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Form FD-71 is used for: 
¢ Complaint Int,=ak",c:..' ___ -, 
¢ Documentin~ lassessments (per the mOG) 

• NOTE: All terrorism retated comptaints and assessments should be 
documentedl I 

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

Users of the form 
¢ Originator: 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 

¢ ASAC/SAC: SIM review 

I 
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~nd dille i> e:tc~ded, Ihe 
J'D-11 wilj.aulvm.illk>\!1r 
be fnU.:ed to the $Uper~iSl.lr_ 

h7E 





b7E 





:;J 
b1~, 

~ 



b1C ' ,. b6 j' 
b7E .. 

tr= . 













~ /- " /-" "/- /- %" 

/- UNCt.A$S!FlEtiIi:"'Z",;:; 14 



v "' " 
'0 lJNCt.ASSIF1EOt,"' ::~;:; 15 



b' 
b'C 

b" 

I 



b7E 

! 

I 
'I , , 

" - ~ 



., 
",c 

." 

i 
I 
I 

i 
I 

I 

II 



b7E 

- , 



b' 
b7C 

b" 

I 
I 



III 





b. 
b'C 
b" 



I 





b. 
b'C 

b" 





double check the j-
>, 

>, 

depicted below. 

If you n'(:eivc the error messag<~ 



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

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

• Findings 

• Authorized Pwpose and Objective 

• Any additional infOlmation on the Subject, Witness or Victim. 

,"'" """ ' " 

lJNClASSIFIEDI: .... ~~~ 29 







\\-'hen the Investigative 
1ields must be fill~l om. 

selected, atlditional 
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[ '--Th~'A\lthQrized Purpose and Objective field should h;~;i;;~d~if'~:;:;~ssary, to demonstrate that the as~essment is continUin;:-"] 
based upon un evaluation Imt the purpose changed or new objedives are so\lgh!. . _ .. __ .... --_ ..... ----_ .. - --_ .. _ .. _- ._.-.-

I 
__ .. _1 

This is a mandatory Heltl thaI must be filled ont before submitting thl' 
rDil back to the supervisor or saYing chllnges to the fonn. 

b' 
b 7C 
b 7 E 





¢ Complete mandatory form fields: 
• Docwnent cl1.1Ssification 
.. H.ecipient numc/c-muil 

Office 

• Supervisor Ilumefe-mai! 

q Summarize incident in synopsis 

q Provide details in facts uf incident 

c:> Provide details 011 complainant, subject: and any known victims/witnesses, etc., in 
those fields 

q Document any investigative methods LI ______________ --.J 

I I 
q If appropriate, identifY the matter as a SIM 

q Submit tbe fonn to the named supervisql' 



appropriate investigative steps 
¢ I f appropriate, identify the matter as a SIM 

• !fa SIM, follow office procedure for CDC review and SAC (or ASAC, if delegated) approval 
¢ Document investigative methods I I 
¢ 

¢ Submit the form to the named supervisoq I 
~--------------~ 

I 

1 



assessments. 
~ PerfOlm justificat.ion review for assessments still ongoing aller 30 days. 
Q If appropriate, identify the matter as a SIM 

a Ifa SlM. follow office procedure for CDC review and SAC (or ASAC. ifdclegated) approval 
Q Choose an appropriate disposition for the incident 

. Close the incident 

, , another 

I 
j 



• Current Version of the Form: 2.0.9000.72 
c:> Date deployed: 8/22/2011 

C:>Major changes: 

Previous Versions: 1.4, 1.3, 1.5,2.0 

b" 



• Form owner: CPO 

FAQ: 

CPO Contact Information: 
c;> Customer SP.U!I!P2PlLort!l':"': ________ --, 

• Phone ~ 
-Enta il:' LI __________ ---.J 



-Rcponsibl~ 

Supe!>isor MUST be 
ide.!llified prier \0 fOIl!! 

5I.\bmiKioli. 

-\\-'hen SlM i! tho~en, 
genera! .<lad 
permil.,lonl fire 

reo!oved. C:mlrib'lle 
pC(11lmioll$ .,~ grar..tod 
10 ~~cir:ed CDC, 
ASAC, allJ SAC. 

Email .. itrt!itn!loSupt.n.isorRtgardingRe~kwl..s.sk 

SllpefVil<>r 
[kcis'on: 

NOTE: 

-F..111.n aIen l~ repealed it 
the p.."Tiodcnd dale is 
exccc;!eJ and cc; 'ed to 

supervisot-. 
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Public Access Line 

Training Schedule 

September 12, 2012 

Through 

September 14, 2012 
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The NCIC File 
Reference 
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I' .:-., tlql.,rtmt'<1' "r J:",k" 

I ,-,I...J:;llbr~"a ,, ' hl~'-'!':,·.:li'''l 

The NCIC File 
: f.; Reference 

:~ ~;~" .. Revised OaOlier"'20"f 
" v < ' "',,-,,> 

:.. 
<li ...... = <li <li 

5 u .- = :.. 
U ¢ ..... 

U - ...... 
e'I$ e'I$ 

= S ~ 
¢ , 

U -..... 
~ ...... 

~ Z z = ~ 

,,'. > 

·! · I \.~ N,iti('!\.l! ( '(inu.' In;ClIO!,)ii' ;I; 

('~>IlH'r (Nl'!C) I~,' I :01l\p~ll~·ri/.ed 

)n!()f'm.:u ;PI\ ~yS1\'m .lY.\I!,lhlt .. 1<' I,H\ 

l~;Jr(,rC~'lHC!1t ,md (TltHin,\1 jU"fin>,lg(';I(' j,,:!= Ill\' 

$y~INn i ndud(~s n:("Onh of "" ,HIt(~d fKc·rson.'" rn i"j'l~ 

pefS()n~ . ,md p~'rsw is, \\'hn po,,!' " t h re,)! 10 oH!o'!' ,\I!d 
puhli(' s,)li~tr ,I" wdl M; r('l~o!'(h; t;)r ."((llen propert y )I( ' n1<;. 

f{('I,o rd~ 'If pt'rs' i ll~ <11(: ~~i:!H' ! <iBy in<i\ ' '\i~d ;!lld aUT,s!:d 

lI!oing idemifit'rs.5,H:h ,1.'. n,lnh~:-. ,Hid d"i (:."" of hin h. $Hd.l] S\'I orll " 
IHlmtwrs .• \I)d op<'r,1tl)r'" li('(' I1'o2" m .llnh(:rti. R('(11!~!~ nf pfHl'~'rI ~ 
,1T(' w~nl!r.,liy indexed and .' C(·~sj;{:d using idt:l1Iilit·{, !<i!dl ,I, st.·n.1I 

nll n tb\'rs. iicen!<e pt,HI! nllmhj~ r<;. vd" •. :k· id~'l it Ilk.); i. ,:~ 1H1Inhe,', . 
,lnd 0\\,1)1.>1' .1pplied mnnlu,·rs. 

