ﬁl repdace the comma with s semimmn

CHANGE:  They posied the new pos;f;c:n a wask 8ge no ong applied for
it.

TO:  They posied the new pas;ixan a8 week ago; no one applied for
i

QHANGE: The instructor tatked about effective writing, the class
_ fistened intantly.

TO:  The instructor talked about effective witing; the class
fistensd imently,

Fix # 3: The CommalConjunstion Combination

Finally, you can placs 2 cormma immediately after the last word of the first
compiete thought and add a coordinating conjunction befora the next word, creating a
compound sentence. You can remember the appropriate coordinating conjunctions by
remembering the acronym FANBOYS--For, And, Nor, But, Or, Yet, So. fyouhad a
COMma splice, simply sdd one of these mn;umts{ms after the comma.

CHANGE:  The division provided & var for the new aganf on the
Resctive Squad i was one of the oldest in the pool,

1O The division provided a car for the new agent on the
Reactive Squad, but it was one of the oidest in the Dood,

CHANGE:  Terronism has changed policing forever, homeland sscurily
- has become faw enforcement’s top priority since the
Seplomber 2001 affacks.

TG: Teporism has changed paficing forever, for homeland
securily has becoms law enforcement’s fop prionty since the
Septernber 2007 stfacks.
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SENTENCE FRAGMENTS

if you punctuate an incomplste thought as a complete sentence, you've written a
ssntences fragmsnt.. Sentence fragments often crop up as forethoughts or, mare often,
afterthoughts about ideas already puncluated as complete sentences. Fragments
always begin with a depeaden% word {such as “after,” “when,” “that,”} or 8 prepcss:t;en
{such as "ta,” “with,” “al,” “in,” or “from"}.

To fix a sentence fragment, you can either finish the thought it starts to form a
complete sentence or add i to the front or back of an already complete thought o form
a complex or compoundicomplex sentence. If you attach the incomplete thought to the
beginning of the sentence, you must put a comma after it. If you atiach i io the end of
the complate thought, vou omiit the comma.

CHANGE: When they amived a;‘ the seene. The agents interviewed
- three wilnesses.

TO:  When they arrived ai the scene, the agents inferviewed three
withesses.
CHANGE: | must leave soon. Before I'm late for my next meeting.
T {must lsave soon befors I'm late for my next mesting.
OR:  Before 'm late for my next meeling, | musi leave soon.

You can also often fix sentence fragments by deleting the depandent word
{which makes a clause that already has a subject and verb dependent on more
information to complete &}

CHANGE:  The director held the meeting in his office. ;%ﬁbwgh hie
' would have preforrad 8 conference room.

TO:  The director held ihe meeting in his office. He ww{a’ have
prefarred g canfersnce room.

Run-on sentences, comma spiises, and santence fragments make up only a few
of the errors in grammar people tend fo make. Other cbyious ervors include problems
with agreement and shifts. Less obvious problems fend o include errors in parallel
structure and the use of modifiers. The following sections disouss these roublesome
 arsas of grammar,

AGREEMENT

Your subjects must agree with their verbs in both person and number. This
might sound difffoult, but the good news is that you usually do it right because vou hear

&8
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the errors when you proofread your writing, Don’t rely solely on your ear, though. Know
the rules. ' _

Porson

_ “Person” refers to the form pranouns fake fo describe the person{s) speaking,
spoken o, or spoken about. First person pronouns {f, me, we, or us) refer to the
spaaker(s). The second person pronoun {yeu) refers to the person, group, or thing
spoken to. Third person pronouns (he, she, hiim, her, it, they, or them) refer to the
persan, group, or things spoken about.

FIRST PERSON: f investigated the identity theit.
SECOND PERSON:  You wrofe a good report.

THIRD PERSON: . She interviswed the withess.

THIRD PERSON:  The judye disallowed the wiretap.

Number

“Nurnber” means the form a noun, pronoun, or verb takes to show if something is
singuiar o plural. Nouns usually form plurals by adding an 8" or “-es” to the end of the
word {for example, the singular form “gun” becomes the plural form “guns™). If verbs
- aiso formed plurals by adding an *s" or "-a8" to the end, life would be sasy.
Unfartunately, in Standard English, only third person singular verbs (the ones that go
with “he,” "she,” "it,” or corresponding nouns) have an *s” at the end in regular verhs.
This unfortunate rule in English ofter confuses those of us who take “s” to mean more.

 than one.

He drives. BUT | Youdive,. OR  We drive

LE Womaok asks. BUT You ask. OR  Theyask
Yei}r verbs must agree with their éui‘s;sects i bath person and number;

Special Agent Kiopf runs 3 miles daily fo keep 8t

The team buys drugs undercover regularly,

The support personne! meel once a year at the picsic,
You write well.

{ gfiend two courses aacﬁ_seas;im,
We tegeh in the fisld divisions when asked.
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The following words usually take singular verbs:

anvbody - anyone anything each
nobody o one nothing either
everybody everyons averything naither
somebody SOMEBONE something

Neither of thuse fwo regulations is followed.
Each of the pistols needs adjustment,
Evarvone who parks here has a sticker.

"Both” always takes a plural verb.

Both agenis follow leads.

Al “any,” "some," and "none” sometimes takes singular verbs and sometimes
plural ones. : '

SINGULAR:  Allis well
PLURAL:  Detactives are busy, alf work on majar cases.

SINGULAR:  Thievss stole thousands of dai!afs; soms was found.

PLURAL:  The squad interviswed dozens of withesses; some were
accountants.

Take care that pre;mszt ongl phrases falling Emtween YOUT SU b_;act and verb don't
lead you o choose the wrang number: .

The leaders of the group have deslared war.
Que of the corrupt judges was indicted.
Each of the new agents hag o fake physical training.

Compound subjects generally take plural verbs:

Ambitfon and good lfuck are the kevs fo sucoess.

{Notice that “keys" is also plural because it refers to “ambition and good luck.”)
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However, a compound subject joined with “or” or “nor” takes a verb that agrees in
number with the closast subject.
The caplain or the lieutenant is on duly.
The players and the spectators at the game wers peaceful,
Several deputios or ong mfm is nesded,
One ranger or several depyliss are nesded,

The number of a verb DOES NOT change when you put words such as
“including,” “along with,” "as well as,” or “in addition to” between the subject and the

varh. _
Sgt. Le-w;‘s_, fogether with Sgt. Smith, runs the pistol range.
Qur ggents, as well as our staff, are the best in the nation,
Making All Elsments Agree

Pronouns must agree in number with the nouns they replace.

The officers drank coffes dwfn? their mesting.
Either of the radar guns has i{§ drawbacks.
Peopls who apply must have thelr eyes checked,

Verbs in phrases beginning with “who,” “which,” or “that” must agres in number
with the noun the phrase modifies.
Gary is pne of those officers who is aggressive.

- The heavy rucks that thunder down the road make cautious drivers
REIVOUS. o

Collective nouns {those naming a group or collection of persons, places, things,
concepts, actions, or qualities) take a singular verb and pronoun when referring to the
group as a whole:

The jury was divided an the issue and could not announce its decision
until Wednesday. ' '

But when a collective noun refers to individuals within a group, it takes a plural
verb and pronoun:

The jury returned o their routines after the trial, ¢
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You can make organizational titles, such as company or department, sither
singular or plural—just be consistent. -

The department has grown 50 porcent in 2 years. It will expand even |
more this year,

_ “Crowd” normally takes a singular verb and pronoun, while *psople” normally
. {akes the plural. ' _

SHIFTS

- You need to make sure you don't switch person, number, tense, or voice in your
santences. In "Agresment” above, we talked about keeping person and number
consistent between subjects, verbs, and objects. The following guidelines should help
you avoid shifting not only person and number, but also tense and voics.

Shifls in Person

- Hyou start a sentence talking directly fo your reader in second person, you must
finish the sentence in the same way {as this sentence does by using “you™ throughout).
i you are writing about someone or samsthing in third person, you cannot suddenty
start talking directly to your reader (in secand person) ar about yourself (in first person),
This does not mean that you cannot use “we” and “vou” in the same sentence: it does
mean that you cannot shift the person of the same noun in different parts of the
sentence,

- CHANGE:  When you interview this way, he gets more from my suspect.

TO: When you inferview this way, you get more from your
suspent,

OR:  When he infervisws this way, he gets more from his suspect
OR:  When | interview this way, [ get more from my suspect,
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Shifts in Number

As “Agresment” above describes, your pronouns must agree in number with the
nouns they refer fo; you can't shift from one to several or from several 1o one,

CHANGE:
TG
R
CHANGE:
TO!
OoR:
Shifts in Tense

if o weapon becomes disty, they misfire.

if & wagpon becomeas dirty, i misfires.

if weapans becoms dirty, they misfire.

if someone wants fo bumn their house, they should make it
fook like an accident.

if someone wanis to burmn his or her house, he or she should
maks # lovk fike an accident.

If the fratemity brothers want fo bum their house, they
should make # {ook fike an avcident,

if you stant your action in the future, you nead to keep it in the future; you should
-not suddenly switch to past tense. If you're describing svents that began and ended in
“the past, you must keep them in the past. While you can logically move from past tense
to present or from present o future, when you switch tenses——that is, suddenly
changing the tense of the same slement in the sentence—you confuse your reader.

GHA&GE:
TO:
CHANGE:
T

OR:

The witness gm past iy bank and looks around hs corner
fo see the livense number. :

The wilness ran past the bank and igg. ked around the corner
t see the license number.

This report describes how a teflers calmness kep! him ouf of
danger when a robber will come fo his window.

This report describss how & tefler’s calmness keeps him out
of dangsr when @ robber comes o his window.

This report degaribes how a tefler’s calmness kept him out of
danger when a robber cams fo his window.

{Nate that the present tense {ogically moves to the past tense here
because the change is from one element of the sentence to a different one, not a
awitch in the same alement.} '
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Ehifts in Voice

Finally, you should take care not to awiteh voice from active to passive within one
sentence. This kind of changs often forces you to switch subljects or dangle modifiers.
And because you want to keep your writing as active as possible, switching to passive
just dossn't make sense, '

CHANGE:  While he considered his options, the case was argued by the

progecuior, |
T While he considersd his options, the prosecutor arqued the
case. ' -

PARALLEL STRUCTURE

Parallel structurs will make your writing strong and dear. it sleans up your ideas
by clarifying the relationships between elemants in your sentances; it lsts your readers
know if those elements are squal, comparsbie, or contrasting. Parallel structure, or
parallslism, expresses similar ideas in a similar patiermn. i crestes s balanoe in the
structure of words, phrases, and clauses by giving egual emphasis to ideas within a
sentence. For exampls;

Let us never negotiate out of fear,' but lef us never foar to negotiste. {John
F. Kennedy)

This sentence would lose its strength and clarity if written as follows:

We should never negotiate only because we're afraid, but negotiation is
not frighfening,

Whaen pmsentir;g a series of aqual tems, you should express all of them in the
same grammatical structure—all nouns, all adjectives, all adverbs, all verbs, all phrases,
or all clauses. For sxample:

When preparing for an infervisw, agents should review the case facts,
defermine the best location for the inlerview, and investicale the
 interviswee's background thoroughiy.

The items in this series are all phrases beginning with verbs in the present tense,
- Notics how awkward it sounds when written differently:

When prepaning for an inferviow, agenis should review the case facts,
determining the best location for the interview, and they should investigate
the inferviswes's background thoroughly,
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Use paralisfistm when putling thoughis or instructions in a sequence, sither in one
sentance or in several. Using different forms of similar words confuses your readers,
For example, write “First,. . ." "Second.. . " and “Third,. . .” not *First,. . “Sacondly,. .
and “In the third place. . .. Your readers might spend too much time trying ta figure out
what sounds wrong and not enough on your message.

: Examples of Paraliel Structurs

WORDS: Al phone messages should contain date, ime, caller’s
name, and message.

PHRASES: = The deputy had to look in the house, around the vard, and
down ihe closest strests before deciding the frespasser had
fled. _

CLAUSES:  The propesal defines the problem, and it suggesis an

. answer, but it fails to predict any resulls.

Examples of Nonparallel Structure

accurate facts.

TQ:  Wiiting the reports quickly is as importari as collecting
acoursie fants, ' :

CHANGE:  Wiiting the reports quickly is as important as lo collect

CHANGE:  The budget contains an expenditures sheet, a shest for
~ pavables, and it alse has g balance sheet af the end.

TOU  The budgst contains expenditures, payables, and balance
sheels, ' - '

Paraflel structure helps you clarify your ideas by correcting mixed phrases,
clauses, or sentences. it lets you unify a paragraph and emphasize imporiant ideas,
while at the same time it halps you use fewer words. Best of all, parallel structure
- appeals {o your reader’s sense of arder and sound.

MODIFIER PROBLEMS

When you want to changs (modify} or add to & word's meaning, you should place
the modifying word or phrase next to the word you want to change. Keeping modifiers
close to what they modify helps make what you really mean clear to your readers.
somalimes, howevet, you may put your modifiers in the wrong place or even forget to
put what they’re describing in the sentence. When you do this, your readers have a
hard time understanding what you mean, '
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Qbwviously, you don't misplace modifiers on purpose. But because you probably
think faster than you write, your ideas can end up in the wrong place, Also, atf times youl
may start writing about new thoughts and then remember an important part of an old
thought. Instead of backiracking to put the important thought where you should, you
may write it whérever it happens 1o fall when you think of it. '

- Recagnizing modifier problems seems harder than corracting them. Yous can

often fix a modifier mistake with a minor change fo the sentence. You must concentrate

of looking for modifying phrases and making sure you've placed them next fo what they

modify. Reading your sentences aloud may help you find some of these problems.

Those that sound funny or awkward may have any one of the following modifier
problems. .

Misplaced Modifiers
When your modifiers seem o change words or phrases other than the anes you
want to change, you probably have placed your modifiers too far away from those words
in the sentence. Try o place your modifiers next to (either right before or right after) the
words they modify. For example, cansider the difference betwaen these two sertences:
The district atiorney almost fost all our céses,

The district atiorney lost almost a¥f our gases.

- The first sentence means that the DA, lost nothing, while the second means that
the DLA. lost nearly everything. Moving the madifier “almost® can entirely change the
sentence’s meaning. _ :

Nate the difference betwaen the following fwo sentences, which place a
mudifying phrase {instead of ward) differently.

The victim said e white man carrying a handgun wearing a black shirt and
blue jeans approached her. {That's a well dressed weapon!)

The victim said a white man wearing a biack shirt and blue isans and
carying a handgun approached her.

You especially need to take cars when placing the modifier “only” in your
sentences. You can easily put it in the wrong spot. For example, vou may write “Only
he wrote three letters,” where “only” modifies "he” instead of “three,” as you may have
~ intended. When you rewrite the sentence as, “He wrote only three letters,” you say

‘what yout really mean. :
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Dangling Modifiers

When rawewing your writing for modifier problems, you need fo make surs your
sentences actually contain what your modifiers describe. If they don't, the modifiers will
“dangie at the start or end of your sentences. In this case, you most offen will dangls

~ang or “to .. ." phrases. For example:

QANGLENCS:

CORRECTED:

DANGLING:

CORRECTED:

QR

Sguinting Modifiers

After interviewing the witness, the report axpiainad the svenis.
{This says the report interviewed the witness.)

After interviewing ihe withess, SA Andrews explained the svents
in his report.

Wéichiﬁg constantly, the surveilfance dragged on. (The
surveliance iiself could not watch—only the person doing the
surveiltanoe couid.}

Watching constantly, the defective thought the surveillance
dragged on,

While the delective walchad cansfaﬁﬂy fhe surveiflance
dragged on.

Your modifiers “squint” when your reader can't determine if they describe what
comes before or what comes after them in the sentence. You know what you want 1o
describe, but you must ensure your readers know, oo,

SQUINTING:

ASAC Smith asked 84 ﬁaﬁcvaﬁ while af the office fo repart on
the progross of the investigation. {Shcuid Danovan report every
time she's af the office, or did Smith just give this directive
during & face-to-face conversation thers?)

CORRECTEQ} ASAC Smith asked SA Donovan {0 report on the progress of the

OR:

investigation whenever Donovan comes to the office.

Duning a conversation af ihe office, ASAC Smith asked SA
Donovan to reporf an the progress of the investigation.

&7
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Jammed Modifiers {3.k.3. Noun Strings}

You can “jam” your modifiers by putting too many of them.in front of a word or
phrase. You also can jam vour modifiers if you make nouns aot as adjectives. For
axample, "“BWAT team squipment budgst proposal” puts too many modifying words in
front of “proposal,” and all of the modifiers are nouns instead of the adisctives they
should be. Rewriting this as "a budgst proposal for the SWAT tsarm's equipment” adds
words, but makes the meaning clearsr for your readers.

INSTEAD OF: WRITE:

projecied hostage resoue  projecied inventory for

equipment inventory - egquipment used in hostags rescues
Ballistics Projsction Study o Compare Balfistics
Comparison Study Profections

Making sure you say sxactly what you mean and modily exactly what you want
might take a little Hime initially. But when youwr readers understand you quickly, without
questions or confusion, you will find i worth the exira initial effort.

PUNCTUATION

Can you imagine life as g reader without punclustion? The Anclents had jusi
that. Fortunately, we don't have to read the way they did. The evolution of punctuation
has made the mader’s task immeasurably sasisr. All punctuation marks function as
signals for the reader to pause in reading. A comma or set of parentheses signals a
slight pauss, while a period or colon signals a much longer pause. More important,
however, punciuation marks dsfine the relationships between words, phrases, clauses,
and sentences. Changes in punclualion can change the meaning of what you have
written, so #'s worthwhile o leam exaclly hﬁw to use each mark.

Unfortunately, the svolution of punclugtion hag made life more difficult al times
for writers., Writers have {0 leam and then follow the rules of punctuation before they
can make their writing clear {o thelr readers. Becauss punciuation marks do tel] your
readers 10 pauss, you nead to tgke care when using them. You should use them for
funiction, not for decoration. Sentences and paragraphs with too many commas or other
marks become choppy, confusing, and difficulf to read.

Because some rules of gramimar and punctuation might have changed since you
fsarnad them in grade school or high school, unless you've kept up with the changes,

vou might be using vour punctuation marks incomectly. The following paragraphs cover .

only the major rules of most punctuation marks—those you will come across often in
your writing. If a situgtion arises that rules below do not cover, a recent edition of the
Gregg Reference Manual, edited by Willlam A, Sabin, or of a good college grammar

&8
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book, such as the Harlrace Qoﬁega Handbook, edited by Jcha C. Haodges, shauld
pmvxda YOUR answer.
The Comma {,}

Gizmmas sesm one of the most abused puncluation marke, yvet also one of the
most necaessary. Soms writers sprinkle commas randomly throughout thelr text, hoping
that readers will understand thelr meaning. How imporiant are these marks? Look at
how a comma can change the meaning of a simple sentence:

He's the cronk | belisve. |
He's the crook, | balisve.

The first sentence says you belleve what the crook said, while in the second you
zdent:&‘y him as the crook. That's quite a differsnce in meaning! If you follow the 10
major rules for commas described below, you should fesl confident that vour reader wﬂi
understand your writing:

1. Place a comma afler introductory phrases in a sentence. A comma
shouid come after any kind of phrase or clause that begins your sentence
and is not part of the independent clause {main sentence).

For € months, @ woman had been slealing valuables from hotel
baggage check rooms.

Trying to disguise fisr identity, the thief wore & mg and bulky
olothes.

Evan so, the witness quickly picked her out of a fne-up.

if the ruse had worked, she would have escaped punishment.

Because i did not, she faced fail ime.
Although some texts say you can omit the cormma after short {2-3 word)
introductory phrases, put it in if your reader could misunderstand the
sanience without i -

Before dark desr amived at the main enirance.

Before dark, deer arrived at the main entrance.
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2, Place a comma before a conjunction that joins two independent
clauses {sentances} to form a compound sentence.

The acronym FANBQYS—For, And, Nor, But, Or, Yet, So~-might help you
remember these conjunclions.

We go out fo dinner offen, for the cafeterda food lastes bland.

He applied o the Kelchikan Police Qa;a&mnénz‘, and he has worked
there ever since.

The witness did not know what the shooter wore, ner codld he
recafl the weapan used

Wifma Mott wanted fo fell the truth, but she feared that her husband
would leave her.

i might run a few miles affer dinner, pr { might go fo 8 movig
nsiead.

The pai:c:e siapped hundreds of white vans, vt b‘my did not jocate
e snipsr.

Lountertervorism is our fop prionty, so we have damfed
“Hremendous regources fo it

3. Place commas around words that add extra but unnecessary
information to the sentence. If such nonessential information ends the
senlence, just put a cormma before it and a period at the end. To test
whather you need commas, remove the quastioned words from the
sentence; if the main message ramains intact, use commas. if removing
the words changes the main meaning, do not use commas,

The Collsge of Analytical Studies, which resides on the third fioor,
includss fraining in statement analysis.

SSA Scoft Barker, a member of the Hostage Rescue Tsam, led the
rafd on the prison.

Terry heads the white collar crime unit, which includes 7 agsenis
and 10 investigative assistants.

Everyone who smokes will be disqualified.
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You cannot put cc}mmas sround “who smokes” because the resuit;rzg
sentence (Everyons will be disqualified.) has a different meaning.