NCIC fil e s , the ye ar of implementation, and 
the re cords the files conlo in 

A disCU)isiun of (!.H;h Nt-:lC illl? the Y\' ilnhe Ilk h(;I.',\nH' p.HI 

of rh(' NCl C Systl~m. th", rype of ill f{lrIrl<l ti tll\ l~onl,lim.'"(1 ill dw hi(' . 
<"Ind hm" lOl'!!. iI rc<:ord f('lll"i ns in th~ file f{I! loh'~, The !lk~ ,l(/.." 

gruuped by tyW~ ,md Me in ( hn~nDh>gil,lI "n~kr by rhe Yl',H t',h'h \\",1" 

impJ I~ITlNl t ed. 

PERSON FILES 

Wanted Pe rson File (1961) 
Tilt, V\I,r'"N! P~'r."'OIl File Cunhlins f'(~("()rd!i flf ind ividu,ih. wliq 

h<"l~'(' ill~ I)I.U ~";n<lil1g w.\I'r,mt(s) This fJlI:' "Iso o)Jl\,)i n." 1"('(. (11(1-. o! 
lU~'('I'l i lcswhn h-iWl' beC'1I judged dclitHIU('nl.wd wlK! h<iVl! ',;$l...iiPI.."d 
fro m ("u"')toiJ} ()r!iur)('rvi .~ i f> 1 1 (ll wllo 1J.) v(' .)bS< I'lHll'i·' whilt"'ll 

probation 01" !';Irol~!. TI)(~ iilt.' ,)!so ("('nt,li liS n' l'nnls' ,r jll'· .. :nill."' \~ hn 
wen' t hMged with C(lllHllIH j1lg. dn .Jet or ddinqll"~I\( y [11<,\ wllu),,1 
bt,.) 1.:1 i~nt' d ',:(Jlnlll !Ucd hy ,10 .HIlI!! ;IIHI who h.\V(> !l(,d ir(,m 1'1'11.' 

<':1"'lh.' in \ ... ·hich tlw ,lcl \\",lS {,f'l\ll)li!tt~d. }\gNKi('S 11M}' <"II~() ('I liN 
tetnp()f~lry 'i..!o!)'l W.llH r(' CO lxb i!\!() fh is /lll·. T<·:mjJor<HY f(·ltiIlY 
wanl fco) rd ~ JII .. )\\,.l !JW \' nf('l'n'11)>':I'I ')I~(!IKy!<J t.1J,;t~ pwmpl 
<"I(·t iotl t\1 ,l pprdl('nt! ., IKr:lon $\!spen ed of I : (lmlllj{fi!l!~ J f(' loll), 

........... ~.- ... ----------------------------."."'."., -------,." 



o 

o 

() 

'!\-hl';l i.If!'Unl~I,"ln·S 1)' ('\'l'llt tlH' ,lg\ ' IK) f! \Ill! 

i!)~ !lI ... ·diJI d~ obt.~i fling.l '.1',)1 I dl l( Lx«'pi Ii II' 
'l"lllpor:try felony W.li!! n·t:"ni", ~"!lId; :11 ... · .1: · t;I." ~ j;H 

-IX hour.'lo. Y.':,mlcd P{'J:-'Oll HIt" n>l'f)rd~ H'!1l,; ill in 

I his hk ~IJ(I('fini l (' Iy. 

Missing Person File (1975) 
Tho: Mi.~~inb PN~' III I ~ ;k \ '(JI11:jm!'= 1"('1:0:<\" of 

1111" .. ill"; p ... ·1"9)11 ... of ,ii1} .IW~ ,·:hv h"Wt, ,1 pro~- \'Il 

phy ... k .l) .!I' ill(:nt,~i di~"hllilY; n:nHd~()fpj!!'l" " 'IJ> 

whO.ll'l! !Hissing IlItt.h:r dr( UlHSI,'l1C'cS !ndk;1I ml-1. 

:11.11 tlwy S1W}"!W in physit:.:tl d~ll1g~'rnr'lhdIK(t'd ; 

I l'l;pn Is of " .. 'r-iOlI:' IHi!iS' nit Illh't' .1 t,) 1 ~h! I ()ph~; 
f('(i)f<i. .. of pt'r:-Oll:': Ul1d ('r rh ... · <lg~: d ' 21 \~b() <Jr~ 

Inl:'\..":in~ hut who ,h i Onl me!;'l ;lll~' ()f 11 '( ' ,)b()v(. 

("nto.:ri,\; :Hld n~('()rds or pl2"rS(\l)S ,lg('d ~ : ,\nd oId(.:!" 
W)'W,in..' Jll bl!oiJl~ VIII w'hotio nnl II\I~C"! ,lny ()f thl' 
.!h ... v(' t',ilL'ri"l hili i()r wll\ ' !lI dH:H' I" ,I l"e.i:il}n.1J;Jc 

lOtl('{'nl for 111(';1" S.;fl ' i y. R"-'t"!irds n~m<lil; ill i ili .,> file 
inddinllcly. 