Qften, nonessential information can simply be omitted from vour
santences; it's clulter.

4, Use aomms fo separate ilems in 8 series. (A series includes at least
thres items.} You might wonder if you need the comma bsfore the "and”
in these sentences. Maore conservative books suggest yout put it there, but
common practice now dictates that you can omit the comma unjéss you
need it for clarfication. You may want to consider putting it there all the
time, s you don't have to figure out when you must have it and when you
dor'. You will never be wrong to place the comma before the “and” in a
series, .

Samusls, Gaid, and Mufioz all applied for the position.

The supervisory speciel agent will inferview and hire applicants,
manage the unit, and superviss ongoing cases.

The clerk handed the detective @ message, the mazf and a cup of
cafi%;a {no comma)

The faw firms Jackson and Pollock, Abbas and Thompson, and
Emerson Group mpresenf indigent clients pro bono.

{Note that you aaed the comma before the “and” here 1o group the names
corractly; otherwise, resders might think Abbas works alone while
Thoropson and Emerson ara partners)

5. Place commas around the year in dates and around states that come
after citiss and fall in the middis of the sentence.

Ray i?as fived in Ashiand, Kentucky, most of his life.

He can move aitsr Fﬂ{fay, June 8, 2018, when his son graduates
from high schogl.
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write the date without the year or wrile ihe month and year w;thaut

: specsfymg the day:

We visif Ashiand offen. We ke Kentucky & jot.

Seplember 11 slarfed like & normal autumn day. The svents of
Sepfember 2001 paussd us fo rethink many securily lssues.

8. Use commas to separate direct quotations from the resf of the

sentance.

‘4 don't w&n&* 2@ rin with you again,” he said, “‘uniess you slow
down. ™

“We will meet fomorrow,” the large! lold the undercovsr agsnt.

7. Use commas with direct address {i.e., when you use the reader’s

name or fitlal. .
Thank you, Mike, for answering my questions about NYPD.

Sergeant, | have a problem with your attitude.

. Do not place just cné_ comma between the subject and verb of the

sentence or between the verb and object.

CHANGE:  John and Nancy Jones, have iwo daughtors.
TO: John and Nancy Jones have two daughters.
CHANGE:  Former direcior Freeh worked, the Pizza Connection
cass. : _
TO:  Former divecior Freeh worked the Pizza Connection
cass, :

BUT domn't use commas whan the ¢ily or state stands alone nor when you

......
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9. Do not place a comma before “and” or “or” when itjeim compound
subgacis or verbs. The comma goes befors “and” and “or” only when
they join two complste sentences or when they connect three or mors
flems in a series. {See rules 2 and 4 above.)

CHANGE:
T
CHANGE:
TO

OR:

David, and bis parents live in Indiana.

Ravid and His parents five in Indiana. (2 subjects)

Af attended Apapra High School, and graduated in 1969,
Al atfended Apspea High School and graduated in 1969,
{2 varba)

Al attended Apapeca High School, and he graduated in
1968, {2 sentences)

10.Do not place a comma before the first or after the lastitem in a

seriey.

CHANGE:
T

OHANGE:

T

The Semicolon (G}

Cold Zero is not just g story of, missions, weap{ms and
tactios.

Cold Zera is not just a story of missions, weapons, and
factics,

The FBU's Hostage Rescue Teamn handles ferrorist

capture, hostage relsase, and other smergencies, around
the world,

The FBI's Hostage Rescue Team handles ferrorist

capture, hostage mi&asa and other emergencies around
the warld.

People often confuse semicolons (;) with colons () however, you cannat
interchange them. You are one of these people i you tend to want to introduce a series
with 3 %miéﬁim. A colon should do that job. You should use the semicolon as follows:

1. Use a semicolon as you would & pariod-—to separate indepsndent

clauses.

' ?‘?’se witness could barely speak; she was still shaking.
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You shouldn't use a semicalon with one of your FANBOYS coordinating £
conjunctions, nor should it replace most commas. You should use it with ™
conjunclive adverbs, such as “thus,” “thersfors,” "moreover,”
cansequmﬂy : “mdead or “however." , (
The case seems airtight; however, we will need further detaifs of s

your investigation, a,
2. Use semicolons m separate items in 3 series when one or mare of ;
those items contains commas. : o
John Smith has worked in the Piitsburgh, Pennsylvania, Division;
the Miami, Forida, Division; and the Pikeville, Kentucky, Resident o
Agency,
-
! fold three people about the theft: Susan, my wife; Cormandesr -
Dudley; snd my insurance agert. (Because the first item dontains a ot
conumy, all items are separated by semicolons. )
: _ {_.
" The Colon i SH. - \
3 i
Use a ocolon to inlroduce a quotation, a series in 8 sentence, or a list that uses {_"f:
symbols. The mfamzatmﬂ that comes befors the colon must be able fo stand alone as a o
serntence, : : hiss
An FBI National Academy graduats ohserved the following: “In law ¢

grforcement, thers is & point whers ihe gun becomes less of 8 weapon £

and writing becomes more of one.”

Supreme Courl dustice Berjamin N. Cardozo wiote these words: (
Mot only do we guard the dream—the right to iifs,
{iberty, and the pursuft of happiness—we five it! -

The posifion has three requirements: a colfege degmé, 3 years' work :

sxperience, and 8 high degree of physival fitness. -

We need these things to continue the protection detail
8. three mons agents ' |

b. full cooperation from Secret S&mce '

¢, & more secure environmeni.
_ : s
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PROOFREADING

Omit the colon in sentences where no general (a.k.a. "umbrelfa”) term is used to
introduce the series, such as “the following,” “these,” “as f:ai?aws,” ate.

7o succesd in iaw enforcemsnt, you rmust ?rave paﬁence, 8 z‘hzck skin, and
a8 good sense of humeor. :

Te continue the profection detall, we nead thres more agents, full
cooperation from Sacret Service, and 8 more secure snironment.
The Dash ()

. Use dashas szngiy or in pairs to set off ideas you want to emphasaz& or
strengthen.

To ayoid negating thair &mphasizmg qualily, use them sparingly. Typa a dash by
pressing the hyph@n scey twice

The Reactive Squad has only one priorly ian?ghtmﬁnd that little g:‘rf,

The witness—blinded by the E:issrw%cg}u}zi raport onfy what he heard.

We need fo recognize sympfoms of bumc&fﬂxﬁagsﬁm, éféohmiism,

family problems—if we want o help employees suffering from i
Parentheses { }

Use parentheses in palrs around supplementary or descriptive information that '
you want to de-emphasize; such material is not necessary for the main thought of the
sentence ;

You can put phrases, clauses, or entire senfences within parentheses. In the last
case, you would put end punctuation for the sentence within the parentheses as well.

Some states {for example, New wa(} outlaw any efsctronic
savesdropping by private individuals,

We must secure more resources (as wa've reported befors) ta kesp the
hew fraining running.

Everyone can i;;emsﬁi‘ fom communication training.  {(Some smployses
might disagres.)

75



PROOFREADING

Quotation Marks {(* “Jand { %)
Always use guotation marks in pairs.
1. Put double quotation marks around direct quotes.

My supervisor safd, “Cf:am;}}‘em this report by close of business
faday.”

U sure does make a difference,” Joff abserved, “where the
punctuation goss!l®

She explained to the dispatcher, "I thought | beard screaming.”

- 2. Use double guotafion marks around words used o mean something
different than they normaily mean, words referred to as themselves,
or slang and jargon.

Bevause | didnt study, | “bambed” the test.

{ used “be” five Himes in my first drafl.

{ saw my partner "culf him and st him.”

3. Single quotations marks surround a guote within a quote.

The witness said, { remeamber the gmman yelling, ‘Give me the
mﬂn&yﬁ‘ i

4. Omit quotation marks for indirsct quotations {paraphrases).

My supervisor said he wanted me to compiste this report by close of
Husiness foday. .

The chief said that s wanted my resignation.
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PROOFREADING

5. Use quotation marks to pummam fitles of $0ﬂ§3, poems, short
stories, loctures, courses, spisodes of radio or TV programs,
ahaptem of books, unpublished works, and articles found in
magazines, newspapers, or encyclopedias. :

They sang “Mr. Bojangles® thres times in an hour.
Have you ever read “The Raven® by Edgar Allan Poe?
"Effective Wiiting” is & groat aoursé, don't you think?
?“hey fiked Roy’s lecture, “Inside the Mind of & Serial Rapist.®
Gordon Grahar's presentation, "Why Things Go Right; Why Things
&o Wrong, ® always draws g big crowd,
Quotation Marke and Other Puncluation _

1. Always put periods {) and céﬁsmasr(,} inside final quotation marks:
The suspect's wife stated, 5 want fo press charges.”
“We have made terrorism a top prionity,” declared the FRI éf:‘recfm

2. Azw:;s place colons (:) and semicolons (;} outside final quotation

mar

Shannon saud fo z?ye five board mambers, “Let s gt sfarifed” he
wanisd to finish their u;&@fa&saﬁi ?ask

i could only think of ong thing to do when the palice officer
yelled, “Stop or Pl shoof”: run lke the wind.

3. Place qusston marks {7} and axciamaﬁxén marks (i}'iﬁssée final
guotation marks when they apply to the quote, but outside
whan they apply to the entire sentence.

“The negotiator asked, “How long befare we get a phone line
set up inside z‘ha prison?”

Did the agent say, “I'm from Arkansas™?

! heard my parfnar yall, "Guni”

7
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PROOFREADING X,
: <
The Apostrophe ('} "
You ean use apostrophss {0 show ownarship (form the possessive case} or | {\
oreate contractions. : : ‘x_._ .
1. Add’s to singular nouns and acronyms to form the possessive, ,f -
Jm's answer : - £
the FBI's policy oo
the agent's wespan : o
-
i the noun snds inan s, a sllent " or a 27 sound, you may use only the £
apostropha: : o
the withess’ statement o ' £
Mr. Broaux’ memo B, .
Socrates” studsnt
2. Add only an apostrophe o plural nouns ending in “s” to form the
poasessive. ' -
-
officers’ uniforms | o
witnesses” sfafements _ . 2

fisutenants’ association

3. Add’s to plursl nouns not ending in "s” to form the possessive.

women's tghts .
p {

children’s school -

: C
peopls’s cars t
4. Some familiar expressions also use an ’s, even though they may not .
form true possessives. n
a week’s pay, @ moment’s pofice, a day’s work, foday's paper, § £

doflars’ worth -
..
Ly
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PROOFREADING

5. Use apostrophes to form contractions {shortenad forms) of two or

more words:
{am m
itis _ f's
| are not aren’t
- of the clock u;citack
will nod wont
Fisoal Year 2008 FY 08
they ars . theyre
we are were

8. Use’s to show the plurals of words, letiers, ami numbars used as
themselves in 2 aent%m:@

he talk show guest used seven “fike’s” in one senfence.
The word ’*;c:arpgatraﬁir” contains only fwa 8’s,”
The total figurs on the budget proposal contained too many *0'8.”
7. Do not use apostrophes with possessive pronouns; they already
show ownership.

WRONG:  #s"  youwrs”  hers theirs’
RIGHT: #s  yours hers theirs

Also, don’t use apostrophes to form simple plurals,

WRQNG: four chair's 20 weapon ”
RIGHT.  four chairs 20 weapons
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PROOFREADING

Capital Lattem

in our effort to show respect, we often capitalize words we shouldn't. As w:ih
other punctuation marks, overuse dilutes tha intended sffect.

1.

80

Capitalize & person’s name and a person’s title when it precedes the
name., .

Robert 8. Musller il Director Mueller BUT the director

Spucial Agent T. Wilsonn  SA Wilson BUT all special agents

Sherilf Stanley Clarke Sherift Clarke BUT the sheriff

Capitalize days of the waek, months of the year (but not seasons),

and special days; full names of organizations; races and languages;
historical periods, svents, and documents; words pertaining to the
Dioity {in all religions).

The Federal Bursau of Investigation closes the FBI Academy on
the third Thursday of November in honor of the Thanksgiving
holiday. At this fraditional autumn feast, many Americans ihank
God for the blessings received during the year.

Capitadize the words high school, coliege, stma‘& park, lake, river,
county, company, city, socisty, institution, stc., when used as an
gssential part of a proper name; however, wﬁan they ars used alone

‘a8 a substituts for a proper nams, each one appears in lower case.

i sﬂendad Essex High School in the Town of Tappahannock,
Virginia. The high school is locatéd on the oulskirts of town, across
Alrpart Road from the finy municipal airpont.

Capitalize nouns dm;gna%mg family miaﬁammg}s only when
substituted for the proper name, If the noun is proceded by a
possessive pronoun {8.g., my, your, their}, do not capitalize it

Was Dad appoinied as the new polics chief?

s Lisutenant Liu your aunt?



PROOFREADING _

5. Capitalize geographical lovations but not mere points on a compass
or dirgclions, ‘

it gét’s fiot and muggy in the South duning the summer.

The suspscl’s car continued westhound on Rosser Avenue.
The SWAT lecam sntered the window on the soulh side of the
building,

SUMMARY

Again, the rules for grammar and punctuation detailed above include only those
most often used or confused. While you may find it hard {o bry {o memorize thess rules,
i might prove the easiest courss for you o take in the fong run. Knowing the rules
{versus having to keep a guide handy) will make your necessary task of proofreading
much easier. Whichever method you chaose, your reader will thank you for an error-
free document thal communicates without ambiguity.
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CONCLUSION

'Ma-ny- peaple find wiiting a difficult but pervasive task in thelr Bureau positions. e
Writing for the Bureau can become a burdsn if you know that solving a case, impressing T
an outsider, answering to Congress, or even saving someone’s fife depends on how yous

cammunicate through your writing. P've designad this style manual fo help relieve you of
at least some of that burden. _ . £
_ >

By following the practical guidsiines outlined in the six main sections of the

manual, you can feal comfortable that the documents you write will get your point K_»—_-f
across in the best way possible while presenting a professional imags of both you and
the FBI. _ :

1. Thinking Before Writing dsalt with helping you clarify your purpose for :
writing, learm about your readers and determine their needs, and figure out
what you want your readers o do with your information. 1t then showsd
you how to write your bottom-fine sentencs, iy other words, Sigure out the s
point of your documesnt. ' : P

2. Getting Started discussed how the left and right sides of your brain can
eithier hurt or help you write and how fo maximize the strengths of your
right brain to help you get started. 1t then outlined five different methods
you can use o get your frat words and ideas on paper.

3. Writing and Organizing showed you how {o put your ideas into an overall et
structure of introduction, body, and conclusion. 1t also detailed how you
can organize the body of your information for both long and short (.
documents. : - '

4. Revising for Style dealt with four main areas of style: writing in active
voice, applying the KIBS principle, redusing clutter, and writing strong
sentences. These subsections discussed the virlues of active voice -
versus the pitfalls of passive and how fo change your passive voice to
active. They showed you how 1o KISS your writing—keep it simple and
specific—and explained why you should. They defined dlutter, giving
examples of the many kinds of clutter that can weaken your writing,
Finally, these subssctions detailed 10 strategies you can follow o
strengthen and invigorate your sentences. '

T e W

5. Presenting emphasized the importance of how you format your
document. Mt presentad five guidelines you can follow when formatting all
your docurnents. it also discussaed how to present your information to best =
meet your readers’ needs and, in doing 86, your own. Anything that ' b
mékes the readers’ job sasier increases the odds of getting what you want _ Ris
from them, _ ' £

S e
H S i %l e
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CONCLUSION

8. Proofreading stressed the nesd for making sure your documents ars
purfact. it detailed commaon errors in grammar, showing you how to
correct them, and lists basic rules of punctuation you'll need to foliow,

Although we each write any dzﬁemnt Kinds of documents for the FBI, we all can
apply the style of writing oullined in this manual to whatever we write. Somse
documents, espeacially those going outside the Bureau, may need 3 little more formaiity,
though none shouid mﬂuﬁi’&‘ the stuffy, bureaucratic writing we're frying to sliminate.

The following two memaranda graphically llustrate what we typically read {and
write} in the Bureau versus what we could read (and write) if we all applisd these
technigues of good business writing. Which would you rather receive? Then shouldr't
yau try to write that way for vour readers?



CONCLUSION
MEMORANDUM
TO: - All Academy Employees, 8-12-84
FROM:. Michael F. Kucab :
RE: IDENTIFICATION BADGE PROCEDURES
FBI ACADEMY '

The purpose of iifzis memorandum is to change the procedure wtilized for the issuance of
identification badges to Academy employess in order to restrict access {o the Academy
" buildings to those with legitimate need for access fo the buildings.

For the infcmxaisﬁn of FBI Academy employses, the Division Supper't and Seivices Unit

{DSSU) has been designated the Academy entity charged wsth issuance of ail
idenfification badges for FBl Academy personnel.

Accordingly, the following prosedures will be followed regarding requast of keys:

Step 1: By routing slip or memorandum directed to the Unit Chief, DS8U, a unit chisf
may request a specific identification badgs to be made and issued to 2 apseific
amployes. The request should specify the type of badgs, for what buildings or aress,
the identity of the unit, the employse’s full Bureau names, and the smploves’s social
security numbar.

Step 2: The DSSU Unit Chief's Secretary will contact the requester and fssue the
identification badge to the requester. The requester will then sign the computer printout
indicating the badge issuance information and this printout will become a permanent
record of the issuance of the icientiﬁc’atim badge.

i is imperative that upon termination of assigniment at the Academy that both support
and agent personns! be required to personally return thelr badges to the DS]/U Unit
Chiafs Sacretary so that the records of returned badges will be remwaﬁ fromthe .
compiter program and property receipds removed from file,

PMFIKCww



CONCLUSION

MEMORANDUM
T All Unit Chiefs, 8-12-84
FROM: Willlam A Mx:(};arry
RE: CHANGE IN PROCEDURE FOR @m;m
Y IDENTIFICATION (I} BADGES FOR
ACADEMY PERSONNEL

We've changed the way we issue 1D badges to Academy staff to restrict access to
various bulldings based on frue need.

The Division Support and Services Unit (OSSU) issues all badges to Academy
employaes. Please follow the procedure cutlined below gat badges for anyona in your
unit:

1. Send a mamo to the DSSU's Unit Chisf askmg for an 1D badge for an employse. -
Specify :

a. type of badge

b. bulidings or areas the badge gi’s_@uié opan
€. your unif’s name

d. the employee’s full Bureau name

e. the employes’s Social Security Number

2. Have your employes pick up the 1D badge from DSSW's secretary and sign a
property receipt that will become a permanent property record.

All employees MUST return thelr badges to the DSSU IN PERSON when they
leave the Academy or the FBI, so DSBU can release them from rasponsibility for
. their badges. .

WAMvwi
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ADDITIONAL RESOURCES

The works listed below provide additional useful guidance on writing:

Alward, E_ﬁgér O, & Alward, 3, A, (1887, Punciuation glain snd simple. Franklin
Lakes, New Jaersey: The Career Press.

Floren, Joe. {“i Q8§) Wiite smarter, not harder. Wheaton, {L: Twain Productions.

Floran, Joe. {1992). Enough ahout grammer. What really matiers and what really
doesny. Whealon, iL: Twain Productions.

Moltz, Larry E. (1994). Investigative and operational report writing, 3% ad. Long;w«:)&d
FL. Gould Publicalions. , _

Langang John, {1889}, Senience skills: A workbook forwriters. 4% ed. New York:
- MoeGraw-Hill Fublishing Company.

Setranek, Patrick, Verne Meyer, Dave Kemper, and John Van Rys. {1998). Wiiters
ine: Sehool fo work, Lexingion, MA: T C. Hesth.

Sutcliffe, Andrea J., ed. (1994). The New York Public Library Writer's Guide to Styfe
and Usage. Naw York! HarperCollins.

Thaiss, Christopher and John E. Hess, (1888}, Writing for law enforcement. Baston,
MA: Allyn and Baocon.

Zinssor, William, (1688). On writing well. 8™ edition. New York: HarperCollins.

Daon't forget to check online writing rescurces, too. Use a good search engine o
look for “online writing lab” (OWL) (sites pﬁsted by caiieges o help their students) or
any specific writing-refated topic (such as “grammar,” “punctuation,” or ‘commas”).
Here are two good siles recently Eﬁcatad by students in the FBI Naticns} Academy S
“Effsctive Wriling” olass:

QWL at Purdue University: hitodfowl.english.ourdus edy

QWL at Capital (:mimurzity College, Hartford, CT:
hilp:fwwew. coo.commnet eduigrammar
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Arkansas
California
Colorado
Connecticut
Deleware
Florida
Georgia
Hawaii
idaho
iitinois
indiana
iowa
Kansas
Kantucky
Louisiana
Maine
Maryland
hassasschusetts
Michigan
Minnesota
tdississippi
Missouri
Montana
Nehraska
Nevada
New Hampshire

New Jersey

New Mexico
New York
horth Carolina
Morth Dakota

wpﬁmmgéupmmmsw&umﬁmﬁmﬁmml
bt/ www st govictportal/owp/view asp24=84389=489944
fttp:/fwww. delaware gov/lopics/agencylist dept

hitp e yflorida.com/direciory/

hitp://georgia gov/agency list

nitp:/Arbhawail org/eapitoli/dirguide/

hitpe/fweww idaho.poviagency/

hitps://wwwed JHinois gov/pages/aaenties.asex

httn/ fwwwingovioore/fing agency htmi

i //honehook lowa gov/agency aspx

i 394’{\3;.«» kan;g;g {'gmmmgng{mmﬁmgﬁm&ﬁsﬁm{

M;__wm ,mame‘gx}w’m ggi{gmze_.rﬁgp&y’sweeggm ies

http/fwww meryland gov/pages/agency direciony asps
hitp:/fwwew.mass.zav/portal/global-agencyfisthimi
.Ez.tfmm;a.__idﬁsa;s}_&m fsomi0.3607,7:192.29701 29707 3004500
https://mn.goviportal/sovenunent/siete/sgencies-hoards-conumissions/
htip:/faww.ans.zov/agency direciory/default asox

ht’ﬂ'j!m m gcvf;garm resu‘}is,'
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bttp:/iov gov/epency/deparment/

hitp:/ A nh.govigovemmant/agencles him!

Witp fwww nigov/ni/zovidentsery/

it/ fewi newnssico govlenvernment/a 1oz state apency hslings.asix

fhttp:/ fwww nysesoy com/CITUIDE CFM 2superCat= 102 &eat= 2498 content=main

it/ feww. pRov som/sovernment/agencies/
https:/ fwevesnd gov/agency nm




OH
Ok

PA
R’i

SESESSSHIER

Chio
Oklahoma
Oregon
Pennslyvania
Rhiode island
South Carolina
South Dakota
Tennessee
Texas

Utah
Yermont
Virginia
Washington
West Virginia
Wiscansin
Wyoming

https:/ fnon sl texas aoviappsfics/asencigsfindex himl
vafmmmm
http:/Awww vermont sov/portal/government/stoz.php
hup:/ferww agencydivectory.virsinia gov/
nitp/iactess wa.gov/agency

Bt/ A WYL B0V DARR S/RENLISS S5DK

hitg:/fwww wisconsingov/state/oore/agency index himi

http e wyoming gov/iagencias aspx




Denver o

Divisic o Abr,

Washington, DC WF 202-278-2000
New Haven, CT NH 203-777-6311
Birmingham, Alabama BH 205-326-6166
Seattle, Wash, SE 206-622-0460
San Antonio, Texas SA 210-225-6741
New York, NY NY 212-384-1000
Philadelphia, PA PH 215-418-4G00
Cleveland, Ohio v 216-522-1400
Springfield, Hiinois St 217-522-8675
Mobile, Alabama MO 251-438-3674

. P | 317-595-4000
(Omaha, Nebraska oM 407-493-8688
Atlanta, Georgia AT 404-679-3000
Oklahoma City, OK oC 405-290-7770
Baltimore, Maryland BA 410-265-8D80
Pittsburgh, PA PG 412-432-4000
Milwaukee, Wi MW 414-276-4684
San Francisco, CA SF 415-553-7400
Little Rock, Arkansas LR | 501-221-9100
Louisville, Kentucky LS ' 502-263-6000
Portland, Oregon PD 503-224-4181
iNew Orleans, LA NO - 504-816-3000
Albuguerque, NM AQ | 505-889-1300

jécksoh, Miss.

601-948-5000

Boston, Mass,

617-742-5533

 {Phoenix, Arizona

702385

623-466-1999

Puerto Rico T %

' |Salt Lake City, Utah SU 801-579-1400
. |Columbia, SC o 803-551-4200
 |Richmond, VA RH B04-261-1044
. |Honolulu, Hawaii HN 808-566-4300
Tampa, FL TP 813-253-1000
{Kansas City, Missouri KC 816-512-8200
_{5an Diego, CA SD 858-320-1800
|Knoxville, Tenn. KX 865-544-0751
Memphis, Tennessee ME 901-747-4300
Jacksonville, FL K | 904-248-7000
“[Anchorage, Alaska | AN _ 6.
El Paso, Texas EP_
Sacramento, CA SC
iDallas, Texas DL
Newark, NJ NK

b7E
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AVAYA REASON CODES

» GO READY -~ means you are available to take live incoming calls

¢ OO ROT REARDY —

» {9} Team Leader Duties
b7E

o {71) PAL_tunch
« {72) PAL_Break
» {73) PAL_Meeting

« {74} PAL_Training

= {75} PAL_After Call Work

$
‘
i
3
i )
5

Revision 08/201&




FBI Field Offices and Resident Agencies

Alabama

Birmingham, AL 35243
{308} 326-6166
Counties: Jefferson, Shelby, and Walker

gt

b7E

Counties: Colbert, Franklin, Lauderdale, Lawrence, Marion, and Winsion

{xadsden

Counties: Blount, Calfoun, Cherokee, {2y, Clabume, DeRalb, Blowah, Marshall,

Bt Claw, and Talledega
H il

Counties: Cullman, Jackson, Limestone, Madison, and Morgan

Counties: Bibb, Fayette, Green, Lamar, Pickens, Sumter, and Tuscaloosa

Mobile (District HO)
203 N. Royal Street
Mobile, AL 36602




{21513 438-3674

Counties: Charabers, Lee, Macon, Randolph, Russell, and Tallapoosa

Bothan

Countics: Barbour, Coflie, Covington, Dale, Henry, Houston, and Geneva

Monroovilie

Counties: Choctaw, Clarke, Conccuh, Escambia, Marenge, and Monroe

Montgomery

Countizs: Antauga, Bullock, Butler, Chilion, Coosa, Crenshaw, Blmore, Lowndes,
Montgomery, and Pike

b7E



Alaska

Anchorage (District HO)

101 Fast 8% Ave
Anchorage, AK 99501-2524
{907) 276-4441

Fairbanks

b7E

Areas covered: Fairbanks North Star Borough, central and novthem Alaska

i3

Area covered: City and Borough of Janeau, southeastern Alaska

Arizona

Phoenix (District HQ)
21711 N. 7* Street
Phoenix, AZ 85024-5118
(6233 466-1999

Klagstaff

b7E

Area covered: Coconino, Navajo (narth of 1-40), and Yavapai Counties and the Hopi,
Navajo {except Apache County}, and Yavapai-Prescott Indian Reservations

Gallup




Area covered: Apache County {novth -40} and the Navajo Indian Reservation {in Apache
County}  Gallup RA shared jointly with the Albaguergue FO.

Area covered: Mohave County and the Fort Mojave, Havasupal, Hoalapal, and Kaibab-
Painte Indian Reservations

5

Areg covered: Apache (South of 1-40) gad Navajo (South of 1-40) Counties and the White
Mountain Apache Indian Reservation

Si g

Area covered: Cochise, Greenlee, and Graham Counties {exchudi ng the partion of the San
Carlos Indian Reservation that lies within Greenlee County}

Ta

Area covered: Pima and Santa Cruz Counties and the Pascua Yaqui and Tohouo
(Fadhany Indisn Reservations

Yoms

Area covered: La Paz and Yuma counties and the Colorado River Indian Tribe
Reservation

Arkansas

b7E



Little Rock (District HO)

24 Shackleford West Blvd,
Little Rock, AR 72211-3758
(501) 221-9100

El Dorade

Counties covered: Ashley, Bradley, Cathoun, Chicot, Cleveland, Columbia, Dallas,
Drew, Lincoln, Quachita, and Union

Fayetteville

Counties covered: Baxter, Benton, Hoone, Carroll, Madisan, Marion, Newton, Sgarcy,
and Wachington '

Fort Smith

Counties covered: Crawford, Franklin, Johnson, Logan, Montgomery, Polk, Sebastian,
and Scott

Cownties covered: Clay, Craighead, Fultos, Greene, lndependence. Trard, Jackson,
Lawrence, Mississippi, Poinseti, Randolph, Sharp, and Stone

Marion

b7E



Ununties covered: Crittenden, Cross, Desha, Leg, Mowroe, Phillips, St Francis, and
Woodmff

Texarkana

b7E

Countigs covered: Clark, Hempstead, Howard, Lafayette, Little River, Milfer, Nevada,
Pike, and Sevier

California

Los Angeles {District HQ)
11600 Wilshire Blvd.

Suite 1700 :
Los Angeles, CA 90024-3672
(310) 477-6565

ancaster

b7E

Lounty: Nartheastern Los Angeles

Long Beach

County: Scuthern Los Angeles

v o {i.ﬁX}




County: Los Angeles {LAX)

Orange County (formerly 5;

County: Orange

§2 g E-. A 2

b7E

County: Eastern Riverside

Riverside

Counties: Riverside and San Bernarding

Santy Maria




Counties: Northern Santa Barbaca and San Luis Obispo

Yenturs

b7E

County: Ventura

Victarville

County: San Bermardine

West Covi

Coumty: Bastern Los Angeles

Sacramento (District HO)
4500 Qrange Grove Avenue
Sacramento, CA 958414205
(916) 481-9110

Bakersficld ' b7E




Counties: Inve, Kem

Chi

Counties: Buite, Colusa, Glenn, Plumas, Sierra, Sutter, and Yuba as well as westers
Mevada County

Fairfield

Counties: Solans

_Fresno

Counties: Fresno, Kings, Madera, Mariposa, Merced, and Tulare

Maodestn

{ounties: Stanisiaus and Toolomne

Bedding

Counties: Lassen, Modoe, Shasta, Siskivou, Tehama, and Trintty

South Lake Tabos

b7E



b7E

Counties: Alpine and Monn as well eastern, mountainous portions of Bl Dorado, Nevada,
and Placer counties

Stockion

Counties: Amador, Cglaveras, and San Joaquin

San Diego (District HO)
Federal Office Building
103835 Vista Sorrento Pkwy,
San Diego, CA 921211800

(858) 320-1800

b7E

Counties: Imperial

North County

Counties: San Diege County area north of Del Mar, California, east to Borrego Springs,
including the following incorporated and unincorporated cities: Bonsall, Borrego Springs,
Camp Pendleton, CarditY, Carlsbad, Dul Mar (incorporated city ondy), Encinitas,
Escondido, Fairbanks Ranch, Fallbrook, Leucadia, Oceanside, Olivenhain, Rainbow,
Rancho Santa Fe, San Marcos, Santa Yaabel, Solana Heach, Valley Center, Vista, and
Warner Springs.




San Francisco (District HO)
454 Golden Gate Ave. 13¥ Floor
San Francisco, CA 84102-9523
(415) 5537400

Concord

Counties: Alameda and Contra Costa

Farehe/Fortung

Counties: Homboldt and Del Norie

Maonierey Bay

Counties: Monterey, Santa Cruz, and San Benito

Counties: Alameda and Conira Costa

Pals Alte

No specific geographival territory

b7E



San Jese ' b7E

Counties: Monterey, Santa Clars, Sania Cruz, and San Benito

Bants Rosa

Conntles: Lake, Mendocing, and Ronoma

Colorado

Lenver (District Hi
B000 East 36" Ave,
Denver, CO 80238
(303} 6297171

Colorade Springs
b7E

Counties: Alamosa, Baca, Bent, Chatfee, Cheyenne, Conejos, Castillo, Crowley, Caster,
Elbert, Bl Paso, Fremont, Huerfane, Kinwa, Kit Carson, Lake, Lag Animas, Lincoln.
Ulere, Park, Prowers, Puchln, Rio Grande, Saguache, and Teller

Durange




Counties: Archuleta, Dolores, La FMata, Mineral, Montezuma, and San Juan

Fart Collins

Counties: Boulder, Rroomfield, Gilpin, Grand {east portion), Larimer, Logan, Marpan, b7E
Phillips, Redgewick, Washinglon, Weld, and Yuma

Glenwood Springs

Counties: Bagle, Garfield, Grand (wast portion}, Mofli, Pitkin, Rin Blanco., Routt, and
Surmits

Grand Junetion

Counties: Delta, Guunison, Hinsdale, Mesa, Montrose, Ouray, and San Miguel
; 3 g




Pueblo

b7E

Connecticut

New Huaven (District H
600 State Stroet

New Haven, CT 0651 1-6505
(2033 777-6311

Bridgeport
b7E

County: Fairfield

New London

Counties: New London and Windham

Meriden

Counties: Hartford, Litehfield, Northern New Haven, Northern M tdedlesex, and Tolland




District of Columbia

Washington Field Office (District HO)
601 4% Street, N W,
Washington, D.C. 205350002

2023 278-2000

Northern Virginia Besident Agency

Florida

dacksonyville (District HQ)
6061 Gate Parkway
Jacksonville, FL 32256
{904) 248-7000

Daytons Beach

Counties: Flagler, Putnam, Lake, and Volusia

Fort Walton Besch

Counties: Qkaloosa and Walton

b7E

b7E



{sainevville

Counties: Alachua, Dixie, Gilchrixt, Lafgyette, and Levy

{Oeals

Countles: Citrus, Marion, and Sunster b7E

Panams City

Connties: Bay, Cathoun, Galf, Holmes, Jackson, and Washington

Fonaacols

Countiga: Escambia and Sanig Rosa

Tallahassee

Counties: Pranklin, Gadsen, Joffersen, Leon, Liberty, Madison, Tavior, and Wakulla




Miami (District HO)
2030 SW 145" Ayve
Miramar, FL 33027
{754} 703-2000

Homestead

b7E

Counties: Diade and Monroe

Fort Pleree

Counties: Highlands, Indian River, Martin, Okeschobes, and 85 Lucie

Koy West

County: Monroe

West Palm Beach

County: Paliy Reach

fampa {District HO)
5528 West Gray Street
Tampa, FL 33609
{813} 253-1000




Brevard

County: Brevard

Fort Myers

b7E

Counties: Charloite, Lee, Glades, and Hendry

Lakeland

County: Polk

Orbnde

Counties: Orange, Osceola, and Seminole

Pinellax

County: Pinellas

Sarasota




b7E

Counties: DeSoto, Hardee, Manatee, and Sarasola

Georgia

Adlanta (District HO)

2635 Century Parkway NLE.
Suite 400

Atlanta, GA 30345-3112
{4043 678-5000

Albany

b7E

Counties; Cathown, Crisp, Dooly, Dougherty, Lee, Sumter, Terrell. Tusner, Wilcox, and
Worth

Athens

Counties: Clarke, Elbert, Franklin, Greens, Hart, Madison, Morgan, Oconee, Ouplethorpe,
and Walton




Augusia

Counties: Burke, Cohnmbia, Glascock, Jefferson, Johnson. Lincoln, MeDuaitie,
Richmond, Taliaferro, Warren, and Wilkes

Brunwwick b7E

Counties: Atkinson, Bacon, Brantley, Camden, Charlton, Coffee, Glvan, Jeff Davig,
Plerce, and Ware

{plumbus

Counties: Chattahooches, Clay, Harrds, Mavion, M uscogee, Quitman, Randolph, Schiey,
Stewart, Talbot, Taylor, and Webster

Daiton (formerly Rossville)




Counties: Catoosa, Dade, Fannin, Gilmer, Murray, Union, Walker, and Whitfield

{:ainevville

b7E

Counties: Banks, Barrow, Dawson, Forsyth, Habersham, Hall, Jackson, Lumpkin, Rabun,
Siephens, Towns, and White

Macon

Counties: Baldwin, Bibb, Bleckiey, Butts, Crawford, Hancock, Houston, Jasper, Jones,
Lamar, Macon, Mowae, Peach, Pubaaki, Putam, Twiggs, Upson, Washington, and
Witkinson

Rome




Counties: Barlow, Chattooga, Cherokee, Floyd, Gordon, Haralson, Paulding, Pickens,

and Polk

Savannah Operations Support Center

Counties: Bryan, Chatham, Effingham, Liberty, Long, Mcelntosh. Telfair, and Wayvae

Sisteshorg

Counties: Appling, Bollach, Candler, Dodge, Emanuel, Evans, Jenkins, Laurens,
Montgomery, Sereven, Tattnall, Toombs, Treutlen, and Wheelsr

Valdosta

Counties: Ben Hill, Remien, Clinch, Cook, Echolg, Irwin, Lanter, Lowndes, and Tift

b7E




Hawai

Honolulu (District HOY
91-1300 Enterprise Avenue
Kapolei, HI 96707

(808} 566-4300

FBI Maui Regident Agency

b7E

FBI Kong Resident Ageney

FBI Guam Resident Ageney

¥FBI Saipan Resident Agency

Idaho

{Under the Salt Lake City, Ulah Field Office}

Baise

b7E




Connties: Ada, Adams, Boise, Canyon, Custer, Elmore, Gem, Jerome, Lemhd, Lincoln,
Owvhee, Payette, Washington, and Yalley

Cocur d'Alene

Counties: Benewah, Bommer, Boundary, Kootenal, and Shoshone

Lewiston

Counties: Clearwater, Idaho, Latah, Lowis, and Nez Perce

Pacatelln

Counties: Bamnock, Bear Lake, Bingham, Blaine, Bonneville, Butte, Camas, Caribou,
Cassia, Clark, Franklin, Fremont, Gooding, Jefferson, Madison, Minidoka, Oneida,
Power, Teion, and Twin Falls

Hlinois

Chicage (District HO)

2111 West Roosevel Road
Chicago, [L 60608-1128
(312) 421-6700

b7E



Rolling Meadows (North Resident Agency)

Counties: Cook (northern) and Lake

Rockford Resident Agency

Counties: Boone, Carroli, DeKath, JoDavies, Lee, MecHeury, Ogle, Stephenson,
Whiteside, and Winmebago

Oriand Park (South Resident Ageney)

Comnties: Cook (southern), Grundy, Kendall, LaSalle, and Wil

Lisle {West Resident Ageney)

Counties: Cook (central), DuPage, and Kane

Springfield, IL 62703
{(217) 5229675

Champaign

b7E



Counties: Champaign, Clark, Coles, Crawtord, Comberland, Douglas, Edgar, Ford,
frequois, Jasper, Kankakes, Moultrie, Piatt, Shelby, and Vermilion

Fatrview Heights

b7E

Counties: Bond, Calhoun, Clinton, Effingham, Fayette, Jersey, Madison, Mation,
Maaroe, Randolph, St Clair, and Washington

Marion

Counties: Alexander, Clay, Edwards, Fraoklin, Gallating, Harilton, Hardin, Jackson,
Jefferson, Johnson, Lawrence, Massac, Perry, Pope, Pulaski, Richland, Saline, Union,
Wabsash, Wayne, White, and Willlamson

Provig

Counties: Fulton, Hancock, Livingston, Marshall, MeDonough, McLean, Peoria, Patnam,
Tazewell, and Woodford

Quad Cities { shared with the Omahn Pivision)

Counties: Burean, Henderson, Henry, Knox, Mercer, Rock Istand, Stark, and Warren

Indiana




Indianapolis (District HO)
B82S Nelson B Kliein Parkway
Indianapolis, IN 46250

(317) 595-4000

Bleamington

Counties: Bartholomew, Brown, Daviess, Greene, Jackson, Lawrenee, Martin, Monros®,
and Owen

Evansville

Counties: Adam, Gibson, Knox, Perry, Pike Posey, Spencer, Vanderburgh™, and Warrick

Fort Wayne

Counties: Adams, Allen®, Blackford, Dekalb, Grant, Huntington, J ay, LaGrange, Noble,
Steuben, Wahash, Wells, and Whitley

Lafayette

Counties: Benton, Carroll, Cass, Mianii, Tippecanoe®, Warren, and White

Merrillville

b7E



Counties: Jasper, Lake*, LaPorie, Newton, Porter, Pulaski, and Starke

Muncie

Connties: Dearborn, Decatur, Delaware *, Fayetie, Franklin, Henry, Madison, Ohio,
Randolph, Ripley, Rush. Union, and Wayne

b7E

New Albany

Counties: Clark, Crawford, Floyd®, Harrison, Jefferson, Jennings. Orange, Scott,
Switzerland, and Washington

South Bend

Counties: Elichart, Fulton, Koscinsko, Marshall, and Saint Joseph*

Terre Hante

Counties: Clay, Fountain, Montgomery, Parke, Putnam, Sullivan, Vermillion, and Vieo®
34 8 ¥ &

fowa
{Under the Omaha, Nebraska Field Office)




G S R R R o

Cedar Rapids

Counties: Benton, Cedar, Delaware, Des Moines, Dubugue, Henry, lowa, Jackson,
Tefferson, Johnson, Jones, Keokuk, Lee, Linn, Louisa, Tama, Van Buren, and
Washington
b7E
Des Moings

Counties: Adair, Adams, Appancase, Audubon, Boone, Carroll, Cass, Clarke, Dallas,
Davis, Decatur, Greene, Guthrie, Hamilton, Hancock, Humboldt, Jasper, Kossuth, Lucas,
Madison, Mahaska, Marion, Marshall, Monroe, Polk, Poweshiek, Ringgold, Story,
Taylor, Union, Wapello, Warren, Wayne, Webster, Winnebago, aud Wright

Quad Cities shared jointly with the Springfield Field Office}

Counties: Clinton, Muscatine, and Scott

Sioux City

Phone: (712) 258-1920
Counties:

« Nebraska: Antelope, Boyd, Cedar, Cuming, Dakota, Dixon, Holt, Knox, Pierce,
Thurston, and Wayne '