Unidentified Person File (1983) 
TIl« l.InidentifiNI PI'I1;nn flit' t.:unldins 

n:t"I.>m<;of uniderHlhed rJ('("\~<ls('d person..;, living 
pen'1m:"> wllu .:m: unabk· 1"(\ v\'rif"y thdr kh.'IHi! i(·s. 
I.Inkknfilj(!O (·'l1",:">trophl' vi("lim~;. 'l'Id rc('I)~' ~'r!'d 
body pafl!', Rlc'('onls r('milln in this iil&. ftldl.dlnlll.'ly 

Foreign Fugitive File (1987) 
Only the- staff 1)[' rl11.' Illte-rn;:tti()nal CI'ilnin,ll 

Pnlice Org.lIliz<lliOll (lNTt:RJ10L) .11ld Ihe I{oral 
C.1Il~l(.!i<1l1 Moun t,,·!! Poli(c (ReM P) c.~n ~'/ll t:r 
l"I:<:tlrds into this fill?, whiC"h is ,w'11J"blc l(J Jil 
nimiu.ll ju)')tin" ;lgl~ncies. INTEHP( )lrct.urds 

cflilwin informatiun oq person" \\',l1l1'e<l in ()I he: 
!..'OtlfHtlCS (or ("rim!!"" thM \votild be (dOilies iI 
~nm lIl;t :(~I in I bl? Vnitt.'<i S! .1t~S . TIll' w,lnri Il!: 
l'ountry must h,w~' sig1h!d.ln (:XU';U.!; I iUrI I n!.H y or 
(U!lH!"nlinn wil h tht:' Unit(.'d St.nt's. or rh~: ~ubjeCl 
nll1,1 Ix: w.'nl{'{1 for ,1 viol(!111 ni n1(' 1\1" orIH:n" i!'\( ' 
musr ht' known to be VI ok!)! , .l!"med, ()i" d;\llguo\ll;. 
The-IH Mil r('('()«h crmt.lin infi)rIllation on persons 
\\'110 Jn' w,mt"('d for vioklt.ion:<; ~)r I"h(' ('rimifl<ll Co<!(' 

( I f C~1I 1 .ldil "rid for wholll th<,rt? is JII mi!SI .1) Idin~ 
C lll,ld.l-wid('w<lr1'.lnt. Hecuf<ls rCJn<lin bl Ihis file 
;ndtflnil (!!y. 

, 

Immigration Violator File (1996) 
0,11)" 1 he "1;11 1' of I hl' I kP,Ir1 11"_'111 of ; iC'lad,\!ld 

'">\'I .U! II i"', Ih,rt',lu HI 1 mm'it!'.l l ~ ('n ,lnd ( tt,I'Hl1' 
Enii~rO."Il"l('n! C,I;I ~'nh:r r~~t':" rds inl(", ! hl'l- lilt, . ~,li jdi 
h ,\ \,.\;j.:;bk Ii> In (" I i; ni n,"II jtJ!itH·i.: .... ge'lt·i(·~,. Till' 

lik, ("<m;.1 In~; ,·('cord..; off:! iminal.li!nh ~\ !JOIn 

im l1liWiltioll ,1U thOl itlt,::; d~'Pdl' !~'~! 11">1" (inti', Of 

lirt";~I11~ I 1".1 (r;d, illf.;. ~'('ri<)~h \ i! 11(~ nt (T;lI1t'.,>, PI 

hoth: i n l!)i'llIdtion 1.,1; " I il::n!; who 11,1\'" <HH<;;.i'ldn 'I!. 
,1.tfYnniq'",ll jVi." \\",""]",Wiii !II!" "( ' 111(\\,.1 1 hum .md ~,"l,< , 

1:.1\'(.' ullltlwfi1llj' r,:u;"illn.l in 1Ill: i illil.:t! ~i,H(,S 
,mil nxmd" i)f allt'n:'> who 11.)v(' ()~lt!'I.1l)dil1j!, 
,ldministr.;lti",,,· \,';II"f<1nt~ !(Jr (.,dun' !n 1.""11 ;>1) 
with l),lt«'nJ.1 s('l:llfil}, I-eMi~r r,)li<ln 1~·tlllif\' /Ilt·n;, . 

Hc("onls r('111 .. ')\n in thi ... Ilk, imk·fini ldy, 

Protection Order File (1997) 
'l'h,~ f.\n;/t'dion ()ni>,;'r hk ~·O!1Ii1iw. ,'(-(.'( ,1'.1 ,., nl 

;ndiv,du;I!" Will 1.1 rt: -",uhj<" !.:1 \() ("! 'IHI b .... ut'(i, fl"tl el '> 

10 pi'(.'Vi.'Il: vi~)It:rH Dr ,hm.:; ft.'oing ill: I \". h.lr",I,..;rn';:nI 
.1g,JinsL CO!~I~K! orr.o ,nmcH!:c,uital \\'11'11. or 
physic,ll pW"(lmil }, h~ oJ! lot her PI.'I":>' Inl~) 'I'll(' 
NCJ( Sy'>Wltl ret,lins rl'I :Hrd~ ill lhi~ lik uwil,h' 
fc(ord n."H : h(~ .,> 1 Ill' <.I.lie in ! hE;' 1),1i(: 01 bpii"iit!Oll 

1':I?ld. NO'lI').pi I iJ!g ,·(-t·llrd ... n .. 'lr!.li~1 hi t ht' NC1( 
~\'sh~nl il1lkhnitdy The Systt'ITl n~(.lil\:- '''I.pin:d 
.);'1(\ d~'arN1 r~'o)rtb in ,HI ill,1<.:tiv(' st.ll\J~ 1;)1" t!l(' 
n:lll.lind.::1" of l"Ile YL'ar in which Ihl' !"(>('orci \~:!~ 
(· h.!M~~d (lr ("~f.)Jrt'd plus '1 y(',m •. 

National Se x Offender Registry 
(1999) 

R<l:cvrtls Ill" S(' :I: oilcndt.'i"s or !"II her }Wr!>~) II!'> 

fj'timH'd tn r{'gi ~tt' r HI~dto'r a juri ... d "':1 Inn '.~ se" 
oH('nder H'r,.i<;.try prng.l',l n I :l rt' (On!.lilwd wit hin I hi' 
fil(· _ K.('('ords ~;I.lt III tht· tIle umil t!u .. ' n:cord r(!,u ·ll<." 
Ihj~ Q.:! te ·in tb(' eliding Rcgistra! inn 1"1,1\(' j'idd 
No(w:>;piriI1g f(,t:()fd~ l"<?tn.1ill in I h.: (~k inddinikl y. 
'1'11(' Nl'le SYSl.l'ln rct,llll!-. (,xpin?d (11' di:<lf\,d n~'nfd, 

in ,m il1J c:: tivl' !ll,\tUS llldchnitdy 

Supervised Release File (1999) 
Tli(' Supervised Rd(~.l~t~ File ("On l':lins n~(",)rd:

of In~lividu<ds who :lft~ Ullde-r spe<"ilic n"-" ri( 1 ions 

dlJring Iht·il" PWilMioll, p,'lnfe. !iupervis(~tl rd~',)~C, 
pn'-I ri'll ~,.mtcndng, O J' r\·It"'~I:'d on th0ir 'Jwn 
n .. '<'Ognl"l.aIlC(:, Tht~ S)"H('1"Il re!;:tins rt.'C!">rd!' o';'lil 



o 

r v 

o 

II1\.' dit t!:' in the Dalt' or Pr"~M!i()1I I:\pir;u io;ll Field 
IS f("i!dwd. Nonexpiring rC~llrds i''''I)l,~ Hl in lit(' 

Sy"lk!ll inddi nit<+y. 