» Jowa: Buena Vista, Cathoun, Cherokee, Clay, Crawford, Dickinson, Emmet, Ida,
Lyon, Monona, O"Brien, Oscenla, Palo Alte, Plymeouth, Pocahontas, Sac, Sioux,
and Woodbury

Waterloo

b7E

Counties: Allamakee, Black Hawk, Bremer, Buchanan, Butler, Cerro Gordo, Chickasaw,
Clayion, Fayetie, Floyd, Franklin, Grundy, Hardin, Howard, Mitchell, Winneshiek, and
Waorth

Kansas
{Under the Kansas City, MO Field Office)

Garden Oty

b7E

Counties: Cheyenne, Clark, Decatur, Finney, Ford, Gove, Grahawm, Grant, Gray, Grasley,
Hamilton, Haskell, Hodgeman, Keamy, Lane, Logan, Meade, Morton, Ness, Norton,
Rawling, Scott, Seward, Sheridan, Sherman, Stanton, Stevens, Thomas, Trego, Wallace,
and Wichita

RManhattan

Counties: Clay, Clond, Dickinson, Geary, Morris, Ottawa, Republic, R:Eey Saling, and
Washington

Topeka



b7E

Counties: Andessan, Atchison, Brown, Coffey, Doniphan, Douglas, Bllis, Ellsworth,
Franklin, Jackson, Jefforson, Jewell, Lincoln, Lyon, Marshall, Mitchell, Nemaha, {Isage,
Oshorne, Phillips, chtmwammu,., Roaks, Russell, Shawnee, Smith, and Wabaunsee

Wichits

Cownties: Allen, Barber, Rarton, Butler, Chase, Chastaugua, Comanche, Cowley,
Edwards, EIK, Greenwood, Harper, Harvery, Kingman, Kiows, MePherson, Marion,
Maontgomery, Neosho, Pawnee, Pratt, Rene, Rice, Rush, Sedgwick, Sumner, Stafford,
Wilson, and Woodson,

Kentucky

Louisville {District HQ)

12401 Sycamore Station Place
Louisville, KY 40299-6198
{502) 263-6000

Bowling Green

b7E

Counties: Adair, Allen, Barren, Butler, Clinton, Cumberland, Edmonson, Green, Hart,
Logan, Metcalfe, Monros, Russell, Simpson, and Warren

Cavingion



Counties: Boone, Bracken, Campbell, Carroll, Fleming, Gallatin, Grant, Henry, Kenton,
Lewis, Mason, Owen, Pendleton, Robertson, and Trimbie '

Hophineville

Counties: Ballard, Caldwed], Calloway, Carlisle, Chyistian, Falton, Graves, Hickman,
Lyon, Marshall, McCracken, Todd, and Trigg

k4 E
Lexington bl

Counties: Anderson, Bath, Bourbon, Buyle, Clark, Elliott, Estill, Favette, Franklin,
Garrard, Harrison, Jessamine, Log, Lincoln, Madison, Menifee, Mercer, Montgomery,
Muorgan, Nicholas, Qwsley, Powell, Rowan, Scott, Waolle, and Woodford

i.ondon

Lounties: Bell, Breathitt, Casey, Clay, Havlan, Jackson, Knox, Laurel, Leslie, MeCreary,
Palaski, Rockeastle, Taylor, Wayne, and Whitley

Owenshore




b7E

Counties: Breckinridge, Crittenden, Daviess, Gr ayson, Hancock, Henderson, Hopkins,
Livingston, MeLean, Meade, Muhlenhers g, (hio, Union, and Webster

Pikeville

Counties: Boyd, Carter, Floyd, Greenup, Johnson, Koott, Lawrence, Letcher, Magoffin,
Bartin, Prrry, and Piks

Louisiana

New CQricans (Districe HO)
2901 Leon €. Simon Drive
New Oricans, LA 70126
{504} 816-300Q

Alexandris

b7E

Parishes: Avoyelles, Catahoula, Concordia, Grant, La Salle, Natchiioches, Rapides,
Vemnon, and Winn

Baton Nougs




Parishes: Ascension, East Baton Rouge, Fast F “eliciany, Therville, Livingston, Pointe
Coupee, St. Helena, West Baton Rouge, and West Felicians

Lafayeite

Parishes: Acadia, £ vangeline, ibxrza,,. safayette, St Landry, St Mary, St. Martin, and
Vermilion

Lake Charles

Parishes: Allen, Beauregard, Caleasieu, Cameron, and Jefferson Davis

Monroee

Parishes: Caldwell, Fast Carrall, Franklin, Jackson, Lincoln, Madison, Morehouse,
{uachits, Richland, Tensas, Union, and West Carrall

Shreveport

Panishes: Bienville, Bassier, Caddo, Clathorne, D Soto, Red River, Sabine, and Webster

Maine
{Under the Boston, MA Field Office)

b7E



Aupusis

b7E

Counties; Androscoggin (northers portion}, Franklin, Kennebee, Knox, Lincoln,
Sagadshoo, Somerset, and Waldo

Bangor

Countizs: Arpostock, Hancock, Penobscot, Pifcatagpis, and Washington

Portlsnd

Counties: Androscoggin (southern portion), Cumberlund, Oxford, and York

Maryland

Baltimore (District HO)
2600 Lord Baltimors Drive
Baltimore, MID 21244
{410} 265-8080

*Walk-in &:15am to Spm

Annapolix

b7E




Counties: Anne Arandel, Calvert, Charles, Kent, Queen Anne’s, and St Mary’s

Bel Air

b7E
County: Harford
Frederick

Counties: Allegany, Carvoll, Frederick, Garrett, and Washington

Maryland Metropolitan Office st Calverton

County: Prince George’s

Rockyville

County: Monigomery

Salisbury

Counties: Caroling, Dorchester, Somerset, Talbot, Worcester, and Wicomico

Massachusetis




Roston (District H
One Center Plaza
Suite 600

Boston, MA 02108
{617) 742-5533

Lakeville

Counties: Barnstabls, Bristol, Dukes, Nantucket, Norfolk, and Plvmouth

Lowell

Counties: Essex and Middlesex (northern portion)

Springficld

Counties: Berkshive, Franklin, Hampden, and Hampshire

Weorcester

Lounties: Middlesex (northwest and eastern portions) and Worcester Maine

Michigan

b7E



Detrols (Districe HO)

26" Floor, P.V. McNamara FOB
477 Michigan Ave

Detroit, MI 48226

(313) 965-2323

Ann Arbor

Countigs: Jackson, Levawee, Livingston, Monroe, and Washienaw

Bay Chty b7E

Counties: Alcona, Alpena, Arenae, Bay, Chebovgan, Clare, Crawford, Gladwin, Gratiot,
Huron, Ioseo, Isshella, Midland, Muountmoreney, Presque Isle, Ogemaw, Oscoda, Otsego,
Roscommon, Saginaw, and Tuscols

Fling

Counties: Geneses, Lapeer, and Shiawasses

Grand Rapids




Counties: Allegan, Barry, lonia, Kent, Lake, Mason, Mecosta, Monicalm, Muskegon,
Newaygo, Qeeana, Osceola, Ottawa, and Wayns

Ralsmaros

b7E

Counties: Branch, Cathoun, Hillsdale, Kalamazoo, and St Joseph

Lansing

Counties: Chinton, Eaton, and Ingham

Macomb

Counties: Macowb, Sanilac, and $t. Clair

Marguett




Counties: Al of the Lipper Peninsula

Oakland

b7E

County: Oakland

5. doseph

Counties: Berrien, Cass, and Van Buren

Traverse City

Counties: Antrim, Bengte, Charlevoix, Frumet, Grand Traverse, Kalkaska, Leelanau,
Manistee, Missaukee, and Wesford

Minnesota

Minncapolis {District HQ)
1301 Freeway Blvd
Brooklye Center, MN 55430
{763) 569-8000

Bemidji

b7E




Counties: Beoker, Beltrami, Cass, Clearwater, Hubbard, Kitteon, Koochiching, Lake of
the Wood, Malmomen, Marshall, Norman, Pennington, Polk, Red Lake, Roseau, and
Wadena

Daluth

b7E

Counties: Aitkin, Carlton, Cook, Hasca, Kanabee, Lake, Pine, and 1. Lonis

Mankats

Counties: Blue Earth, Brown, Cottonwood, Fartbault, Jackson, Lac g Parle, Le Sueur
Lincoln, Lyon, Martin, Murray, Nicollet, Nobles, Pipestone, Redwood, Renville, Rice,
Rock, Sibley, Waseca, Watonwan, and Yellow Medicine

£l




Minneapolis Headguarters

Masiling Address and Locatien
FBI i

1501 Freeway Boulevard
Brookiyn Center, MN 55430
Phone: {763} 369-8000

Fax: {763} 3698567

Counties: Anvka, Carver, Chisago, Hennepin, Isanti, MeLeod, Scott, and Wright

Rochester

b7E

Courties: Dedge, Fillmore, Freshorn, Goadhue, Houston, Mower, Olmsted, Rieele,
Wahasha, and Winona

Saint Cloud

Counties: Benton, Big Stone, Chippews, Crow Wing, Douglag, Grant, Kandiyohi,
Mesker, Mille Lacs, Morrison, Otter Tail, Pope, Sherbame, Stearns, Stevens, Swith
Todd, Traverse, and Wilkin

Kaint Paul




b7E

Counties: Dakota, Rumsey, and Washington

Mississippi

Jackson (District HO)
1220 Echelon Parkway
Jackson, MS 39213
{601} 948-5000

Colombas

b7E

Counties: Attaly, Choctaw, Clay, Lowades, Okiibbeha, Webster, and Winston

Gulfport

Counties: Hancook, Harrison, Pear! River, and Stone

Hattieshurg




Counties: Adams, Amite, Covington, Forrest, Franklin, Jefferson Davis, Jones, Lamar,
Lawrence, Lincoln, Marion, Perry, Pike, Walthall, Wayne, and Wilkinson

Meridian

Counties: Clarke, Jasper, Kemper, Lauderdale, Neshoba, Newton, and Noxuabee

Oz ford

Counties: Aleorn, Bolivar, Calhoun, Carroll, Chickasaw, Coahoma, Grenada,
Humphreys, ltawamba, Lafayette, Lee, Leflore, Monroe, Montgomery, Panola, Pontotoc,
Prentiss, Quitmoan, Sunflower, Tallabaichie, Tishominga, Union, Washington, and
Yalohusha

Pascagoula

Countles: George, Greene, and Jackson

Southaven

b7E



Counties: Benton, Desoto, Marshall, Tate, and Tippah
Missouri

Konses Ciy (District HO)
1300 Summit

Kansas City, MO 64105-1362
(816) 512-8200

Fefferson City

Counties: Boone, Callaway, Camden, Carroll. Cole, Cooper, Howard, Livingston, Miller,
Moniteau, Morgan, Osage, Pettis, and Suline

Joplia
b7E

Counties: Barry, Barton, Boarbon, Cherskes, Crawford, Dade, Eaéper, Labetie,
Lawrence, MeDonald, Newion, and YVernon

e, Joseph

Counties: Andrew, Atchison, Buchasan, Caldwell, Clinton, Daviess, BeKalb, Gentry
Grundy, Harrison, Holt, Mercer, Nodaway, Putnar, Sullivan, and Worth

3

b7E



Springfield

Counties: Benton, Cedar, Christian, Dallas, Douglas, Greene, Henry, Hickory, Howell,
Lactede, Oregon, Quark, Polk, Pulaski, $1. Clair, Stone, Taney, Texas, Webster, and
Wright

St Lowids (District HO)
2222 Market Street

St. Lows, MO 63103-2516
(314) 2314324

Cape Girardeay

The Cape Girardean Resident Agency covers Cape Girardeau, Bollinger, Rutler, Carter,
Dunkiin, Iron, Madison, Mississippt, New Madrid, Pemiscott, Perry, Reynolds, Ripley,
Seott, Shannon, St. Francois, Ste. Genevieve, Stoddard, and Wavne Counties,

Kirksville

The Kirksville Resident Agency covers Adatr, Audrain, Chariton, Clark, Knox, Lewis,

Linn, Mavon, Marion, Monroe, Montgomery, Pike, Ralls, Randolph, Schuyler, Scotland,

and Shelby Countigs,

Ralis

b7E

b7E



The Rolla Resident Agency covers Crawford, Dent, Franklin, Gasconade, Maries, Phelps,
and Washington Counties.

Montana
{Under the Salt Lake City, Utah Field Office)

Billings

Counties: Big Hom, Carbon, Carter, Caster, Dawson, Fallon, Fergus, Golden Valley,
Judith Basin, Musselshell, Park, Petrolenm, Powder River, Prairie, Rosebud, Stiltwater,
Sweet Grass, Treasure, Wheatland, Wibauox, and Yellowstone

Boremasn

Counties: Beaverhead, Gallatin, Madison, and Park

Glasgow

Counties: Daniels, Garfield, McCone, Rishland, Roosevelt, Sheridan, and Valley

b7E

b7E



Counties: Blaine, Hill, Liberty, and Fhillips

fHelena

Lounties: Begverhead, Broadwater, Gallatin, Jefferson, Lewis & Clark, Madison,
Meagher, Powell, and Rilver Bow b7E

Kalispell

Counties: Flathead and Lincoln

Missoula

Countigs: Deer Lodge, Granite, Lake, Mineral, Missoula, Ravalli. and Sanders

Shelby




{ounties: Glacier, Pondera, and Toole

Nebraska

Omaha (District HO)
4411 South 121 Count
Omaha, NE 681372112
(402) 493-8688

Grand Island

Counties: Adams, Blaine, Boone, Buffalo, Clay, Custer, Franklin, Furas, Garfield,

Gasper, Greeley, Hall, Hamilton, Harlay, Howard, Keamey, Loup, Merrick, Nance,
Phelps, Sherman, Valley, Webster, and Whesler

Linecoln

LCounties: Butler, Fillmore, Gage, Jefferson, Johnson, Lancaster, Nemaha, Nuckolls,
{Moe, Pawnee, Polk, Richardson, Saline, Saunders. Seward, Thaver, and York

Naorth Platte

{ounties: Arthor, Banner, Box Butte, Brown, Chase, Cherry, Chevenne, Dawes, Dawson,

Deuel, Dundy, Frontier, Gardes. Grant, Hayes, Hitcheock, Hooker, Keith, Koya Paha,

b7E



Kimball, Lincoln, Logan, McPherson, Morrill, Perkins, Red Willow, Rock, Scotts Rlnff,
Sheridan, Siowx, and Thomas

Nevada

Las Vegas {District HO)

John Lawrence Bailey Building

1787 West Lake Mead Rivd

Las Vegas, NV 80106-2135

(702) 385-1281 |

*Walk-in hours 9am to 1lam & 2pm to 4pm

Fike

Counties: Elko, Bareka, Humboldt, Lander, and White Pine

Heno

Counties: Carson City, Churchill, northers portion of Lyon, Pershing, Storev, and
Washoe

Routh Lake Tahoe

b7E



b7E

Counties: Douglas, southern portion of Lyon, Mineral, and the Nevada side of the Lake
Tahoe Bagin

New Hampshire
{Under the Boston, MA Field Office}

Bediord

b7E

Counties: Belknap, Cheshire, Grafton, Hillsboreugh, Merrimack, and Sullivay

Portsmonth

Counties: Carroll, Coos, Rockinghar, and Straf¥ord

New Jersey

Newark {District HO)
i} Centre Place
Newark, NI 07102-9889
{973) 792-3000

Atlantic City




Counties: Atlantic, Cape May, and Cumberland

Franklin Township

Counties: Hunterdon, Middlzsex, Somerset, and Warren

Garvet Mountain

Counties: Bergen, Morris, Passaic, and Sussex

Red Bank

Counties: Monmouth sad Ocean

Trenton

Countizs: Burlington and Mercer
New Mexico

Albuguergue (District HO)
4200 Luecking Park Ave. NE
Albuquerque, NM 87107

{S05) 8891300

*Walk-in hours 8:15am to Spm

b7E



Farmington Resident Agency

Gallup Resident Agency

b7E

Las Cruees Resident Agency

Roswell Resident Agency

Santa Fe Resident Agency

New York

Albany (District HQ)

200 MeCarty Avenue

Albany, NY 12200

(518) 465-7551

*Walk-in hours 8:15am to Spm

Binghamton

b7E




Counties: Broome, Chenango, and Delaware (172}

ithaes

Counties: Cortland, Tioga, and Tompkins

Plattsburgh

Counties: Clinton, Essex, and Fravnklin

Syravuse

Counties: Cayuga, Jefferson, Onondaga, Oswego, and St. Lawrence

{itica

Counties: Herkimer, Lewis, Madison, Oueida, and Otsego

b7E



Buffalo (Disirict HO)

One FBI Plaza

Buffalo, NY 14202-2608
{716} 8556-7800

*Walk-in hours 8:15am to Spm

Corning

Counties: Chemnng, Schuvler, Seneca, Steuben, and Yates
b7E

Jamestown

Counties: Allegany, Cattaranges, and Chautagua

Rochester

Counties: Liviagston, Monroe, Ontario, and Wayne

New York Clty (District HO)
26 Federal Plaza

23" floor

New York, NY 10278-0004
{212} 384-1000

*Walk-irs howrs 8:15am to Spm




Brooklyn-Queens Resident Agency

Our Brooklyn-Queens office is responsible for condncting criminal investigations in the
Brooklva-Queens area.

Hudzon Valley Resident Agency

Our Hudson Valley Resident Agency is responsible for conducting mvestigations within
the New York state counties of Rockland, Orange, Sullivan, and Dutehess,

Jobn F, Kennedy Resident Agency

b7E

Uur John F. Kennedy Resident Agency is responsible for conducting investi gations of all
violerd erime matters at La Guardia Airport and John F. Kennedy International A irport.

Loag Island Resident Ageney

Our Long Istand Resident Agency is respansible for conducting investigations within
Massau and Suffolk counties. '

White Plains Regident Ageney

Our New Rochelle Resident Agency is responsible for conducting investigations within
the New York state counties of Westchester and Putaan:.




Nmth Carolina

Charlotte (Districs HOY

7915 Microsoft Way
Charlotte, NC 28273

{704} 672-5100

*Walk-in hours 8:15am to Spm

Asheviile

Counties: Buncowbe, Cherokee, Cherokes Indian Reservation, Clay, Graham, Haywood,
Hendersan, Jackson, Macon, Madison, MeDowell, Mitchell, Polk, Rutherford, Swain,
Transylvania, and Yancey

Favettevilie

b7E

Counties: Cumbestand, Ft. Bragg, Hoke, Moore, Pope AFB, Richmond, Robeson,
Sampson, and Scotland

Greensbere

Counties: Alamance, Caswell, Davidsen, Davie, Forsyth, Guiltord, Randaiph,
Rockingham, Rowan, Stokes, Surry, and Yadkin

LGreenville

Counties: Bertie, Beaufort, Camden, Chowan, Curritiek, Dare, BEdgecombe, Gates,
Greene, Hertford, Hyde, Lonoir, Martin, Northampion, Pambico, Pasquotank,
Perquimans, Pitt, Tyreell, Washingion, and Wayne




Hickory

b7E

Counties: Alexander, Alleghany, Ashe, Avery, Burke, Caldwell, Catawba, redell.
Lincodn, Wataugs, and Wilkes

Raleigh

Counties: Chatharn, Durham, Franklin, Granville, Halifax, Harnett, Johnston, Lee, Nash,
Orange. Person, Vance, Wake, Warren, and Wilson

Wiimingmn

Counties: Bladen, Brunswick, Camp LeJeune, Carteret, Craven, Columbus, Duplin,
Jones, New Hanover, Onslow, and Pender

North Dakota

{Under the Minneapolis, MN Field Office)

Bismarck

b7E




Counties: Adams, Billings, Bowman, Burleigh, Dunn, Emmons, Golden Valley, Grant,
Hettinger, Kidder, Mercer, Morton, Oliver, Sioux, Slope, and Stark

Fargo

b7E

Counties: Barnes, Cass, Clay { Minnesota), Dickey, Foster, Griggs, LaMoure, Logan,
Melntash, Ransom, Richland, Sargent, Stecle, Stutsman, and Traill

{Grand Forks

Counties: Beuson, Cavalier, Eddy, Grand Forks, Nelson, Pembina, Ramsey, Towner, and
Walsh

Minst




Counties: Bottineau, Barke, Divide, MeHenry, McKenrie, McLean, Mountratl, Pierce,
Renville, Rolette, Sheridan, Ward, Wells, gnd Williams

Ohio

Cincinnai (Disgrict HO)

2012 Ronald Reagan Dirive
Cincinnati, OH 45236

{(513) 421-4310

*Walk~in hours 8:15am to Spm

Athens

Counties: Athens, Hocking, Perry, Meigs, Marpan, and Vinton

Cambridge

Counties: Belmont, Cashooton, Guernsey, Harrison, Jefferson, Monroe, Muskingum,
Noble, and Washingion

Unlumbus

b7E



Counties: Delaware, Fairfield, Favette, Franklin, Knox, Licking, Madison, Moraw,
Pickaway, and Union

Payion

b7E

Counties: Champaign, Clark, Darke, Greene, Preble, Logan, Miami; Mountgomery, and
Shelby

Portamouth

Counties: Adams, Gallia, Highland, Jackson, Lawrence, Pike, Ross, and Scioto

Federal Office Building

1501 Lakeside Ave.
Cleveland, OH 44114

{216) 522-1400

*Walk-in hours &:15am to Spm

Akron

b7E

Counties: Medina, Portage, and Summit

Canton




Counties: Carroll, Stark, and Tuscaraws

Elyria

Counties: Lorain

Lima

Counties: Allen, Auglaize, Hancock, Hardin, Mercer, Putnam, and Van Wert

Manshield

Counties: Ashland, Crawford, Holmes, Marion, Richland, Wayne, and Wyandot

Painesville

Counties: Ashigbula, Geauga, and Lake

Sendusky

b7E



b7E

Counties: Erie, Huran, Ottaws, Sandusky, and Seneca

Toledo

Youngstown

Counties: Columbiana, Mahoning, and Trumbull

Oklaboma

Qklahoma City (District HO)
3301 West Memorial Drive
QOklahoma City, OK 73134
{403} 290-7770

*Walk-in hours 8:15am to Spm

Ardmore

b7E

Counties: Carter, Love, Juhnston, Marshall, Murray, and Pontotoe

Pureant




Counties: Atoka, Bryan, Choetaw, Coal, McCurtain, and Pushmataha

Eik City

Counties: Beokheam, Custer, Greer, Harmaon, Jackson, Roger Mills, and Washita

{.awion ' B

Connties: Caddo, Comanche, Cotton, fefterson, Kiowa, Stephens, and Tillman

Mealester

Counties: Hughes, Latimer, LeFlore, Pittsburg, and Seminole

Muskogee

Counties: Adalr, Cherckes, Haskell, Melntosh, Muskogee, Okfuskse, Okmulgee,
Seqguoyah, and Wagoner

Nuorman



Counties: Cleveland, Garvin, Urady, MeClain, and Potawaiomie

Stilhwater

b7E

Counties: Kay, Noble, and Payne

Tulsa

Counties: Creek, Osage, Pawnee, and Tulsa

Woodward

Counties: Beaver, Cimarron, Dewey, Ellis, Harper, Texas, Woods, and Woodward

Omgzm

Portland(District HO)

5109 NE Cascades Parkway
Portland, OR 97220

{503) 2244181

*Walk-in howrs 8:15am 1o Spm




Bend

Counties: Crook, Deschutes, Grant, Harney, Jefferson, Wheeler, Klamath, and Lake and
the southern section of Wasco County. The resident agency includes two Indian
Reservations: Wanm Springs and Burns-Paiute.

Eugene

b7E

Counties: Benton, Coos, Douglas, and Lane

MMedlord

Counties: Curry, Jackson, and Josephine

Pendicion

Counties: Baker, Gilliam, Matheur, Motrow, Sherman, Umatilla, Union, and Wallowa.
The resident agency includes two Indian reservations: Umatilla and Ft MeDlermott,

Salsm




Counties: Lineoln, Linn, Marion, Polk, Tillamook, and Yamhill

Pennsylvania

Philadelphia(District HO)

8™ Floor

William 1. Green Jr. FOB

600 Arch Street

Philadelphia, PA 19106

(215) 418-4000 |
*Walk-in hours 8:15am to Spm

Allentown

The Allentown Resident Agency covers Berks, Lehigh, Northampton, and Schuylkill
Counties. b7E

Fart Washington

The Fort Washington Resident Agency covers Bucks and Montgomery Counties.

Harrisburg




The Harrishurg Resident Agency covers Adams. Cumberland, Dauphin, Franklin.
Lancaster, Lebanon, Perry, and York Counties,

Newtown Sguare

The Newtown Square Residem Ageney covers Chester and Delaware Counties.

State College

The Mate College Resident Agenoy vovers Centre, Falton, Huntingdon, Juniata, and
Mifflin Counties.

Seranton

The Seranton Resident Agency covers Carhon, Lackawanna, Luzerne, Monroe, Pike,
Susquehansa, Wayne, and Wyoming Counties.

Williamsport

The Willlamsport Resident Agency covers Bradford, Cameron, Clinton, Columbia,
Lycoming, Montour, Narthamberland, Potter, Snyvder, Sullivan, Tioga, and Union
Counties.

b7E



ph(District HO)
3311 East Carson St.
Pittsburgh, PA 15203
{412) 4324000

*Walk-in hours 8:15am to Spm

Exde, Pennsylvanis

Counties: Crawford, BIk, Erie, Forest, Venango, and Warren

Laurel Highlands, Pennsylvania

Counties: Bedford, Blair, Cambria, Clearficld, Indiana, fefforson, and Scmerset

Mon Valley, Peunsyivanis

Counties: Fayette, Greens, Washingion, and Westruoreland

North Pittshurgh, Pennsylvania

b7E



Counties: Armstrong, Beaver, Batler, Clarion, Lawrence, McKean, and Mercer
Puerto Rico

San Juan(Disirict HO)

Room 526, U.S. Federal Building
150 Carlos Chardon Avenue
Hato Rey, PR 00918-1716

(787) 754-6000

*Walk-in hours §:15am 1o Spm

West RA (formally named Aguadifia)

Municipalities: Aguada, Aguadilla, Aflasco, Cabo Rojo, Camuy, Hatillo, Hommigueros,
Isabels, Lajas, Lares, Las Marias, Maricao, Mavaguez, Moca, Quebradillas, Rincon,

. ¥ # : b7E
Sabana (rande, San German, and San Scbatian

East RA (formally named Fajardo)

Municipalities: Arcoyo, Cetba, Culebra, Fajardo, Humacao, Juncos, Las Piedras,
Luguitio, Maunabo, Naguabo, Patillas, Rio Grande, San Lorenzo, Viegues, and Yabucoa

South RA (formally named Pones)

Municipalities: Adjuntas, Aibonito, Rarmnguitas, Coamo, Guanica, Guayama,
Guayanilly, Jayoya, Juana Dige, Orccovis, Pefiuelas, Ponee, Salinas, Santa sabel,
Villalba, and Yauco

St Thomax

Territory: 8t. Johu, 8t Thomas, and Water Isiand



88 Croix

Terntory: 8t Croix

Rhode Island

{Under the Boston, MA Fleld Office)

Providenee

Counties: Al counties in Rhode Isiand

South Carolina

Columbia (District Hi
1531 West Park Blvd
Columbia, 8C 29210-3857
{803} §51-4200

*Walk-in hours 8:15am to Spm

Aiken

Counties: Aiken, Allendale, Bamberg, Barwell, Fdgefield, and MeCormick

Charleston

b7E

b7E

" b7E



Counties: Berkeley, Charleston, Colleton, and Dorchester

¥Florence

Counties: Cheaterfield, Dastington, Dillon, Florence, Marion, Marlboro, and
Williamsburg '

b7E
{xreenvilie

Counties: Abbeville, Anderson, Gresnville, Gresnwood, Laurens, Oconee, and Pickens

iHilton Head

Counties: Beanfort, Hampton, and Jasper

Myrtie Beach

Counties: Georgetown and Horry




Rock Hill

b7E

Counties: Chester, Lancaster, and York

Spartanburg

Counties: Cherokee, Spartanburg, and Unjon

South Dakota

{Under the Minneapolis, MN Fleld Office)

Aberdeen

b7E

Counties: Beadle, Brown, Campbell, Clark, Codington, Corson, Day, Deuel, Edmunds,
Faulk, Grant, Hamlin, Marshall, McPherson, Potter, Roberts, Spink, and Walworth

Pierve




Counties: Brule, Buffalo, Dewey, Gregory, Haakon, Hand, Hughes, Hyde. Jerauld, Jones,
Lyman, Mellette, Stanley, Sully. Todd, Tripp, and Zighach .

Rapid City

b7E

Counties: Bennett, Butte, Custer, Fall River, Harding, Jackson, Lawrence, Meade,
Pennington, Perking and Shannon

Sinux Falls

Counties: Awora, Bon Homme, Brookings, Charles Mix, Clay, Davison, Douglas,
Hanson, Huichinson, Kingshury, Lake, Lincoln, MeCook, Miner, Minnchaha, Moody.,
Sanborn, Turner, Union, and Yankion

Tennessee

Knoxville (District Hi
1501 Dowell Springs Blvd




Knoxville, TN 37909
{863) 544-0751
*Walk-in hours 8:15am 1o Spm

Chattanooga

Countiex: Bledsoe, Bradley, Grundy, Hamilton, Marion, McMinn, Meigs, Polk, Rhea,
Reguatchie, and Van Bugen

Johnson Chty

Counties; Carter, Claiborne, Cocke, Grainger, Greene, Hamblen, Hancock, Hawkins,
Jefferson, Johnson, Sullivan, Unicol, and Washington

Tullshoma

Counties: Bedford, Coffee, Franklin, Lincoln, Moore, and Warren

Memphis (District HQ)

Suite 3000, Fagle Crest Building
225 North Humphreys Blvd
Memphis, TN 38120-2167

{901) 7474300

b7E



{larkaville

Countien: Cheatham, Dickson, Houston, Humphreys, Monigomery, Robertson, and
Stewart

Columbia

b7E

Counties: Giles, Hickman, Lawrence, Leswis, Marshall, Maury, Rutherford, and Wavne

Cookeville

Counties: Cannon, Clay, Cumberland, DeRalb, Fentress, Jackson, Macon, {verton,
Pickett, Puinam, Smith, Trousdale, White, and Wilson

Jackson

Counties: Benton, Carroll, Chester, Crockett, Decatur, Dyver, Gibson, Hardeman, Hardin
Haywood, Henderson, Henry, Lake, Lauderdale, Madison, MeNairy, Obion, Perry, and
Weakley

Ed

Mashville




b7E

Countics: Davidson, Sumner, and Williamson

Texas

Dallas (District HO)

3. Gordon Shanklin Bldg.
One fustice Way

Dallas, TX 75220

{9723 $59-5000

Abidlene

b7E

Counties: Brown, Callghan, Eastland, Fisher, Haskell, Howard, Jones, Mills, Mitchell,
Nolan, Shackelford, Stephens, Stonewall, Taylor, and Throckmorton

Amarillo

Counties: Ammstrong, Briscoe, Carson, Casiro, Childress, Collingsworth, Dallam, Deaf
smith, Donley, Gray, Hall, Hansford, Hastley, Hemphill, Hutchinson, Lipscomb, Moore,
Ochiltree, (Hdham, Parmer, Potter, Randall, Roberts, Sherman, Swisher, and Wheeler

DFW Airport




Counties: I¥FW Alrport

Fort Weorth

Counties; Comanche, Erath Hood, Johnson, Palo Pinto, Parker, Tarrant, and Wise

Frisen

b7E

Counties: Collin, Denton, Hhat, and Rockwall

Lubback

Counties: Bailey, Brown, Cochran, Croshy, Dawson, Dickens, Floyd, Gaines, Garza,
Hale, Hackley, Kent, Lamb, Lubbock, Lynn, Motley, Scurry, Terry, and Yoakum

Lufkin




Counties: Angeling, Houston, Nacagdoches, Polk, Sabine, San Augustine, Shelby,
Truity, and Tyler

San Angelo

Counties: Brown, Coke, Coleman, Conche, Crockett, Glasscock, Irion, Menard, Reagan,
Runnels, Schleicher, Sterling, Sutton, and Tom Green

Sherman

b7E

Counties: Cooke, Delta, Fapnin, Graysow, and Lamar

Texarkang

Counties: Bowie, Camp, Cass, Franklin, Hopking, Morris, Red River, and Titus

Tyler

Conniies: Anderson, Cherokee, Gregg, Harrison, Henderson, Marion, Panola, Rains,
Rusk. Smith, Upshur, Van Zadt, and Wood

Wichita Falls




b7E

Counties: Archer, Baylor, Clay, Cottle, Foard, Hardeman, Jack, King, Knox, Montague,
Wichita, Wilbarger, and Young '

Ef Paso(Districet HO)
660 8. Mesa Hills Drive
El Paso, TX 79912-5533
{9153 832-5000

Midband Resident Agenvy

b7E

Counties: Andrews, Brewster, Crane, Ector, Jeff Davis, Loving, Martin, Midland, Pecos,
Presidio, Regves, Upton, Ward, and Winkler

Houston (District HO)
1 Justice Park Drive
Houston, TX 77092
{713) 693-3600

Bezumont

b7E

Counties: Haedin, Jasper, Jefferson, Liberty, Newton, and Qrange

Brvan




County: Austin, Brazos, Colorado, Fayette, Grimes, Madison, S8an Jacinto, Walker, and
Waller

Corpus Christi

Counties: Aransas, Bee, Brooks, Cathoun, DeWitt, Duval, Goliad, Jackson, Jim Wells,
Kenedy, Kleburg, Lavaca, Live (ad, Nueces, Refugio, San Pairicio, and Victoria

Texas City

Couties: Brazeria, Chambers, Fort Bend, Galveston, Matagorda, and Wharton

Sun Awtonio (District HQ)
5740 University Heights Blvd
San Antonio, TX 78249
(210) 225-6741

Aunsxiin

C;mmies: Bastrop, Blanco, 'Bﬁriesam Bumaest, Caldwell, Hays, Lampasas, Lee, Llano,
MeCullough, San Saba, Travis, Washington, and Williamson

Browasville

b7E

b7E



Counties: Cameron and Willacy

Bel Rin

Counties; Dinunitt, Edwards, Kinney, Maverick, Terrell, Val Verde, and Zavala

Laredo
b7E

Counties: Jim Hogg, LaSalle, MeMullen, Webb, and Zapata

MeAllen

Counties: Hidalgo and Starr

Wace

Counties: Bell, Bosque, Corvell, Falls, Freestong, Hamilton, Hill, Leon, Limestone,
MeLennan, Milam, and Robertson




Utah

Salt Lake City {District HO)
5425 West Amelia Farhart Drive
Sait Lake City, UT 84116

{801) 379-1400

Montivello

Counties: Emery, Grand, San Juan, and Wayne

Prova

b7E

Counties: Carbon, Juab, Millard, San Pete, and Utab

St Gieorge

Counties: Beaver, Garfield, Iron, Kane, Plute, Sevier, and Washington

Vernal




Counties: Daggett, Duchesne, Summit (Fastern), and Uintah

Vermont
{Under the Albany, NY Feld Office)

Burlington

Counties: Addison, Caledonis, Chittenden, Essex, Franklin, Grand Isle, Lamoille,
Orleans, and Washington

Rutland

Counties: Rennington, Orange, Rutland, Windham, and Windsor
Virginia

Norfolk (District H}
309 Resource Row
Chesapeake, VA 23320
{7571 455-0100

Peninsula

b7E

b7E



b7E

Counties: Gloucester, Hampton, Islte of Wight, James City County, Mathews, Newport
News, Mathews, Poquoson, Southampion, Williamsburg, York County

Richmond (Disirict HO)
1970 E. Parham Road
Richmond, VA 23228
(804) 261-1044

Brisial

Countics: Buchanan, Dickenson, Grayson, Lee, Russell, Scott, Smyth, Tazeweldl,
Washington, and Wise

Charlottesville

b7E

Counties: Albemarle, Augusta, Culpeper, Fluvanna, Greene, Highland, Louisa, Madison,
Nelson, Orange, and Rockingham

Fredericksburg

Counties: Caroline, Hssex, King George, King & Queen, Lancaster, Middlesex,
Northumberland, Richmond, Spotsvivania, Stafford, and Westmorsland

Lyachbhurg



b7E

Counties: Amberst, Appomattox, Bedford, Buckingham, Campbell, Charlotte,
Cumberland, Halifax, Herwy, and Pittsyivania

Roanoke

Counties: Allegheny, Bath, Bland, Rotetort, Carroll, Craig, Flovd, Franklin, Giles,
Montgomery, Patrick, Pulaski, Roancke, Rockbridge, and Wythe

Winchester

Counties: Clarke, Frederick, Page, Rappehannock, Shenandoah, and Warren

Washington

Seattle (District HO)
1110 3% Ave

Seattle, WA 98101-2904
{206} 622-0460

Bellingham

b7E

Counties: San Juan, Whatcom

Everett




Counties: Island, Skagit, and Snchomish

Olympia

b7E

Counties: Grays Harbor, Lewis, Mason, Pacific, and Thurston

Poulshe

Counties: Claltam, Jefferson, and Kitsap

Spokane

Counties: Adams, Ferry, Gramt, Lincoln, Okanogan, Pend Oreille, Spokane, Stevens, and
Whitman

Tacpma

County: Pierce

Tri-Cities




b7E

Counties: Asotin, Benton, Columbia, Franklin, Garfield, snd Walla Walla

Vanenuver

Countigs: Clark, Cowlitz, Skamuanda, and Wahkiakum

Yakima

Counties: Chelan, Douglag, Kiititas, Klickitay, and Yakima

West Virginia
{Under the Pitisburgh, PA Field Office)

Charleston, West Virginia

b7E

Counties: Boone, Clay, Fayette, Kanawha, Nicholas, and Potnam

Clarksburg, West Virginia




Counties: Barbows, Braxton, Cathoan, Doddeidge, Gilmer, Harrison, Lewis, Marion,
Monongalia, Pendleton, Pocabontas, Preston, Randolph, Ritchie, Tavior, Tocker, Upshur,
and Webster

Huatington, West Virginia

b7E

Counties: Cabell, Lincoln, Logan, Mason, Mings, and Wayne

Martinsburg, West Virginia

Counties: Berkley, Gramt, Hampshire, Hardy, Jefferson, Mineral, and Morgan

Wheeling, West Virginia

Counties: Brooke, Hancock, Marshall, Olio, Pleasants, Tyler, and Weizel

Wisconsin

Milwaskee (District HO)
3600 South Lake Drive
St. Francis, W1 53235-3716




au Ulaire

Counties: Barron, Bayfield, Burnette, Chippews, Douglas, Dunn, Eau Claire, Pepin
{western porlion), Plerce, Polk, Rusk, 8t Croix, S8awyer, Washburn, fron, Lincoln,
Marathon, Onetda, Portage, Prive, Tayvlor, Vilas, and Wood

Green Bay

b7E

Counties: Brown, Calumet, Door, Forest, Florence, Fond du Lac, Green Lake, Kewaunee,
Langlade, Manitowoe, Marinetie, Menomines, Ocanto, {Outagamie, Shawano,
Sheboygan, Waupaca, Waushara, and Winnehago

La Crosse

Counties: Buflalo, Clarke, Crawford, Jackson, La Crosse, Monroe, Pepin (eastern
portion}, Richiand, Trempealeau, and Vernon

Madison




Counties: Adams, Columbia, Dane, Grant, Green, lowa, Jefferson, Juneau, Lafayeste,
Marquette, Rock, and Sauk

’Wa‘usaﬁ

Wyoming

{Under the Deaver, CO Field Offive)

Casper

Counties; Campbell, Converse, Crook, Johnson, Natrona, Niobrara, Sheridan, and
Weston

Cheyenne

Counties: Albany, Carbon, Goshen, Laramie, and Platte

dacksen Hole

b7E

b7E



b7E

Counties: Lincoln, Park {west portion), Sublette, Sweetwater, Teton, and Uinta

Lander

Counties: Big Hom, Frevaont, Hot Springs, Park (cast portion), and Washakie




i

ADD: Address

AGE: Approximate age

AKA:  Also known as {Alias name)
AQL:  Arrest offense literal

AQV: Age of victim

ARE: Ares {State/Country)

BBL: Gun barrel length
BCO: Boat color

BHN: Boat hull number
BLD: Building

BLE:  Boatlength

BLT: Blood type
8MA: Boat make

8MQO: Boat model name

BNM: Boat name

BPS: Body part status
BRA: Brand name

BRD: Brady indicator

NCIC RECORD ABBREVIATIONS

ARL:  Arresting agency identifier (ORI number)

ATN: Attention {person who reguested the record)

:
i
2
i
!
3
4
3




Boat type

BXR: Body x-rays

BYR: Bosat model year

CAL: Guncaliber

CAT: (ategory

COA: Manner and cause of death

CDE: Canadian date of entry

CGD: Coast Guard document number

Cis:  City and State

CAMC: Caution and medical conditions

CON: Conviction date

COU: County
CRC: Circumcision
CRI:  OR! of court issuing warrant

CRR: Conviction that resulted in registration

CTi: Court identifier {Court ORI number)
CTY:  City name

{1Z: Citizenship

D Date Investigation Interest
DBF: Date body found

DCH: Dental characteristics

DCL: Date of clear




: Denomination of security
DFP: Date fingerprintad

Di5:  Date incarceration starts
DLC Date of last contact

DLO: Location of DNA

DLU: Date and time last updated
DNA: DNA Availability

DNQ: Detainer number

DOA: Date of arrest

DOB: Date of birth

DOC: Date of cancel

DOD: Date of detention

DOE: Date of emancipation

DO Date of imags

DOL:  Date of Loss

DOP: Date of purgs

DOR: Date of recovery

DOT: Date of theft

DOV: Date of violation

DOW: Date of warrant

DPE:  Date probation expires

i3
i
133
i
|
i3
38
b
(2
3

DPR:  Date probation or release revoked




OPT:
DRE:
DRS:

DSE:
DSP:

AN

OTE:
DUP:

DXR:

EBS:

ECR:

EDD:

EDS:

EML:
ENS:
EPDy:

ERD:

EXL:
EXP:
EXT:
EYB:

EYE:

Department or Agency nams
Dentist’s remarks
Identifying dress
Date sentence ends
Disposition
Date supervision starts
Date & time entered into NCIC
Duplicate
Dental X-rays available
Expanded DOB search
Entry criteria
Estimated date of death
Ending date of supervision
Email address
Expanded name ssarch
Engine power or displacemeant
Ending registration date
Extradition limitation
Expiration
Extradition
Estimated year of birth

Eve color




R

A R s

FBE: Number assigned if arrested & fingerprinted
FRPA: Footprints svailable

FBC: Fingerprints classification

GNG: Gang type
GTE  identifying graffiti

HAL Hair

HGT: Height

HIT: Wanted/missing person hit results
HND: Identifying hand signals

HPT: Homes port |

HSP: Hull shaps

HUL: Hull material

ICA;  Investigative interest case number
ICN:  JAFIS control number

IDE: Date of entry z

DT identity theft type

(HA:  Investigation interest agency identifier

{iD: Internet LD

IMN: Image number
§
IMR/MNAM: Image name t

IMT. image type

INC: IR} literal name




IND: Image indicator

R Incarcerating agency ORI number

15D Issue date

i585: lssuer

WL Jewelry {description - color, carat, etc.)