Identity Theft File (2005) 
TIll.' hlcutiiY Theft Fi1(! ContilfllS H'n)rds or 

dn ill's Il( ldcmi;y ,Iw(t , ... i1 h (ksr.ripti~-,: ,ill:1 ill h(-r 
in fMm .l' jIm I hat law l'fl(()t<.eznt·llI pt'r'sonr!(-l ::,111 

use In d(~ tt'rmim' if " II jlldivitlthll is .1 vi!:t;m of 
ilit.'tltlly tlu~ft pr i i rhl: intlhljdtl.1i might be u"iul4 
,) IJb:~' idt.'lltil}', The NCH.: SY-"icm i"I;:t .t i n!; r('(H(j;.. 

in tins III!' \lBI!! lhlo' n'c(lrd rt!,)ciws th(~ d~llt· in 
tOt- O<.1h: of Pu rge ( !.) t W ) Fidd . 'rhe nu>- imum 
rCWl1ti{) 1l p('riod h 5 Yl:'ilr«. 

Gang File (2009) 
This We was origiu,l] Iy I'.lr! fir tiH.' ViuJpnt t j,lI\j? 

.!lid 'Ii.·rrorist Org<mi1'.alioo (VGrO Fl File cn.'.l{\'d 

ill 1()9'). Th(' (i.1I11,; Filen:il1 t,lin<; r<1"<:t)rd,')()fvjoi('Ht 
g.lIlgs MId th e ir nWllI bf.'fS. RIX"Ords ( ! f g.li'g~ n :mii lll 

it) 11)(' (lie inddin itc! y" lkn)!'d :; nf gang n1CmIK"r~ 
.Hi.' r('tain~d until the r(!«)I':1 n-,1dw'!\ th' d,He- if) til(' 
DOl' Field. fh!(ord s wi t h ,) nonl'xpiring DOl' '!f(, 

rd"i n.;d inddlniwlr 

Known or Appropriately 
Suspeded Terrorist (KST) File 
(2009) 

This nit:' was originally parr of the veTOF 
I.' rcJt('d in 1995- The FBI's l~rl'f),.i!'r Screening 
CI:nter {TSC) !.o; 1 he only 1~lHity t h.u C.lfl ( ' ilt!?I' 

n:«u'd ,<; in t(J this fl it" whkh il:' ,lV,)i J,1bl~' lu ill! 
( rirnin,~ l ju ."1 ic~ ag,o;.'nci ('l:'. KS~I ' r('c<Jrd ,'; nmt,ain 
infnnll.)lion on persons who h., \'(' b('(' Jj 1l0mln<.lICd 

,l~;l known or ~usp<:c t<:d t('rrllrisl f O the TSC. These 
f(~(urdS f(!lnain in til(! file .nddl nitt'1y ,)r ~i;lI (1 ! iw 
TSC sl.lff n~m()Vt!S I hel n. 

I 
Protective Interest File (2011) 

The Pro!en-ivt~ In!cr('~t Fil(, cOnlJin~ rt'nmb 
Ij'r )nd ividu"h ji)!' whom an 'Huhori:r.ed ilg!~ !lCy 
f <;"':I,';;)!Mhly bdit'w :,;, bil.~ed o n il s Ii!\\' ('nfi.>tnmwll! 
i n \'~'SI iVt1 1itm , m igh t pose ,1 I hrc.lI 10 rlll' p hy.o;il'<)f 
~f~' I Y ,)1' prnt;.'c tt>(~~ 01' tlwi r b nnH.'di<H~· j;lmilic.'i. 

Only la\~' en()r('t~rrllmt ilgen<.:ies wit h a pmH'( I iv(! 
mi~5jon as Sll~t:ified ~"H hin munkip,,1, .st,Ut!. or 

lL'(kr.1i :;t,u ul-e~, r('gulJtions, or other "I)pmpri.:!tc 
Iq~1 ,1ut!1ority nl.l~' cnl(!r rl.!cofds intd Ihb. fill;! . 

n~i: P;';l~'t t;~·~, bikr\':'-( Fill- c.'I><md·, UpDIl !Il!: I '.' 
)N'fC( ~~'rY;\'c Pn I; 1.'(', i\'!' Hit: , whil:b I\'d:- (,nl;it:"I!i} 

n"'~ll('d ill 1.)8'3. Hi:,tord .. rPIH· l ill Ii)! h I'; fli t: 
lnddinildy. 

NICS Denied Transaction File 
(2012) 

The Nk:S 1>1'011:(\ "I r,' n1';,II .l ion ! ik ! NIJTFI 
t<ltl!<!ins renlrd !> rf.·g,lI-ding intilv;(h,l,l!<: wh,,_ 
I)i!~' ing. h l' CII dl, t('nnilH'd !tl br pmhibih:d pt'IM,n<, 

M:ul rding!O ilw Hr,lI:!)' ! LUHigll!1 Vi(lk'll1 -(' 
Pn.'vt.'ni ion Act (!f 1<,)9 i i rk.\d~· Ad), h,lYC h('~-1'1 
,k'nie(i ;lS.1 n:~H!I u f ,\ N,uioll;t! In:,; !., !!t ernui!,.)i 
B'ld<gml.md Ciwd, Sy.O;INll (Nl('S.1 h,h:kgrnHnd 
(heck NDTF in;!Hlli.)110!l ,,'ill li.)t h"lll.I!:lt,1int.'" 
on lh€ NCIC sr"'cm ion'- NOT ... n'o>id~, .In" 

\'111 L'n~d ,uu ! I.!, I('cil:d j IIN Hlgll .111 iUI \'r(ln' h\-, """" 11 

NCiC ,~ml NICS. NIJTF r.,'cnrd, ;;1'\.' .1V,lil.l hi.,.: iii 
NCIC !m rHo days (rflm 1 h<' Pi'\(' tli' NICS lA-m.IL 
I F I he sraltJs (iLl NI( $ dl'n j~'d fr,lns, l ct;<,n i!; 

lillbseqaently dhH'~L'd , stlch.:lS: Ihl' fcs tlll ULI 
.<; lll:n : ') ... fu ! .i ppC,lL lh('n th~: UH'f'('~P()Hdi,\g NPTF 
f't'(' I'!rd wi ll be m ' ;H)v('d frt)Jn NCIC 

Violent Person File (2012) 
Th(' Vio!('nt !'('!'s')n Fii<' (VPF 1 COI1 I., lili' fI."( "i'd, 

of ind i vidtli!!~ w ho h.;vi..' tw('n ("On\' iI'H'd of Yl()lt:1l! 