JWT: Jewelry type (ring, necklace, etc.)

12
3
3
'3
i
18
.
3
t
2
13

3

3

LIC: License plate number
LiS: License plate state

LIT: License plate type (auto, truck, apportionad, stc.}

LIY: License plate year of expiration
LOC: Release location
LKA Linking case number

LKi:  Linking agency identifier

A e R e

LOT: Lot number

LRI Controlling agency identifier E
MAK: Gun make {Colt, Smith & Wesson, atc.}

MAL: Medical examiner/coroner locality

MAN: Medical examiner/coroner agency name and case number

MAT: Medical examiner/coroner telephone number
MIF: Missing person interest
MIS/C; Miscellaneous/caution

MKE: Message key (example: Wanted Person-Caution)




MNP Missing person
MNP/CA: Child abduction

MNU: Miscellaneous number {Alien registration, passport, military 1D, SSN)
MOD: Model

MPA: Dental models and/or photos of teeth available
MPC: Missing person circumstance

NAM: Name

NDB: Name and date of birth

NIA:  Notify investigative agency

NIC: NCIC number

NMF: First Name

NOA: Notify originating agency

NPA: Number of persons apprehended

NPF: Number of missing persons found

OA: Siateflocal issusd LD,

OAC: Qriginating agency city

OAD: ORIl agency address

OAN: Dwner applied number

OCA: Original agency case number

QFF: Offense

OFS: Offender status

OLN: Operator's license number

A e A e et e



QLS. Operator license state

OLY: Year license expires

A A h e S el

ON1: ORltitlefoffice

ON2: ORlagency/company name

ONZR: Agency abbreviated name

00C: Qriginal offense classification

QORD: Date ordered on file

ORL Originating agency identifier

OWN: Qwner

PAK: Person with information alias

PAR: Person armsd
L
PLO: Protection order conditions E
L
PDT: Purge date E
:
PEY: Person with information eye color *

PHA: Person with information hair color

PHG: Person with information height

PIB: Person with information date of birth
PiIN: Person with information

PIR: Person with information race

PIX: Person with information sex
BLC: Place of crime

PLI: Partial lot indicater




PMI Person with information miscelianeous information
PNO; Protection order number

PORB: Place of birth

POC: Agency point of contact

PNO: protection order number

PPR: Protected person’s date of birth

PPN: Protected person’s name

PPR: Protected person’s race

PRG: Propulsion

PSK: Person with information skin tone

PSM: Person with information scars/marks/tattoos
PSN: Protected person’s social security number
PSS: Person with information social security number
PSX: Protected person’s sex

PUR: Purpose code

PWD: Password

PWG: Person with information weight

PWI: Person with information

RALC: Race

RCA: Recovering agency case number

REG: Registration number

RES: Registration state

R e AR




REY: Registration year

RFP: Reason fingerprinted

RMI: Ransom money indicator

ROV: Reﬁaﬁanship o victim

RPE: Reason for property record removal
RPR: Reason pmimtinn or release revoked
RPS: Reason for person record removal
RRI: Recovery agency identifier

RSH: Related search hit

SCH Sentencing court identifier

SCR: Scar

SDT: Security date

SER: Serial number

SEX: Sex

SGP: Subgroup

SiD; State LD. number

SIG: State idamtéﬁcatian geographical location
SKN: Skin tone

SMT: Scars, marks, tattoos

SNA: Street name

SNU:  Street number

SOC: Social security number

R e AR e e e

oA e A e




SON: Supervising officer’s name
S08: Sexual offender status

50T: Supervising officers telephons number
SOV; Sex of victim

SRT: Sort parameters

STA: State name

SUPP: Supplemental

SXP: Sexual predator indicator
TAT: Tattoo

- TCN: Transaction control number
TNO: Telephone number

TOT: Type of transaction

TTO: identifying tattoos

TYP: Type

UNN: United Nations number
USR: User code

VCO: Vehicle color

VIN: Vehicle identification number
VLD: Validation date

VLN: Name of validator

VMA: Vehicle make {Ford, Qhe?y, gtc.}

VIO: Vehicle model {Taurus, Blazer, etc.)




R

VNP Value of property recovered

VOR: Value of other recovered property
VRC: Value of recovered contraband

VRX: Corrective vision prescription

VET: Vehicle style (22 door, convertible, etc.)
VYR: Vehicle year

WGET: Weight

WNQG: Warrant number

2iP: Zip code

e




® & & & ® & & & F B & € & ®B B

¥ ® @ @ B» ¥ € € & ® @

® B & = % % & &

Arnerican Citizen Missing Abroad ~ Viclent Trime
Art Forgery - Federal Forgery

Art Theft - Major Theft

Bank Robbery ~ Viclent Crime

Bid Rigging - Whita Collar/Fraud

Bomb Theeat — Terrorism

Border Corruption — Public Corruption

Business Email Compromise — Cyber Crime
Campalgn Finance - Federsl Elactions Crimes

Child Abduction {Non-Parental} —Vickent Ciime
Child Sex Tourism ~ Sex Crimes Against Children
Civil Rights Vislations {FEC) - Pederal Flections Crimes
Color of Law: Excessive Force ~ Civil Rights Violation
Computer intrusion - Cyber Crime

Controfled Substances — Violent Crime

Corporate Fraud ~ White Collar/Fraud
Counterprofifecation — Terrorisrm

Crime Aboard an Arcralt ~ Special Jurisdiction

{rimes un 2 Covernment Reservation - Special hurisdiction

Crimaes on the High Seas - Special Jurisdiction
Disaster Recovery Fraud — White Collar/Fraud
Bomestic Terrorism — Terrorism

Economic Espionage: Trads Secrets — Counterintellipence

Ermbesriement — Drganized Crime

Enticement of 3 Minor — Sex Crimas Against Children
Espinnage - Counterinteiligence

federal Forgery - White Collar/Fraud

Federal Funds Fraud — Financal Crirnes

federa! Kidnaoping — Violent Crime

Felon in Possession of @ Firearm — Viplent Crime
Financial Exploitation - Financial Crimes

Forgign Corruption - Public Corruption

Fraudulent Misrepresentation ~ White Coliar/Fraug
Fugitive Sightings - Violent Crime

Gangs snd Criminal Enterprises ~ Violent Crime
Hate Crime — Civil Bights Viclation

Healthcare Fraud - White Coliar/Fraud

Housing Discrinvination ~ Civil Rights Viclation

Violations —

v .ulation Types
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Human Trafficking — Chal Rights Violation
Hiegal Use of Military Uniforms/insignias — Spedial Jurisdiction

mpersonation of Officer/Employss of US Govt - Special hurisdiction

tndian Country - Special Jurksdiction

interference with Alrcraft/Laser Light — Special Jurisdiction
Interpational Parental Kidnapping - Violent Crime
nternational Terrorism - Tarronsm

Inferstate Death Threats - Viplent Crime

Investment Fraud ~ White Collar/Fraud
Mariifactura/Distribution of CP - Sex Crimes Against Children
Money Laundering —White Collar/Fraud

Maoving Company Hostage Freight — Other

Wurder for Hire - Violent Crime

Miisance = Other

Organized Crime -~ Crganized Crime

Paremtal Kidnapping {UFAR] - Vinlent Urime

Parental Kidnapping - Violert Crime

Pipeling Vandalism - Special Jurisdiction

Pussession of Child Poraograshy — Sex Comes Aganst Children
Presception Forgery - Federal Forgery

Prison Corruption — Chvil Rights Violation

Pubiiic Corruption — Public Corruption

Serial Killings — Violent Crime

Signature Forgery — Federal Forgery

Sports Brbery ~ Organized Crime

Stolen Valor - Special furisdiction

Threat to an Aircraft - Specisl lurisdiction

Threats 1o Muclear Facilities - Special jurisdiction

Thelt of Government Property - Major Theft

Tirneshare Fraud — White Collar/Fraud

Trafficking of Native American thaman Remains or Cultural Hers - Special

lurisdiction

Transportation Crimes - Special Jurisdiction
Vehiicle Theft — Major Thaft

Voter/Ballot Fraud - Federal Blections Crimes
Weapons of Mass Destruction - Terrorism
Wirs Fraud = Financial Crime




Civil Rights

- CUolor of Law: Excessive Force
«  Hate Crime
- Housing Discrimination
= Human Trafficking
Prisan Corruption

Counterintelligence
- Economic Espionage: Trade Secrets
-  Espionage

Cyber Crime

- Business Email Compromise (BEC)
- Computer intrusion

Federal Elections Crimes

- Campaign Finance

- Civil Rights Violations {Federal Flections
Crimes)

- Voter/Ballot Fraud

Federal Forgery

- ArtFargery
- Prescription Forgery
Signature Forgery

Financial Crimes

- Federal Funds Fraud
- Financial Exploitation
- Wire Fraud

Major Theft

Art Theft
- Theft of Government Property
Vehicle Theft

Violation Violation

Organized Crime

- Embezziement
- Organized Crime
Sports Bribery

Public Corruption

Border Coreuption
Disaster Recovery Fraud

- Foreign Corruption
Public Corruption

Sex Crimes Against Children

Chifd Sex Tourism

- Enticement of a Minor

- Manufacture/Distribution of Child
Pornography
Possession of Child Parnography

Special Jurisdiction Matters

- Crimes Aboard an Aircraft
Crimes on the High Seas

- iliegat Use of Military Forms/insignia

- impersanation of Officer/Employee of U5,
Gow't
indian Country
interference with an Afrcraft/Laser Light
incident

- Pipeline Vandalism

- Solen Valor

- Threst to an Aircraft

- Threats to Nuchear Facilities

- Trafficking of Native American Human
Remains or Cultural tems

- Transportation Crimes

Terrorism

Bomb Threat
Cournterprotiferation
Domestic Terrorsm

- International Terrorism

- Weapons of Mass Destruction

Viglent Crimes

- American Citizen Missing Abroad
- Bank Robbery
- Child Abduction {Non-Parental}
- Controfled Substances
- Federal Kidnapping
Felon in Possession of a Firearm
- Fugitive Sightings
- Gangs and Crimipal Enterprises
- internationsl Parental Kidnapping
- inmterstate Death Threats
- Murder for Hire
- Parentsl Kidnapping
Farental Bldnapping {UFAP}
- Serial Killings

White Collar/Fraud

- Bid Rigging
Corporate Fraud
Federal Forgecy
- Fraudulent Misrepresentation
- Healthcare Fraud
~ investment Fraud
- Money Laundering
Timeshare Fraud

- Moving Company Hostage Freight
- Nuisance Caller
- (ther
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CSRs Forelgn Language Table

Languages: gﬁm French & Persian Farsi

Language: Spanish

Spanish Language Backups {For Emergency Situations Only)

Lead CSR

MAPA

M, Tu, W, Th, Fr

Tu, W, Th, Fr, Sat
M, Tu, W, Th, Fr
M, Tu, W, Th, Fr

bé
b7cC
b7E

9:00 am —~ 5:30 pm

9:00 am~ 5:30 pm
2:00 pm - 10:30 pm
9:00 am— 5:30 pm
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NATIONAL SECURITY MATTERS:

- b7E

TERRORISM -

18 U.8.C. § 2332b defines the term “ledaral crima of tarrorism” as an
offense that,




— AT N T SN TV E

+ i caloulated to influence or affect the conduct of governmant by
intirmdation or cogrcion, ar to refaliate against government conduct;
and

» Is a violation of ong of several listed staiutes, including § 830(c)
(relating to killing or attempted killing during an atlack on a faderal
facility with a dangerous weapon); and § 1114 {relating to killing or
attempted killing of officars and employess of the U.8.), bombings,
attacks on US interests abroad, conspiracy to attack usually
moiivated by religious bealiefs

international Terrorism {IT): 415 Classification

"international terrorism” maans activities with the foliowing three characteristics:

« involve violent acts or acts dangerous {o human {ife that violate federal or
siate law;

« Appear {o be intended (i} {o infimidate or coerce a civilian population; (i)
to influence the policy of a government by intimidation or coercion; or (iii)
{o affect the conduct of & govarmnmeant by mass destruction, assassination,
or kidnapping; and

e Occur primarily outside the terriforial jurisdiction of the U.S,, or transcend
national boundaries in terms of the meaans by which they are
accompiished, the persons they appear intended to intimidate or coerce,
or the locale in which their parpetrators operate or seek asylum,

Examples of IT incidents: 8/11, Boston Bombing

Exampies of IT groups: Hamas, AlQa'ida, Al-Shabaab, Hizballah

Domestic Terrorism (DT): 266 Classification
*Domestic terrorism” means activities with the following three characteristics:
« Invoive acts dangerous to human life that violate federal or state law;
¢ Appear infended (i} to intimidate or coerce a civilian population; (it} to
influence the policy of a govermnment by intimidation or coercion; or (il to

affect the conduct of a government by mass destruction, assassination. of
kidnapping; and

14
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»  Qcour primarily within the territorial jurisdiction of the U 8,

Examples of DT incidents: Oklahoma City Bombing, the Unabomber, Beltway
Snipers, school shootings

Exampies of reporiable BT activity:

DT groups: Eco-terrorisis; Soversign Citizens, Mifitia extremists, White
Suprsrnacy extremists, Animal righis extremists, Anarchist extremists

Weapons of Mass Destruction (WRID): 279 Classification

Weapons of Mass Destruction (WMD) are defined in US law {18 USC
§233%a}) as: : '

(A} any destructive device as defined in section 821 of this title {Le. explosive
device):

{B) any weapon that is designed or intended to cause death or serious badily
mjury through the release, dissemination, or impact of foxic or paisonous
chemicals, or their precursors;

{C) any waapon involving 2 biclogical agent, toxin,

(D} any weapon that is designed 1o release radiation or radicactivity at 2 lsvel
dangerous o human life”

WMD is often referred to by the collection of modalities that make up the set of
weaapons: chemical, biclogical, radiclogical, nuclear, and explosive (CBRNE).
These are weapons that have a relatively large-scale impact on people, property,
andlor infrastructure.

Examples of WMD incidents: [

?r&cumam] J

Counterprodiferation

15
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The FBI investigates attempts to acquire information and {echnologies
that wouid enhance a foreign government's ability to creats, use, share, or sell
weaapons of mass destruction {(chemical, biniogical, radiological, nuclear, or
explosive), missiie delivery systems, and/or space or advanced conventional
weapans ar compoenents. We also work to identify critical intelligence gaps in the
current threat environmant, look at proliferation threats emerging on the horizon.

b7E
Examples of reportable activity:

COUNTERINTELLIGENCE -

Counterespionage Suspecied espionage, unauthonzed possession 0
classified information, security clearance issues

The overall goals of the FBl's Counterintelligence program are;

« Keep weapons of mass dastruction, advancad conventional weapons,
and related technology from falling into the wrong hands—using
intelligence to drive our invastigative efforts to keep threats from becoming
reality. Protect the secrets of the U.S. intelligence community—-again,
using intelligence to focus our investigative efforts and coliaborating with
our governmant pariners to reduce the risk of espionage and insider
threats.

« Protect the nation’s critical assets-—Ilike our advanced technologies and
sensitive information in the defense, intelligence, sconomic, financial,
public health, and science and technology sectors. We work io identify the
source and significance of the threats against these assets, and io help
their "owners” to minimize vuinerabilities.

16




« Counter the activities of foreign spies—whather they are representatives
of foreign inteliigence agencies or governmeants or are acting on therr
behali, they all want the same thing: fo steal U S. secrets. Through
proactive investigations, we identify who they are and siop what they're
doing.

Some indicators that an employee is spying and/or methodically stealing from the
organization:

« Without need or authorization, takes proprigtary or other material home
via documents, thumb drives, computer disks, or e-mail. Inappropriately
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 entifies or business competitors.

-+ Unnecessarily copies material, especially if it is proprietary or classified.

» Remolely accesses the computer network while on vacation, sick izave,
or at other odd times.

« Disregards company computer policies on instaling personal software or
hardware, accessing restnicied websites, conducting unauthorized
searches, or downfoading confidential information.

« Works odd hours without authorization: notable enthusiasm for overtime
work, weekend wark, or unusual schedules when clandestine activities
could be more easily conducted.

» Unreported foreign contacts (particularly with foreign government officials
or intelligence officials) or unreported overseas travel.

« Short {rips to foreign countries for unexplained or strange reasons.

17




+ Unexplained affluence; buys things that they cannot afford on their
househoid income.

» Engages in suspicious personal contacts, such as with competitors,
business pariners or other unauthorized individuals.

» Qverwheimed by life crises or career disappointments,

« Shows unusual interest in the personal fives of co-workers; asks
inappropriate questions regarding fimances or relationships.

« Concern that they are being investigaied; leave straps to detect searches
of their work area or home; searches for listening devices or cameras.

» Many peopls experience of exiibit some or all of the above to varying
degraes; however, most people will not cross the {ine and commit a crime.

Economic Espionage

Economic Espionage is (1) whoever knowingly performs targeting or
acquisition of trade secrets to (2} knowingly banefit any foreign govemment,
foreign instrumentality, or foreign agent (Title18 U.S.C., Section 1831).

Trade secrsts are all forms and types of financial, business, scientific,
tachnical, economic or engingering information, including patterns, plans,
compilations, program devices, formilas, designs, prototypes, methods,
fachnigues, processes, procedures, programs, or codas whether tangible or
intangible, and whether or how stored, compilad, or memorialized physically,
electronically, graphically, photographically or in writing, which the owner has
iaken reasonabie measuras {o protect; and has an independent economic value.

“Trade secrets” ars commonly calied classified proprietary information,
aconomic policy information, trade information, proprietary technology, or critical
technology.
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Theft of frade secrets occurs when someone (1) knowingly performs
targeting or acquisition of frade secrats or intends to convert a trads secrei to (2)
knowingly benefit anyone other than the owner. This is commonly referred to as
industrial Espionage (Title 18 U.8.C., SECTION 1832).

CYBER CRIME | o

The FBf investigates cybercrimes (288A classification - inciuding
computer intrusion, malicious code, and “other nefarious computer-

supported applications”} ONLY i they have nexus fo the following issues on a
NATIONAL scale:

1. National Security ~ Any aclivity which threatens the safety of The
National information infrastructure (TN}, posed by individuals, groups,
or foreignh powers,

2. Health & Safety of Children — Any activity by predators or groups
meant to sexually exploll or endanger children for personal or financial
gain.

3. Economic Security — Any activity by individuals or groups which
target US inteliectual property, and could feasibly affect US economic
nfrastructure.

4. internet-based Fraud — Any activity which utilizes intemet/computer
communications or applications to perpefrate axploitation or fraud,

Computer Intrusion

Battom fing, computar intrusion complainis must indicate a nalional threat, as
outiined above. Personal aftacksfvendettas against individuals typically wili not
be worked. if the viclim is a business, depanding on the amount of loss, i may ba
worked because it falls under economic security threats,

b7E
Examples of intrusion: Target store hacking, infrusion into a department of

defense system, distributed denial of service an a national scale,

information to gather:
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internet Crimes Complaint Center (IC3) at www.IC3.g0v.

The Internet Crime Complaint Centar (www.IC2.gov) is the primary
governmant agency 1o receive, develop, and refer complainis regarding the
rapidly expanding area of eybercrime. The IC3 complaint process provides
victims of cybercrimes a convanient, easily accessibie, onfine reporting
mechanism o alert law enforcament of suspected criminal and civil violations,
For law enforcerment and reguiatory agencies at the federal siate, local and
international levels, 1C3 is the central clearinghouss for compigints on internet
related orimes. '
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See the ‘File a Complaint” section of the 1C3 Web Site for infarmation and
direction on how o submit a compiaint fo 103,

IC3 handles campiginm on the following types of frauds and scams:

Wire Fraud: Many, many scams involve the perpetrator causing the
viclim o send money via wire fransmission. Common ones are the
relative in distress scam, dating scams, or inheritance scams. While the
disposition of a reported wire fraud may shways depend on the unigue
circumstances of the individual's situation a good rule of thumb foliows:
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Auction Fraud: Auction fraud involves fraud atiributable to the
misrepresentation of a product advertised for saie through an internst

auction site or the non-delivery of products purchased through an internst
auction site

Counterfeit Cashier's Check: The counterfeit cashier's check scheme
fargets individuals that use internei classified advertisaments to sell
merchandise. Typically, an inferasted party located ocutside the United
States contacts a seller, and the salier is told that the buysr has an
associate in the United States that owes him money. As such, the buyer
will have the associate send the selier a cashier's check for the amount
owed to the buyer, but the check is actually counterfeit.