«:rime'!;, Of h.w~' m_ad(· ( I'l'dihh· ! hl\',H!i" "1 J.,;,;in .... ! 

law ~n(O(a:nH·llt.lI\{ll!vh ... idu"I<:;\, lUI h;, ..... (· b(.·'>'l 
t.Oiwic. tl:"d of Cj~rl"in f)thl~ r vi(,I('1I1 frinws. TlwV PF 
W,lS dE-'signed t il ,lien I,WI (·nIOrff.>!JWnt o/lin!r:- t h ;1I 

.HI illdividtw! d1l.'Y ,11'(· t'nl:nUllt('Pllg )lMY h.-g·'!' th
prup.;:nslry ! ~~t \'i()knc~' .lgainsl bw cn!< i rn~j;\ .. .' nl , 
R(~C()rds rem •• in ill thi .... (iii, ind~' li;;\n·ly. 

PROPERTY FILES 

Article File (1967) 
The Art ide File ('{)I11 ,) in .... n~('(lrds.; f .m} 

sWkn item valul"d .)1 s~>oo or (!'u!rc; l't'col'<h ill 
.:III property taki.'n, f(!g,ilrdlt:~s of y,liu('. if j lit' 
.:a~~H-g,}le Vil[~R' 1<11«-1) in (l)l(~ I!H ~ (! c)(n~(,d;; ).<HiI': 

r('«)f(h; o f pmpefty !·a!:N!. reg;mi !e ....... nf \';1 lui'. !! 
tlw in\-c~!lga!i('n in di<'i' tes i n t (~ I'.'>t ,)le Illon'lm_' lll 
of I he proper[ ~'; rt'('tmis (If I)f()pcrt y t.lkcl; i'l 
''<'h ieh I he S(: rio~l:o.n(~:o..<; of' 1'1ll' I: ri;ne illdil'iltl'" 

tI ;..'1 1 tilt' in'<'e"l ig<lling ,11Wl1cy SIH,uld I' n, \,r" 
nxord (or invcsl ig.1t iH' purpo'ij~,; r,r n~C'Ql'd ... 1)1 
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ins! I\!hh, S.'1feIY, Ho,n('l .md St'('Url l)', or Cri!k.d 
Inr!',)stnu::u,f(' il<!rns of id(' nl'ific,) , ion. Tht· i\n kit' 
Fjje H!I,utd:; I"cm<lin <l(:tI, .. t~ It); tlw tMI,;;)("e of lilc 
Yi:.lrtlf ('Illry pili!:>: YI'.\r, willi tile ('xcept l!)!\ 'If 
!. 1St Publit' 5.!li:1 y, Ilol1;('lill)d S l ' ll! n t '-, 0: Cr;! i(",l i 
1!1(t.t~tnILhlrc (C.:nq;,ory Q) ir t'rl1:-' of 'i(h~ll'ifk')i ion. 
wludt ~ " l y ,")(: tiVl' il~definiHdy. 

Gun File (1967) 
Tlw (jun F;l(, (0 111 iii ilS fj >(un !s (If :;!<;ll::fl 

wi~<lpnn~.: rc("t)V~rnl i.,b.lmio(l(xi, :~ei1.('d. or jrHl.nd) 

WCilPOU:): !mil o r mh.sinJ.\ \"'(:"POI1.,>. o r ·.\'I~,tpon :-: 
th<ll h,I\'{~ bc,-,n Wil':! in tlw ( Ollimk .. Hl il ilt' <J !{'iony. 
/{C('lm.ls l)f St01cn, lost , f)!" It!lnny gun:- rt'rn,)in in 
tlw file indefinitely. i{<!co\'(.' I"t!d gon ;'('cord.s rem,'lj:; 
.l \.'tivl' flJr Ilw b.ll.)n('{~nf the )'I:!'d: OfCiJtf)' pius 2-

rear.~ 

License Plate File (1967) 
Tlw Lk(,ll~t,' Pbtic' Fill~ conl.liq!; f('unds of 

stnklllkt.'l'Isc p l'ucs. The Lk(~n"e Pl,lle file r~'l:llnl~ 
j'emiUn ,H,;l'i ,,~ fot the baianct 01 j 1w :'(',Jl"nf cr l lry 

p lll":,1 Y€'.JfS, 

Vehicle File (1967) 
Tlw Vf!hid~ fi le CQ;lti.'ljns l'(:(ord~ 1)(' !.[()kn 

v~·hid ... 's, wlddes ~;~('d in the ('ofn rniss.l()n of.) 
fdollY, Uf "l:hid!t~ rh.tr ,I i.1W ('nfon:el)ll.'ilt ,1t~l'llI. y 
sd:lCS l )"lS\,(j 1)11 ~l reder,l l1'y' ·,iss~I<~d OHirt Qrd('f', 
Rt.'('Or<i!). of fdo ll, vchid('s ,l l1d vehici<'!i !)Ubjt.'Cl to 
sdzul'c r('main <l~:tiVt~ fo r 90 day ... from qH': d.llC of 
\'l1l ry: re~:o l'(hi o f swlen vli'hide~ rem.,ill anivc jill 
dw bal>ln(:(! of t-h{· Y~'afOr enl ry plll~ '. ye.)n., 

Securities File (1968) 
Th(' Se('u fil i(·!. Fil(· l'{1111 iI) ns rc~:ords of 

st,'('uririe;;: I h,u w(~r(> sml€m, I:!'mhc'l.';..I t:'G , \I"ed fvr 

ransom. or C(lll nle rkitf:'d, SC<:ln ities .!r.,. id(~)~ t ibC'd 

tlS curn,,'n,y ,)11(1 (h.lc lJ ilH!nts or c(~ r(if'iC,l tes th<\ ( 

i!f(,' cvid('IlC(' o( dd}1 o r nwn(,i'ship nt' pr(jp~n)' ( II' 

docuJ1l(~nt!i 11M! H'fll'("!;l'n! !H!b~(:riptit>lIl'igllls . 

F.x,lInpJ(:s of S(!('lJrit:es indu(l.,. Feder.)1 Rt."SCt\T 
noH"s. w.lI'dmmw rt'(·ciprs. rr,wekr's cht·(,ks. flWflf.'y 

order:.., ... tlld, ... , ,md bonds. Sc~:ur;! i(':>; Fd~' rl'cnrc:is 
of !~mSfim seniriti<'s rf.'main .)ctiv(! inddinit~.'ly. 
R<'cords '.)( st(>J~n travdN's (:h(~('k!i ilnd money 
(Jr<J<"fS rctnJin aniv(! for tlit! boll,inc!;' of I he yeilr 

(l r entry plus 2 y<-ar,!;:; records of,),\1 other stokn. 
(·mbculcd. or colJ lltl?rf(!iwd securities renl.1Itl 

""' I i~'(·lj.r lll~ b,lj'IIJu.' of t Iw yt,',H' o f (·ntry pili'; 
yt.'<!J'.';'. 

Boat File (1969) 
'I'll<" rkl<)1 Flit.- U',nt.)i:)s n:cnrd:; ,'If' :--( ' _"{:I) bl)(l( ~ 

Tbt' Bn,H Fi k' n'!:o,d::; rem,li ~\ M:t i ~'~ ' lill- II W 1Ul.1IH:(· 
of! I\!: ),("11' o f t: l,try plu,,> " yt·il l~ . 

Vehicle/ Boat Part File (1999) 
'lilt' Vch ide/Bo.ll Poll'! Fil l~ 1;(.nt,liUl> n:nmJs .,f 

">wk"!) O>r' l ponC-rli P,lft'> (H)fll ,) veh:de 01' hn,\( ill 

own(,t'shi l) dOnt lllCnl.ll.ion. The Vehkk/O. Mt 1'.1;; 
I;ik f('('(wd !> r('Ill,J jn ,'::ti'l'l;' /()( ! be b 'll<HK\~ n( ! h~ 

Y"·'lr. ,I' ell ITy plus .1 }'t~,\r!;. 

OTHER FILES 

Interstate Identification Index (III) 
(1983) 

Th~ 111 is not ,HI NUe f11(' h~!l is.H! ind(''I' 

.Jo.,t's:.;ihle lhrnugh the NelC $}'Slern. TIt(! III 
<"onta in" pers{)n;'\! Ik'sniplOf inllwln,;tioil t!i.)\.1I' 
,1\11 hnl'i 'l.<:'d ,lgency CM' l l,.(' to d<'!"ermine if .1 suh!,~l'l 
ha ... (I q a t(' o r feder,,[ (ri min,)1 hi;<,lO,v :('(o,d on 
iile j\ po~jli\'t' 1'('spt.Jlls(· li·om the Hi .... ·ill in('hl(k 
in ... t:uc:tions on how IIH.' ag<' IH':y (,II; fetrit:n- I hl~ 
l't)rl(""Il<mding hstnr}' fl!<"I>rJ. 

Originating Agency Identifier 
(ORI) File (1985) 

Agmj{:; t~ '> must h,w{' an ORI in nr:!t~" I() ,lien.;,s 

Ihe Nell System, The 010 Fi]<' wtl(.-lins ('Olil.,(:t 
inic)rm;l(ion {such.:ls an .lgt·m 'y·,\ ,Iddress .md 
leit!phOlw number} of'agltllcies Ihill h.:iv~' .u, OUI . 
lkc:()nl~ r,,'n)lt in til this IIle ind('jiai/e!y, 

Image File (1999) 
Inl<1W,'s ca n bf .. i.ISS()(:i;Jl t:'d with NC1C 1'I~('ord;o t<', 

,)s, .. is( ,,'gcncic-s in id{~nti fring pl'ople Mid pr'(>ptll y 
1(""n,..:, 1n ,ldditi,)!l m id(~IHify itig im~gt.><;: , tlw 
fi le t.'<"ml J i ns g(.'neri(' im')gf."s thtl t C.lI) !x:- IlsC"d .)1< 

n·fen!nct .. ~· for pol!'ti<:uJ." makes .1nd modt~!s of 
v('hicie~ .lnd bOil t:>. If LlH're is.ln idenl ifying iil)df!,t~ 
,)~S(Jci .ltf."d with ., \'l~cord in ! h is file, rlw imag(' 
n~m.lins in the fi!t' until tht- n~n)!'(l is c.tn('ck,,<! 
or c :-.pirt's, I;cn<:ric' im<lg~s «'I1l<1i(l in t he fili.~ 
inddini tdy. 

.... ..... _-------" 
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R ETRIEVABllITY 

M<.lHdJtory desc.riptors [( I)" NCie i IIquirit's ~1 r(· 
li"1\'([ below. 

Wonted Person file 
A Want!:'d I\.'!"MH\ Fil(, inquiry wi!! dl!>I·; :o,.(w·ch 

I he hm~ign Fl1gillVt-, G<lng., !(kllti! y Thdi, 
1l11migr"'tion Vio],l!Or. KST. Missing I\.'r~;n l !. 
N,Hlon,1! S!:'.\:;uill OHl'ndl.'t" Regi."'! ry, l'l'(it('f:t:on 
Order, Supt~l"vised Rd(,<lse, ProH:<:tiv(, Int('rL'sl . 
dnd th~' Violent Person Files, hHIOirit:''1(oll!ajning 
v('hide idenilliel~ will abo .';e,m:il the LiG:ntii: P!,1 !<!, 
V<!hidelHo<1t 1\.Hf.. MId Vehide Files. Inquiries ih,ll 
(:oJH,)in <1 r-.liscdl;llleouS Nurnb{c'!, Sm:l<l! S(:(·oriIY 
nurnlwr, or Oper'Hor·l,; U(."{'n",(~ Numbl:i" wi!1 ,)!,>o 
~Mcb tlwi\nidt' Fiit:. A \Van!(~d P{c'rson Vi!:, 
ioquiry must iCI;li.ak· 
• Nam~~ (NAM) and onco( !1Wfeof IIw 

fi)lIowing id£'tl! ifJel's: O<lt{' of Uirth (DO B), 

Opnilwr's Lin~n."\.t' NiJHlbcr (OLNj. Soci,)! 
.$('ol1'iry NumbH (SOC), Fm Number (FBi), 
Mlscl>'.lI,lfWfJ!1S Numlwr (MNU), Vt:hidt' 
Idei1tif)t:,lt ion Numtwr (VIN), ,)nd Licmi:)t> 
PI.lIt' N~lmh('r (U() Thl.' Uc;.:-ns(· State 
{LlS), ~,.x (SEX), and H':ln~ (RAC) Fidd<; .m~ 
nor n~quir{'J., bUI .ilg~nt:!es should include 
inli)fmation in thos!.'" fIelds to Urnit fiw smpe 
of Ih<! sCi\rdL 

• LlC, YIN, nr both, 
• Name (NAM) and Origin,)tingAw'!wy C)S(' 

Numh{>r {OCA) only. 