Credit Card Fraud: Cradit card fraud is the unauthorized use of 3
credit/debit card, or card number, 1o fraudulently oblain money or property.

Debt Elimination: Debt elimination schemes generally involve wabsites
advertising a legal way to dispose of morigage loans and credit card
debis. After obtaining information from the participant, the fraudster will
issues bonds and promissory notes fo the lenders that purport {o lsgally
satisfy the debts of the pariicipant. in exchange, the participant is then
required to pay a ceriain percentage of the value of the satisfied debts to
the subject.

Parcel Courier Email Schemes: The Parcel Courler Email Schame
involves the supposed use of varicus National and International level!
parcel providers such as DHL, UPS, FedEx and the USPS.

Employment/Business Opportunities: Employment/business
opportunity schemes involve bogus forsign-based companies that recruit
citizens in the United States on several employment-search weabsitas for
work-at-home employment apportunities. These positions ofter invalve
reselling or reshipping merchandise to destinations outside the United
States.

Escrow Services Fraud: in an effort {o persuade s wary Internet auction
participant, the perpetrator will propose the use of a third-party escrow
sarvice o facilitate the exchange of money and merchandise. The victim is
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unaware the perpetrator has compromised a tfrue escrow site and, in
actuality, created one that closely resembles a legitimate escrow service.
The victim sends payment to the phony escrow and receives nothing in
refurn. Or, the victim sends merchandise o the subject and waits for
his/her payment through the escrow site which is never received because
it i1s not a legitimate service.

identity Theft: [dentity theft occurs when someone appropriates another's
personal information in order to commit theft or fraud. If the victim is an
individual, refer to Federal Trade Caommission {FTC),

internet Extortion: internet exiortion 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. Similarly, the subject will threaten to compromise information about
consumers in the industry database unless funds are received.

investment Fraud: investment fraud is an offer using false or fraudulent
claims to solicit 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 addrasses advising them they have been selectad as the winner of
an international lottery.

Nigerian Letter or "418"; Named for the violation of Section 418 of the
Nigerian Criminal Cade, the 419 scam involves communication from
individuals representing thamselves 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 {axes, bribes to government officials,
and legal fees are often describad in great detall with the promise that all
expenses will be reimbursed as soon as the funds are out of the country.
The recipient is encouraged {o send information to the author, such as
blank letterhead stationery, bank name and account numbers, and other
identifving information using a facsimiie number provided in the lefter. The
scheme relies on convincing a willing victim o send muoney to the guthar
of the istier in several installmenis of increasing amounts for a variety of
reasons,
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Phishing/Spoofing: Phishing and spoofing refer to forged or faked
elsctronic documenis. Spoofing generally refers o the dissemination of
email which is forged fo appear as thiough it was sent by someone other
than the actual source. Phishing, often utilized in conjunction with 2
spoofed emall, is the act of sending an email falsely claiming to be an
gstablished legitimale business in an attempt to dupe the unsuspscting
recipiant into divulging personal, sensitive information such as passwords,
credit card numbers, and bank account information after dirscting the user
to visit a specified website. The website, however, is not genuine and was
set up only as an atiempt {o steal the user's information.

Ponzi/Pyramid: Ponzi or pyramid schemes are investment scams in
which investors are promised abnormally high profits on their investments.
No investment is actually made. Early investors are paid returns with the
investmeant money receivad from the later investors. The system usually
collapses. The later investors do not receive dividends and iose their initial
investment.

Reshipping: The "reshipping” scheme requires individuals in the United
States to receive packages at ther residence and subsequently
repackage the merchandise for shipment, usually abroad. The reshipping
scheme haips facifitate the transfer of goods purchased online by
fraudulent means. if a caller is unsure what to do with the physical
packages once they fiqured oui this was a scam, advise caller {o turn the
package in to the local police.

Spam: With improved technology and world-wide Internet access, spam,
or unsclicited bulk emall, s now a widely used medium for committing
fraditional 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 wark-
at-home job offers on popular intermet employment sites, soliciting
assistanice from United States citizens. The subjects aliegediy are posting
internet auctions, but cannot receive the proceeds from these auctions
diractly because their location outside the United Stales makes receiving
these funds difficult. The seller asks the United States citizen to act as a3
third party receiver of funds from victims who have purchased products
from the subject via the internel. The United States citizen, receiving the
funds from the victims, then wires the monsy to the subject.




CRIMINAL MATTERS:

PUBLIC CORRUPTION -

Public Corruption (18 U.S.C. 201} ccours when a public official {elected,
appointad, or under contract} and/or a private individual engage in a corrupt
scheme that involves an abuse of the publfic official's authority, in exchange for
personal gain.

The objective of an FBI Public Corruption investigation is, where passible,
to rasolve allegations of wrongdoing either through prosecution or by disproving
the veracity of the allegation.

Rumor or innuendo alone is nof sufficient to initiate an investigation, nor is
official misconduct or scandaious behavior. The standard for opening an
investigation is an articulable, factual basis indicating possible corrupt aclivity.

Government Fraud (State, Local, Federal Authorities)

« Contract: 194 Classification {State & Local Officials), or 58
Classification (Federal Officials) — 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 disciosure of competitor bid
information, discretionary awarding of “no Bid” contracts, or
approving faise invoices or cost overruns for the bidding
contractor.

» Judicial — When an individual or arganization seeks 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, or dismissal of
charges

s
s
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« Law Enforcement 2450 Classification {(drug-refated) ~ Can involve
payment or benefit of local, state, or faderal law enforcement officials in
axchange for some desired action or inaction, such as:

Theft of items during an investigation, “protecting” illegal
activity, or leaking sensitive information to unauthorized
parties,

* Legislative - Bribes or kickbacks to legisiators, their staff, lobbyists, or
consultants in exchange for some action or inaction conceming pending or
future legislation or policy. This may include any of the following:

Vaoting forfagainst fegislation, confirmation of an executive
appointment, appropriation considerations, or “pay to play”
schames.

* Regulatory - Typically involves payments fo public officials in exchangs
for some action or inaction peraining o livensing, inspections, zoning
variances, or other public documents. Regulatory cormuption 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 issuancs of
licenses {liquor, vehicle, construction, adult entertainment,
st}

alteration of zoning variances

» Election Fraud: 58 Classification — Siection fraud can ocowr i stats or
federal election and encompasses activities such as buying votes,
intimidating voters, voting more than onge in an election, tampering with
baliot boxes, destroying baflots, ar any other interttional disruptions of the
paling process.

Understanding and Prioritizing the Complaint:

]
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Questions to ask;
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Border Corrupfion

Border corrupfion occurs when a Border Patrol or LIS Customs Officer
naips facilitate the entry of arugs or undocumented pearsons into the US.

Gluestions to Ask
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Disaster Recovery Fraud

Disaster recovery fraud is fraud, waste, abuse, or allegations of
mismanagaement invoiving disaster reliel organizations.

Questions o Ask:

b7E

Foreign Corruption

The Foreign Corruption Practice Act (FCPA) makes it a violation of US
federal law o 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 stimulus spending.

Guestions to Ask;

b7E
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Federal Election Crimes

The FBI has a fimiled role in ensuring fair and free elections in the US.
Election crimes become federal orimes wherny:

+ The ballot includes one or more federal candidates
» An slection officlal abuses histher duties

* The crime involved fraudulent voler registration

« Volers are not US Cllizens

Federal Election crimes include;
* Yote Buying
+ Giving false information when voting
= Voling mulliple times
» Yoting .by inaligible persons
» Intimidation |
» Destruction of baliols
« Falsifving vols tallies
» Baseless voter challenges
« Voler deception
» Campaign finance fraud

Federal Election crimes do NOT includs:
» FFalse charges about opponents
« Trying to convince an opponent to withdraw
» Campaigning oo close o the poils
* Paying for endorsements
» Taking voisrs o the poils
» Offaring a stamp to mail an absertee balint
» Giving voters fime off to vote




* Technical grrors in election management.

b7E
international Contract Corruption
This initiative addresses the growing corruption within the giobal
commmunity. The international Contract Corruption Task Force addresses the
systemic, iengmtam muiﬁ:«bz fion dciiar mn‘&ract carruptmn and procurement
crime probiem linked o the war and reconsircdi 3 and i o
Afghanistan
CIVIL RIGHTS .
Civil Righis violations Tall under one of four caiegones fiSf’“ﬁ’ here in ﬂm’er
of priorify: Hate Crimes, Color of Law, Human Trafficking
of Accesgs to Clinic Entrance Act (FACE) b7E

Hafe Crimes
{44 Ciassification}): (18 U.8.C. 241, 245 247, 249

Defining a Hate Crime: A hate crime is a traditional offense, like murder,
arson, or vandalism with an added slement of bias, For the purpeses of collecting
statistics, Congress has defined & hate crime as a "criminal offense against a
person of properiy rootivated.in whole orin part by an offender’s bias against a
race, religion, disability, ethnic origin or sexual orientation.” Hate iteelf is not a

crime~—and the FR! is mindful of protecting freadom of spesch and other civil
iberties.

in 2008, the passage of a new law--the first significant expansion of
federal crirminal civil rights law since the mid-1980s—gave ihe federal
governmant the authority 1o prosecuts violent hate orimes, including violence and
attempted violence directed at the gay, lesbian, bisexual, and transgender
cormmunity, o the fullest extent of iis jurisdiction.

2y
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Color of Law -

{282 Classification): (18 U.B.C. 242) 4 color of law violation is committed
when someone whose authorfly was given by ocal, state, or faderal govermnment,
acls outside the bounds of lawful authonlly, These aots include Use of excessive
forve, sexual assault, failure fo keep froun harm, deprivation of medical
attention, deprivation of properly, presentation of false evidence, and
planting of evidence.

Excessive force: in making arrests, maintaining order, and defending iife, law
enforcement officers are allowed to use whatever foroe is “reasonably”
necessary. The breadth and scope of the use of force is vast—ifrom just the
physical presence of the officer {o the use of deadly force. Violations of faderal
faw acour when i can be shown that the force used was willfully “unreasonabie”
or “gxcessive.”

Sexual assaults by officials acting under color of law can happen in jalis, during
traffic stops, of in other settings where officials might use thelr position of
authority to coerce an individual into saxual compliance. The compliance is
generally gained because of a threat of an official action against the person if he
of she dossn't comply.

False amest and fabrication of evidence: The Fourth Amendment of the U S,
Constitution guarantees the right againgt unreasonabie searches or seizures, A
jaw enfarcement official using authority provided under the color of law is aliowed
i stop individuals and, under certain clreumstancss, fo search them and retain
their property. # is in the abuse of that discretionary powsr—such as an uniawful
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detention o ilegat confiscation of property—that a violation of a person's civil
rights may ocour.

Fabricating svidenca against or falsely aresting an individual slso violates
the color of law statute, taking away the person's rights of due process and
unreasonable seizwre. In the case of deprivation of property, the color of law
statute would be violated by unlawfudly obtaining or maintaining a person’s
property, which ovarsteps or misapplies the official’'s authority.

The Fourteenth Amendmant secures the right to due process; the Eighth
Amendmaent prohibits the use of cruel and unususal punishment. During an arrest
of detention, these rights can be viclated by the use of force amounting to
punishment (summary judgment). The person acousad of a crime must be
allowsd the opportunity to have a trial and should not be subjected to punishment
without having been afforded the opportunity of the lagal process.

Failure fo keep from hamm: The public counds on iis law enforcemeant officials to
protect local cormmunities. If it's shown that an official willfully failed to keep an
individuat from harm, that official could be in viclation of the color of law siatute.
Many complaints from incarcerated individuals will fall inte this category. Faillure
fo provide medical treatment is commonly reported.

Determine credibility of the accusation with the following questions:

b7E

information to colisct if the caller is credibis:
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Civil Applications

Title 42, U.§.C., Section 14141 makes # uniawiy for state or local law
snforcement agancies to aliow officers to engage in a pattern or practice of
conduct that deprives persons of rights protecied by the Constitution or U.S.
faws. This law, commonly referred to as the Police Misconduct Statute, gives the
Departiment of Justice authority to sesk civil remedies in casas whers iaw
enforcement agancies have policies or practices that foster a patiern of
misconduct by employees. This action is directad against an agency, not against
ndividual officers. The types of issues which may initiate a pattern and practice
nvestigation include;

= Lack of supervision/imoniforing of officers’ actions;

« Lack of justification or reporting by officers on incidents involving
the use of force;

¢ Lack of, or improper training of, officers; and

» Citizen complaint processes that treat complainants as
adversaries,

Under Title 42, U.8.C., Section 1887, the Department of Justice has the ability to
initiate civil actions against mental hospitals, retardation facilities, jails, prisons,
nursing hames, and juvanile detention facilities when there are allegations of
sysiemic derivations of the constitutional rights of institutionalized persons,

Hurnan Trafficking

{80 Classification}: (18 U.8.C. 854, 1324, 1328, 1581-1592) in the
simplest of terms, under federal law, human trafficking has occurred if 2 person
was iduced fo perform iabor or a commercial sex act through force, fraud, ar
cogrvion. Actual fransportation of "movemeant” of the viclim is not a required
slement. These acls includs forced labor, forced domestic servitude, or
forced commercial sex.

To discem a Human Trafficking viviation, datermine the following:
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Human Trafficking, which is based on exploitation, should not be confusad
with human smuggling, which is based on fransporiation. The two are NOT
interchangaable. Human Smuggling is generally defined as "the imporiation of
people into the United States involving deliberate evasion of applicable
immigration laws. The offense includes bringing ilegal aliens into the country and
uniawful transport or harboring of aliens already within the US." This is a federal
viclation, but is the jurisdiction of immigration & Customs Enfamement {ICE)
and reporis of such matters should be referrad there,

Freedom of Access o Clinic Entrance Act

{288 Classification}: (18 U.B.C. 248} The FACE Act makss it unfawful for
a person fo use force, threat of force, or physical obstruction fo infentionally
injure, intimidale, or inferfere with a person because helshe is or hes been
oblaining or providing reproaductive health services. it is also makss uniavdul for a
person to infentionally damags or desiroy the property of a facility because
provides reproductive heaflh services.

34
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ORGANIZED CRIME -

Qrganized Crime

{251 or 281 Classification) (21 U.5.C. 848) is any group having some
manner of formalized structure, whose primnary objective is {o obiain money
through illegal activities, Groups mainiain 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 whola. Usually
regionalized or based on sthnicity.

including:

« italian Mafia such as La Cosa Nostra (LON)

Groups from African countries like Nigeria that use drug trafficking and
financial scams

» Russian mobsters who fled {o the US, in the wake of Soviat Union
collapse

- Asian crime rings such as Chiness Tongs, and Japanese Boryokudan
» Groups based in Eastern Ewrope like Hungary and Romania.

Criminal Enterprise

The terms Organized Crime and Criminal Enterprise are similar and often
used synonymously. However, various federal criminal statutes specifically
defing the elements of an enterprise that need 1o 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 arganizer, a suparvisory position, or any other position of
management with respect {o the other five, and which gensrates substantial
income or resources, and & engaged in 8 continuing series of violations of
subchapters | and {i of Chaptar 13 of Title 21 of the United States Code. 18
U.8.C. 1861 is differant from Crganized Crime in thal, while still having an
identified hisrarchy, they are engaged in multiple criminal activities, and have
extensive supporting networks.

These crimes are investigated and prosecuted under the Racketeesr
influenced and Corrupt Organizations (RICO) Statute (18 U.8.C. Chapter 88},
which defines an enterprise as “any individual, parinership, 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 pradicate criminal acts
that are chargeable under the Racketeer influenced and Corrupt Organizations
statute. These are found in Title 18 of the United States Code, Section 1881 (1)
and inciude the following fedaral crimes:

abribery

= Sparts Bribery _

w Counterfeifing

& Embezsiement of Union Funds
e Mail Fraud

® Wire Fraud

& Money Laundering

& Obstruction of Justice

& Murder for Hire

B {)-rug Trafficking

w Prostitution

= Sexual Expicitation of Children
‘= Alien Smuggling

= Trafficking in Counterfeit Goods
e Theft from Interstate Shipment

& interstate Transporiation of Stolen Proparty

And the following state crimes:
shiurder

g Kidnapping

& Gambling

u Arson

# Robbery

a Bribery

w Extortion

& Drugs




Racketeering involves any combination of many federal crimes, including:
Bribery, Counterfeiting, Embezziement, Fraud, Money Laundering, Obstruction of
Jdustice, Murder for Hire, Drug Trafficking, etc. These constitute FBI junisdiction.

POINTS TO COVER with your caller:
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Sports Bribery

The FBI investigates violations of federal statutes concerning gambiing
and corruption in the sporis industry, usually with the involvement of organized
crime. Traditional organized crime groups continue to operate illegal gambling
businesses and ofien engage in physical violence to collect debts and engage in
axtortionate loans.

WHITE COLLAR CRIME -

Four General Categories of Fraud falling under white collar crime:

Financial Institution Fraud

b

Bankruptey Fraud
Credit Card Fraud
Morigage Fraud

Rl

Financial Institution Fraud

29 Classification {18 U.5.C. 1344} ~ misappropriation & embezziement, check
fraud, falsification of information in documents to obtain a lcan. A financial
institution is an instifution that provides financial services for its clients or
members. Financial institutions include banks, credit unions, trust companies,

37




morigage loan companies, insurance companies, pension funds, investmant
banks, underwriters, and brokerage firms. Financial institution fraud includss any
person, action, or scheme which willfully misrepresenis the value orterms of a
financial document or transaction for personal or monelary gain, at the sxpense
of a financial institution or iis clients.

This includes:

« Deposit-aking institutions: they accept and manage deposifs and make
ivans '

Examples: banks, credit unions, frust companies, morigage lban
companias

« Contractual institutions
Examples: insurance companies and pension funds
« investment institutions

Examples: investment banks, undenwriters, brokerage firmsing or omitting
pertinent information

Common Financial institution Fraud Schemes

s Misapplication and embezzisment: When a parson who is conneacted 10 a
financial insgtitution smbezzies or willfully misapplies funds of the financial
institution

¢ Granting an unsecured loan to an individual incapable of repaying it
granting a loan on inadequate coliateral

¢ Using one's position within an institution o secure a oan from the
institution while concaaling one’s inferest in the ican

» Knowingly making faise statements or omissions o influsnce the action of
the institution

» includes overvaluing property, creafing fictitious property, or creating
fictitious security for collateral. Actual damage is not essential to gualify
as an offense

¢ Check fraud: altering, counterfeiting, forging, or drawing on closed
accounts

38
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Bankruptcy Fraud

48 Classification (18 /.8.C. 157) ~ Cuncealment of assets, trustes fraud,
falsifying personal information

Common Rankruntov Fraud Schemeé-

+  Concealment of agsets

« Trusiee fraud: Most egregious dus to braach of public trust by involvement
of court-appointad official

¢ Fraud primarily ocours in the distribution of monies from the sale of asssts
Filing multiple fraudulent bankruptey petitions: When a person uses a faise
name or social security number to file bankrupioy in the same state or a
different state; or filing bankruptey in multiple states using true identifying
information

information fo gather:
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Credit Card Ffaaci

258 Classification (15 U .5.C. 16844} ~ Wdantity theft, credit card skimming
ar theft

Gommon Credit Card Fraud Schemes

¢ ldentity thefl either credit card accounis are opened using a stolen
identity, or existing accounts are accessed through the stalen identity
=  Counterfaiting credit cards

Mortgage Fraud




328 Classification (18 U.S.0. 1007, 1030, 1014, 1028, 1341-4, $08(g}) ~
Loan origination schemes, real estale invesimant fraud, foan modification scams.

information to gather during 3 MF call;
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Coramon Mortgage Fraud Schemes

Mortgage fraud schemes involve some type of material misstatement,
misrepresentation, or omission of information that is reguired by an underwriter or
lender in order to fund, purchase, or insure a {oan.

Two general categories:

1. Fraud for housing: usually entails 3 single Joan wharein the borrower uses
' fraud to either purchase or maintain ownsarship of 2 home

2. Fraud for profit: typically invoives muidtiole loans wherein industry
insiders gain illicit proceeds '

Mortgage loan origination schemes: falsification of 2 borrower’s financial information:
often accompanied by inflated appraisal

Falsification of financial information: misstatement of financial information to quaiify
for foans otherwise out of reach

information often manipulated: borrower’s assets, empioyment, income, liabilities, and
coupancy status

Documents altered or created: bank statements, W-2 forms, verificstions decuments,

tax returns; stolen identities somatimes employed

Asset rental scheme: assets are tempaorarily placed under control of the horrower in
order to qualify; borrowsr often pays 2 “rental” fee for the temporary “use” of the
assets

Backwards application scheme: an unaualified borrower's information is altered by the
fraudster to qualify him/her for the loan’s minimum requiremants




Credit enbancament scheme: the fraudster artificially boosts a borrowsr's credit; also

includes providing down payments to 3 borrower and temporarily transferring funds to
a borrower’s account

F:auduientiv inflated appraisals; the appraiser falsifies information or falsely provides _
valuation on an appraisal

iliegal property flipping scheme: property resold at an artificially inflated price shortly
following acquisition by the selier. The kay to this scheme is the fraudulent appraisal.