Missing Person File 
Agencies m~I5.1 use a Wallied Petson Fiit

inq11ir'i 10 ~t~;)rch I Iw ~·liss.ing Person rl!(~ ,Ni l b 
1M me MliJ uni <j~l e identifiers. }\gen<.:ie:; nlUS!" U5{' ':1 
\-1iSiing. ~\m><lrl Filt~ inquiry [f) M'.1rch nmmnique 
idt'ntifieJ's, T!w Mi!ising Pt:rson FlIe inqilily m\;:',1" 
indw:k Approximatc Age {N~E), Sex (SEX), It1["~ 
{RAe;, !·k-ight {HGf}, W!:'ight (V./GT). Fyt~ Color 
1 EYE}' ,)nd ~hir CnlM {J-M!). 

Unidentified Person File 
• An Unidetltifi{.'(1 F\.·;son Fi!(' Hody P.art "il,)ill:' 

ZUPS) inquiry mw;t lndu<\(·; ttH~ (IPS Field. 
Sex (SEX), R,Ke- {RAe), dnd Ar<;:<l (ARE) "m· 
noi. H'(j\lir('d. btl! ;Igencii~" should illCllldt' 
intcrlH<,t.ion in ! heSI~ fjelds 10 !irnit tlw")cl"!!Jf .. ' 
of Ihf' ~an:h, 

• !\n Ul!id;;:!\fi(;{~d 1\'rsoJ) hk unllllt!iqtH' 
inquiry must indude : :\PPI\)shn,lW AW· 
(t\(;E), S('x (SEX). f(lC~' {l~AC} , Lye (nit)!" 

tErTi. lLw Coli!!· (I !:\;). I·f.· ight t! leT). cOld 
W{~ ighl (WGT) 

Foreign Fugitive File 
Agt;'m:ic<; IHU!;( U:\i(~':; \<V,lmcd l\~f .... on hk 

inqi.liry h) s('.lrch the hH·eir,fl Fugi!ivt' Fill,. 

Imm igration Violator File 
Ag(>nde:; mllst 1.l<;(~ ,1 \V;!nt<'lJ P{'rs011 Fik 

inql1iry (~) "C~tn'h tIl(' hmnigratioll \.'inl~!1ilr !"iie 

Protedk m O rde r File 
/\g~Ilcies m,,), u"e ,1 vV,1nl(~d PI~ rS.(\n F;k jm!uir~ 

to .... ('.Heh!lw PrOH'CliOri CJrd(!r Fil(,. In!i:hflh'ii{iJ"! 
in Ihe N,H!w, Dat!~ Qr 8irth. ,Hld ;>\nej,ll $('CUrif.y 

Numb!':" Fidds will.liso ~'i(',H'dl Ihe Protn:;(t'd 
Person N,lJ)lC. Prot(>("wd Perso n D,u(' of Binh. 
and! he Prnn,'<:kd P(~r."OIl Sm'::,l! $\'I:W i!y Nulnh(:r 
Fidds. Til limit t!H.; $e;m: h to tlH: Pro\"eUiOll 
Older hi.:: (<t~!!yc. ('."'ipirad. "n:l 1.: I\:.Ht'll rt·l:unh) , 
aw~m:· i,~<; mU.'>t l:undllct <1 ProW('\ inn ();~icl HI!, 
{QPf) rnq\;:ry U'.ing Ilw '!.:il m~' (kSCflplon; ,IS lil d 

W,1n!cd Person File inquil")" C.KCpt,). QPO (,HI h,~ 
l"l"hldt' using: N,)me (N,\M) and Pwt~·t:li()l) Ordn 
Nl.lmt)(.'r {PNO) only 

N otional Sex Offender Registry {NSOR} 
i\gt';l(:ie~ ll1<ly use ~1 "VValll('d l'(~r~(jn HIe 

inqllil)' tn s(!-Mdl the NSOH . To limit ilH.' S(~'J.fch 
h> rhe N:'lIion,,1 Sex Off~ndCl" Registry, .1gellcie, 
HIli.'>! conduct.1 s~x (}fh'mi('J" inquiry (QXS) llsinp. 
the same de::.:niptm:s <I..., in il \V,lHled Pt?r.'>O,1 File 
il1(ju)l"Y, e)«(<'jlt a QXS Ciln b~' rnad(' us inf : Zip Co(k 
(ZIP) only, 

Supervised Release File 
Ag('ndt:s rntl~f U~<'.l V\,;Mlt"d Pn!.un hll

iil<jlliry t<:J -"i~,1rch IIi(" S'Ij.H'rvi".::d Rt,.,!l-d\i' {-,k 

Identity Theft File 
Ag(~Il(' i ('s HMy Wi(' ,1 'NoH!t~d i'P.fSO!l Fik· lnqoiry 

io s<.:'ar(h the ldenhl"~' Thd! Flit.- . Tv limn the 
$e<l!"('h ro rlw Jdc-ntil·Y TiwH Hie, ;}~~i>ncil:s nhli>t 
wndU<:l an 1d.f'ntilyTlu,H File inq\lir~' {QIOi l!~ihg 
(he S.oHM desniph"H'S as in a vV"antt'd Pt'rS(;lI Hit' 
inquiry. 



() 
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Gang File 
;\gt·!1dt.'~ nH.l!;f WW d1(' following I() ~'Mch ! h( ~ 

( J,iIlS r,h.'; 
• Crot1p Ild<'rcUH' Cap<lbilil"y 

Grour Nanw (CM;). SUhgiUllp N,'nl(' (sell i. 
nr OOlh. 

t Croup M('mb(~r C~p<lbi Jj ty 

Ag~~IH: k's may \J!;(' .1 \V,lHtt'd P<:)':-,oo File 
il1q~liry. -r() limit. ttl<' scilrdl to t!w (;.'''g ond 
KST File::-. ,}gencio::-s mmH om.1uct J (;rnup 
Mt'J1\lwr inqu iry (QCM) H"hlg (he.'>'HlW 

lkS('r!p:lir~')5 in ,) W,u1ted jl ersol1 Fil .. • inqlllry. 