Real estate investment scheme; investors are persuaded to purchase property at an
inflated price with the promise of quick returns

Seller assistance schems: The fraudster solicits an anxious selier and offers to locate a
buyer. The fraudster negotiates the asking price, and ha/she hires an appraiser to infiate
an appraisal. A buyer is presentad the inflated price and secures a loan. The fraudster
profits the difference between the seller’s asking price and the inflated prica. if the
mortgage defaults, the lender forecloses but is unable to resell the property due to the
inflated appraisal

Buillder bail-out scheme: employed by the builder to circumvent excessive debt and
potential bankruptcy, The bullder fails to disclose to the lender the incaentives 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 baing disguised as reserves

Equity skimming schemes: when fraudsters drain all of the equity from a property.
Perpetrators charge inflated fees to "halp” homeowners profit by refinancing homes
multiple times or aids homeowner to establish 3 home eguity line, subsequently
encouraging them to invest in scams with these funds

Home Equity Line of Credit {HELOC) schemes: when the perpetrator withdraws the
entire amount of available credit in a very short time instead of as-needed, as intended

A HELOC bust-out scheme happans when the entire equity is drainad, then
repaid with a fraudulent check, then drawn upon again; the lender experiences a loss
when the chack is returned for insufficient funding

A HELOC double-funded loan scheme occurs when ican documents for a single
property are submitted to multipie lendars simultaneously, thus securing funding to
cover the expenses of acquiring the property and hiding the second, third, fourth, etc,
lien on the property until iater

Foraclosure rescue schemes: fraudsters convince the victims their property can be saved
The fraudsters require upfront fees and deed transfers from the homeaowners

The scheme can include the transfer of the property to the fraudster, who then
charges rent to the homeowner while claiming 1o make ipan payments while in reality
re-mortgaging the property; ultimately the foreclosure is only delayed




These schemaes are often used in camunct;an with sauity skimming, short sales,
and propernty flipping

Loan modification schemes: fraudsters promise through flyers and other means of
solicitation to help the homeowners rensgotiate their forsclosures

The perpetrators often reguire an upfront fes ranging upwards to 535,000
Once the money is received the fraudsters do little to nathing of aid

Short sale schemes: a borrower, who bwes more on the property than its current valus
finds an accomplice to make » shart sale transaction

-~

The lender remains unaware the offer was made on behalf of the borrower

Th scheme may be used 1o racyele property for future mortgage schemes

Air loan schemes: an air loan is a nan-sxistent property ioan, often without collateral,
whers the buyer, property, and appraiser are fictitious

Often implemented by mortzags bankers or other lenders to gengrate cash

Commercial real estate fraud:
Commercial real estate {CRE} is any property other than single farnily dwellings
The same fraud that exists for residential real estate fraud sxists for CRE

The primary means of CRE fraud comes from fraudulent appraisals

information to Collect

b7E




b7E

¥*Bassibie Referrais
HUD
- IRS

. Legal counsel often what the complainant describes is not @ federal crime and
reguires civil action

- State regulators of banking institutions
- US Office of the Trustee: referrad for bankruptey fraud

- U5 Secret Service: referred for cradit card fraud, US bonds, and notes from the
Department of the Treasury

Contact information

Financial Crimes Section Office

; : b
Section Chief Sharon £, Ormsby bIC
Assistant Saction Chief b7E

Financial institution Fraod Unit
Linit Chief

Financial institution Eraud Unit Addrass Federal Bursau of Investigation
J. Edgar Hoover Building, Roam 3825
835 Pennsylvaniaz Avenue, NW

Washington, D.C. 20538

g
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Sources for Additional information:
www.abiworld.org — American Bankruptey tnstitute
www. fdic.gov — Federal Deposit insurancs Corporation
www.fraud.gov — National Fraud information Center

wawwe fustice.gov/iust - US Trustee Program

Money Laundering

{272 Classification} (18 U.S.C. 1856) is the process by which criminals
conceal or disguise the proceeds of their orimes, or convert those praceeds info
goods and senvices.

b7E

Four basic statutory elements that must be addressed:

b7E

Health Care Fraud

Health care fraud is committed when a dishonesi provider or consumer
infentionally submits, or causes someone aise fo submit, faise or musteading
information for use in delermining the amount of health care hensfiis payabils,
The FBl is the primary investigative agency for Health care fraud, especially if i

o
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pertains to individuals covered by Medicare or Medicaid (federally-funded
programs)

b7E

Some examples of PROVIDER health care fraud are:
« Billing for services not actually performed

» Faisifying a patient's diagnosis © justify iests, surgeries or other
procedures that aren’t medically necessary

» Misrepresenting procedures performed to obtain payment for non-
coverad services, such as cosmatic surgery

» Up-coding — billing for a more costly service than the one actually
performed '

« Unbundling ~ billing each stage of a procedure as if it wers a separate
procedure

» Accepting kickbacks for patiant referrals

« Waiving patient co-pays or deductibles and over billing the insurance
carmigr or banefit plan

» Billing a patient more than the co-pay amount for services that were
prepaid or paid in full by the benefit plan under the terms of a managed
care contract

Some examples of CONSUMER health care fraud are:

» Filing claims for services ar medications not received
» Forging or altering bills or receipts
« Using someone else's coverage or insurance card

» Receiving kickbacks in retumn for referring patients recommending one
plan over another

+» Dactor shopping — requesting carg, or prescriptions, from multiple
doctors at once without efforts o coordinate the care. Usually stems from
a reliance on prescription drugs.
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VIOLENT CRIME & MAJOR THEFT .

Gangs & Criminal Enterprise

The FBI's definition of a GANG is & group or association of individuals
who individually or colleciively sngage in any criminal activity which creates an
atmosphere of fear and infimidation. Criminal activity includes Jjuvenie acts
which, if commifted by an adulf, would be a crime.

A CRIMINAL ENTERPRISE js any group of individuals associated in fact, |
afthough not a legal entity. The fact that the: individuals are engaged in & patiem
of criminal activity fogether constitules a criminal entsrprise,

If a caller wishes to report GANG astivity or 2 CRIMINAL ENTERPRISE, the
following facts must be established:

b7E

Also, establish a history and known details of the organization using the
following questions:




Possible Referrals:

Drugs: If the group is involved in international drug trafficking, refer to the

DEA at www,DEA.gov or Regional DEA Office Phone listing available on
SharePoint Site.

Smuggling: If the group is involvad in international smuggling of people or

goods, refar o immigration & Custorms Enforcement at www.ICE.gov or 1-866-
347-2423.

American Adults missing abroad:

The FBI does have resources fo assist adulf Americans missing abroad. Please
ensure the caller has reported the situation fo the State Department.

How it works: Let's say the worst has occurred—a ferrorist attack or kidnapping.
What happens then? in general.

+ The victim or family {if able) contacts the U 8. Embassy closest to where
the incident ccourred.

« The U.8. Ambassador there offers American assistance {o the host

govarmnment {in some cases that government asks for our nation’s help
first).

« The FBl's Legal Aftach® agent assignad 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
feam to determing what resources are nesded.

« With the permission of the host government and in conjunction with the
State Departmant, the FRI deploys its resources, supporting the
investigative efforts of the foreign govermnment. The size of our overseas

deployments depends on the scope of the incident and what the host
government requests.

« If the missing individual is 8 victim of a crime ie kidnapping with ransom
demands, the Dept of State still has the icad. with FRI agaistancs

CRIMES AGAINST CHILDREN

47
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Child Abductions {(Non-Parental}

(7C Classification) (18 U.5.C, 1201} Any report of the disappearance
andior taking of a child by someone other than one of the child's parent or
legal guardian is considered & federal offense, sspecially if there is reason to
belisve an interstate nexus exists {viclim was fransported across state lines), and
is therafore FBI jurisdiction,

b7E

information fo collect:

b7E

UFAP Parenial Kidnapping

{88 Classification} {18 U.B.C. 1073} & violation of a cusfody order is not
a federal orime. Even if the child is transported across state lines (buf stilf within
the U8} by the parent, this is a sfate orlocsal matier. The only paint af which the
FBI may get involved in such 2 case is if the offending parent has crossed stafe
fines in order fo avoid a felony charge af the siafe or local level (fugitive from
justice}).

Under the provisions of the Fugitive Felon Act, the FS? may get
involved if all four of the following criteria are meb

1) a siate arrost warrant has been issued for the arvest of
the individual for a felony violation

2} evidence of interstate Right exists
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3) a specific request for FBI assistance is made by state
authorities who agree to exiradite and to prosecute on the
charge for which the parent is being sought

4) the appropriate US Attorney has authorized the FBI fo
apply for an unlawful Hight warrant

information o collect:

b7E
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international Parental Kidnopping {78 Clossification) (18 U.S.C. 1204): the
parent takes the child outside 1.5, borders with intent to deprive the
other parent of lawful custody/visitation rights,

For example, consider that & maried couple had 2 son together in the
Unitad States. During a marital dispute, the father moves with his san o another
country in order o kaep him away from the mother with no intent of return. iIn
this situation, the father has committed the fedsral crime of international parental
kidnapping. Merely look at it from a “reasonabie persen” standard, Would a
ragsonable person infar that the ohild is being kept away from a parent with the
intent o obstruct custodial righte?

b7E
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in fact, rather than a criminal action, the return of kidnapped chiidren

abroad is most often settied through civil nesgotiation. The U.S. Department of
State handies the coordination of efforis with foreign officials and law
enforcemant agencies to effectuate the return of childran to the United States. In
some circumstances, the retum may be governed by the Hague Convention on
the Civil Aspects of internationai Parantal Child Abduction {(1980). This
Convention was established fo faciliiate the return of children abducted to foreign
countries. However, it only applies if both Countries involvad in the international
parental Kidnapping situation are signatories to the Convention. The United

fates is a signatory state. Thersfore, even if you write up an IPK compiaint, you
naed to instruct the caller {o contact the state department. In fact, the child is in a
Hague country, the convention mandates that the parent seeking recovery work
through the civil Haguse process ~ rather than use a criminal process.

Child Sexual Exploitation Enterprises

Domestic child prosfifution; onfine networks and enferprises; {145
Classification) (18 U.S.C. 2422} This includes viclations under the White Slave
Traffic Act, which refers to the interstate fransporiation of children for the purpose
of engaging the minor in prostifution or any criminal sexual activily (including
abuse). Somefimes, this vivlation can be snvoked if you do not have sufficient
evidence fo for Child Pornography.

Contact Offenses Against Children

includes.; Domestic fravel with infent to engage in lsgal sexual activity with
children; child sex tourism {infermnational frave! {0 engage in sexual activily with
children); production of chifd pomography; coercion/enticement of a minor.

Trafficking of Child Pornography

Mass distribution of child pornographiy, possession of ohild pomuography: (145
Classification} (1B U.8.C. 2421-2423): any individual or organization which
produces and distributes child pornagraphy (child pomography defined as any
medium — photos, videos, elc. — depicting a minor engaging in or assisting in any
sexual act,. nudity aione is not considered pomographic)

information to collect:

b7E
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Other Crimes Against Children

All other crimes against children violations within the FBI's jurisdiction are
investigated in accordance with available resourcss. Some other crimas against
children may include the child’s recsipt of sexually expliclt text messages from a
known or unknown party,

Bank Robberies

When you receive a call regarding s 81 (bank mbhezy}, please ascertain the
following:

b7E
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Murder for Hire
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Murder far hire is a violalion that ocours when someane pays a third party
to murder someoneg, and is handied by the FBI if an inlerstate nexus exists, or if
the target victim is a public figure. Otherwise, refer to local police.

- Serial Killings

Serial killings are the untawful killing of two or more victims by the same
offender{s), in separate events. This is handied by the FBI if an interstate nexus
exists, or if the target victim is a public figure. Otherwise, refer to ocal police.

Vehicle Theft

Vehicle theft becomes a federal violation when committed by organized &
professional groups, which alter or ramowve the VINs and/or export siolen
vahicles {o locations where there is high demand (sometimes making it interstate
or intermnational). If the above criteria are nof met, and your caller is reporting
theft of a small number of vehicies, refer to local police.

+ Can also be prosecuted if trafficking motor vehicle parts, and creating
counterfeit fitles.

Questions to Ask:

b7E

Art Theft

Federal art theft includes thefts of individual works of art, liegal
exportation of objacts protected by international laws, and footing of
archasological sites. The object must be uniquely identifiable & have
historical or artistic significance {fine arts, antiquities, ethnographic art,
archaeoiogical material, musical & scientific instruments, Native American
ariifacts), and must be valued at or more than $2,000..

Carge Theft




Cargo theft ix the crimingl taking of any cargoe from g consolidation facility.
The cargo s moving in commerce al all points betwaen the point of origin and the
final destination, regardiess of any temporary siop while awalling trans-shipment
or etherwise.

Controlied Substances

in the case of theft or trafficking of confrolied substances,; the DEA will have
an investigative interest, FRI's primary responsibilities in C8 matters are to
investigate mattars that involve:

s Death or significant bodily injury

« Large guaniiiies of C8

» A manufacturing or distribution center that is burglarized or robbed

» intarsiale activity

Copper Theft

To report this dlegal activity, contact local Power Company.

Jewelry and Gem Theft

The FBI offers investigative assistanoe and intelligence on theft groups to
faw enforcement and partners with the jewelry industry {o create a unified and
coordinated approach to this crime threatl.

Organized Retail Theft

Dascribed as professional burglars, boosters, cons, thisves, fences and
reseflers conspinng to steal and sell retall merchandiss obtained from refall
astablishmeants by theft or deception. First report of incidents involving retail thelt
should be fo loss pravention agency and local law enforcement.

SPECIAL JURISDICTIONAL MATTERS

The FBI camies sole or shared invesiigative jurisdiction over viplations in
this sepfion, The list belfow defines the oriferia for code violation, and addifional
necassary infarmation fo gather,
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iliegal Use of Military Uniform or Insignia

{43 Classification} (18 U.8.C. 701-704): an individual knowingly wears,
manufactures, selfs, or distributes any distinctive part of the uniform of any US
ammed farces or Public Health Sendce,

b7E

Stolen Valor

The Stolen Valor Act of 2013 amends the feders! criminal cods {o subject
to a fing, imprisonment for not more than one year, or both an individual who,
with intent fo obtain money, property, or sther tangible bensfit, fraudulently holds
himaelf or herself out 1o be a recipient of;

+ a Medal of Honar,

»  a Distinguished Service Cross,
e & Navy Cross,

»  an Air Foree Cross,

s 3 Siver Bar,

+ a Pumple Heart,

« a Combat infantryman's Badge,
» & Combat Action Badge,

« a Combat Medical Badge,

» @ Combat Action Ribbor,

« 3 Combat Action Meds!

Crime on the High Seas
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Crimes on a Government Reservation

{70 Classification} (18 U 8 C_ 13} includes any major crime which is
commitied on any fand or building owned by the US Government, or in which US
Government business is carried out, including mifitary bases, highways, federal
buildingsioffices and courthouses, National Parks. stc.

Ask vour caller;

Irregularities in Federal Penal institutions (IFP)

{90 Classification) (18 U.8.C. 751.757, 1781-1782) this includes viclent
crimes, drug possession or distribution, rots, bribery, efc., acourring in a federal
{nat state or county) comreclional, penal, or defention facility; could also include
escape ar alding/assisting/aliowingdnciting escape from such a facility

b7E
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impersonation of an Officer or Employee of the US Government

{47 Classification} (18 U.8.C. 812-915): an individusl prefends fo be an
officer or employse of the USG for the purpose of either 1) acting with the
authority of an officer or employee, or 8} demanding or abtaining a thing of valug,

b7E

Fraud Related to Activifies in Connection with identification
Documents (FRAID}

{283 Classification) (18 LL.8.0. 1028): this violation includes the unfawful
production, possession, distnbulion, or use of a false identification issued by, or
under the authorily of, the US Govemnment, This includes 1Ds issusd by federal,
siate, Iocal, foreign, nalional, and guasi-infernational governmental entities,
as well as IDs for employees of government contractors. The following criieria
must be met in order {o fall under FBI jurisdiction:
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Indian Country (IC} (188 Classification)

For the most part, crimes committed in indian Country are handied
simitarly to crimes commilied anywhere else: if there is a federal violation
commitied| [Federsl viciations are usually the sguivalent of falony hi%
offenses or personal orimes in other jurisdictions ranging from Assaults, Rape,
and Homicide to Child Abuse. I the crime iIs a iocal maiter, ie, pstly theft,
robberies, drugs refer complainant to the tribal police (18 US.C, 1182-1183).

The following stipulations must be met for the FBI {o have jurisdiction over
a matter in indian Country, '
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Other crimes cccurring in indian Country may be worked at the discration of the
field office:

b7E
Transportation Crime
i you receive & fip regarding & major fransporialion accident {i.e., plane
orash, frain wreck, sic.}) b7E
Threats to Aircraff 1498 Classification (18 U.8.C. 32
b7E

Crime Aboard an Afrcraft. The FRI has jurisdiction regarding crimas aboard
airoraft {o include interference with the flight crew, or assault,

b7E
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Bombs, explosives, or firearms on board in airplane, or for
hijackings 1648 Classification (18 U.5.C, 49}

b7E
Threats fo Nuclear Facilifies 2544 Classification {18 L.8.C. 1366}

b7E
Pipeline Vandalism 254D classification (48 1.8, 60123

b7E
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OTHER COMMON REQUESTS

Requests for Fingerprinting

The FBI only fingerprints arrestees and empioyment applicants. Those who need
to be fingerprinied for other jobs outside the Bureau or for other reasons shouid
be dirscted to contact their local palice department. If they are not equipped to
do so themselves, the police depariment should be able o refer the calier to an
agency that can take fingerprinis.

Reguests for Background Checks

Callers who request information on how to obtain a background check should be
referred to fhi.gov and advised 1o type “ldentity History Summary Checks” in
the search bar. All information and forms pertaining to our process are found on
that page. :

Optiont 1:  Callers nead to compiete all five steps outlined in the directions for
a fee of $18.00. Aliow a minimum of 12 - 14 weeks for processing.

Option 2:  Callers may choose to have their background check processad by
an FBl-approved contractor called a "Channsler” for a fee of $18.00
{FBI fee) plus any additional fees chargad by each individual
contractor, {The processing time may be shorter if the caller goes
through a contractor.)

*Callers should only be referred to BSS Customer Sérvice (304-825-5580) if they
have aiready submitted their packet and need a status update.

*For Emplovment or Licensing: Advise callers {o pay special attention to the
directions on the page that deal with background checks for these purposes
because they may be required 1o go through their state bureau of identification,
reguasting federal agency, or ancther authorized channeling agency.

*Refar your calier to NICS Customer Sarvice {1-877-324-6427) if the
background chack has anvthing io do with 3 firearm.

FBI employment verification

We do not confirm or deny an individual's empiovment status with the
FBL ¥ your cailer is a financial institution, or a jand-tord, please advise the calier
that the individual in question must initiate the process for employment
verification with FBIHGQ.




Freedom of Information Act Requests (FOIA)

The PAL cannot release information to a person regarding thamsalves or

another individual. A Freedom of information Act reguest has to be approved
and managed through FBIHQ.

Advise the caller that:

» To make a freedom of information requsst a letter shouid be
writien stating you wouid lke any irformation the FBI has on you
and include the following:

» Full Name plus Any Aliases or Maiden Names
-« Date and Place of Birth

« Social Security Number {optional)

« Nolarized Latier

* if the request is for information about a third party, you
must submit a notarized authorization or Privacy Waiver &
Cerification of ldentity Form from that party.

» State how much you are willing 1o pay for duplication fees §
any are assessed,

» Send all of the above to the following address:
Federal Bursau of Investigation
Record information/Dissemination Section
170 Marcel Drive
Winchester, V4 22802-4843

» Thase requests can aiso be faxad to 540-868-4985,
Online FOIA Requests:

» Callers can go o Fﬁi.QQVEFG%A o view instructions and additional
information regarding FOIA requests,

« A sample FOIA reguest letier is also avaiigbie online.

* The FBl's most popular case files ars also available for reading oniine in
the "Vault". A link is available on the FBLgow/FOIA webpage.

« If you have any questions about preparing or submitting requssts, call
our FOIA Reguestor Service Center at {840) 8868-1535 {o hear heipfyl
raecorded information.

Fugitive Tips
Determine that the person is wanted and by which agency:



The federal govemment's primary agengcy for fugitive investigations is the
Unifed States Marshals Service (USMS). The FBI however does take ieads on
. e b7E
specific Federal Fugitive cages, |

if the Person is WANTED by the FBL
Does the caller know the individual being reported?

b7E

if the Person is NOT wanted by the FBI:

b7E
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US Marshals Fugitive Tips: usms wanted@usdol.gov
US Marshals Main Line: 1-800-338-0102

Gun Check issues/NICS

http:/www . fo