Known or Appropriately Suspected 
Terrorist (KST) File 

Ag(~IKk's :nily USC,} vViltlwd Person Fik inquiry 
III :;~':tr<: h t'hl: "ST File Agcnde'> ITI<'Y ,.lsf) (;<)lHhn:t 
,l (,~t;M illquiry \Ising t-il(' SoIITl(' descripto rs ~IS <I 

W,Ulted !',,'n'on Fik inquit,),. 

Prote-ctive Interest File 
Ag<:nd es mll~! WHo' ,I \V,lnwd flerSOJ) nh~ 

ill\jltiry t(} St'<ln:h ! hl~ f'rorc<:t iV(' I !)!('r<.;'~l' file. 

NICS Denied Tron$o(~ ioo File 
Agendes must ust> lh,' NICS D('nieJ <llH~( y l<"~ 

,"\"';Ir.o.:h thl~ NICS O<'I'!;l.,<1 T r,l'·, .... .) (·! ion File 

Violent Person File 
A~l'ndcs tllUSt usc <I W.,nt<.;,d Pcrsol1 Filt~ 

inquiry tn S~',l r("h th(' Violent PNS()n File. 

Article File 
Agt'lld('s musl US{~ tht following w .... e.H;;.h rht., 

:\rHdl:' Fiil!: $('I"i.li Ncmbt!f (SER), \"hidl will .\bo 
.'>('<ltch tlw Ovt'rlt."f {\pplied Number Fidd, ilild Type 
(TYf'). 

Gun File 
AgC'lld(~s must n~(' Ihc lo!ivwing to S('~II"("h tlw 

i.;1l1l File: Seri •• 1 Numv('r (SER). 

lice nse Plate File 
AW~IJ<:ies !11lJ')1 ust:'" the: /dHmv,ng 10 st.'a r ch tfl(' 

!.k~·il~1.' Pi.:Ili2" File'. Lin'nS\' pj,it(' Num l",, !" (!..IC) 
l.iccns{~ Sf,'I (~ (LIS) is not r~'(1IJircd . hu t ,)g(~n('ie.s 
should indud(' information in the LiS Field to limit 
tl1\'l!iCOPC of the seMcl! , 

Vehicle File 
Agen c lf.'s n)u~t 1.I . ..,e IIH: fo!l~)\\'l ng 1.1 j .<'{W·t h 

I h(~ Vcll!dc hit': Lil.(~n:<-t· Pi.)Il' N(untwl" (Ue...). 
Vdlidl' InentiiiC,lIinn Ntnn!)(~r (VIN). whir!! \\il1 
.,I .... use.Hell rhl' (h"Il{'1" App!i<·t.! Numbt·r Fidd , 
or bn!·h. Lin~nse Sliltl'.' {US) is not I'i.'(!wrcd. hili 
.lgt'H('I(,S shmdd indtl<.h: inliHTn,ltipn ii' thiC' us 
Fidd 10 !iUlit Ihf: stope nf til(' ~(',Jn:h 

Se('vTities File 
;\gt!n("\(':> Hal~ l tlSl,' rhl!" f{)n(lwin~ 1'1 S\',jrl,!: Ihl' 

Sc(Urities File: 
• Type lTYPJ, Iknormn;lI ion (DEN). ,md '-i~'ri ,'l 

Ntimbe! (SEIO 
• 0 .... ·1\10'1" {OWN). S()d,,1 S('(.'uriry Numl)('r 

(S(.JC), QI' borh. Type fTYP ) j .... nOI r(·qlliJ"<.'d . 
b~l[ ug';-l1(h.'s . .,!muld illCiudl' inf!'rI"Ilat inu ill 
theTYP Fi('ld ro limi t t l l(~"'('/lpl:\)f thl.'s~·ill(·h . 

800tFile 
Ag<' IH: il:"'s mtlst use tlw fnJiowlng w ~(':~ n: h lilt' 

B<I.\; Fil .... ; RegisiT'll lnn Numb!:r (REC). whIch will 
JISt) S(,dr('h th(' ("O:lst Guard r.b("u!l1t'nl Nl.IlHiw( 
Field: BCMt Huli Numb •. :!" (BHN). wili(h will ,)h!) 

~l'<!f("h tl"1(' Own(~r Applkd Numhl'r Fit!ld : or both. 

Vehicle/Boot Pan File 
j\(~l'r)( :i es must <.1M' th<' fi)i!nwl llg II) ".'.)rdl 

I he VciHcie!Bo.H p"n File: Vchidl' hi1mlif-i;:,:lIIHIl 
N\lrnb.?r (VIN), which will sc,w(h tb: S(~)·j,!! 
Num!wr ilnd: Owner J\pplit~d Number Field!>. 

Of'iginofing Agen<:y Identifier (ORI) File 
"!',l'nc:il's nllJst w .. (' tlw ti)lInwing w ~t',l!'th Ilw 

()RI Filc' ORI. 

Image File 
Ag"~lldes: must use the.- following til sl:;ln:h {ll(' 

Im.l!-W File: 
• Nne Number (NIC) f(J reltievt; ,,11 im:ltt'!> 

,1~srJt."i "t('d wil h ,J pill1 ind.l!" !"('(On.!. 

• im,I!;'" Numb~r {INI N} to n:.'\ r!(·l,.'l' ,I S PI~(·i!i(·d 
im,)g(', 

• Vehidt, M,lk", {VMA), Vl'hit'!e Modd (Vr-,-H )1, 

Vchl("](~ S;yll' (VST) . .J.nd Vehid(, \"(;,,11' {VYR) I" 
fctril'¥('.) g(~flerjc vchicll' im'lgt~. 

• Ho .. n Milke {SMA). Bo,l( ' I)'JX" (BTY). :lntl H.),)! 

I..engl:h (BLE) to 1'('[ riCVC.1 ~cm:ric bo,)! 1l!\Uf,C, 

I 
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--_ ...... _ ... __ ._ .... _ ... _ .... . -_ ...... _ ... __ .... . 
How PhoneMaii Helps You 

The PhO!leMail system heips you heG<tl.lse it: 

Answers your telephone ,-utomatically and plays ymu personal greeting. 
Accepts and '!;iOreS yoke %Jl.eSSHges in yOUl' Phone.Maill:nailbox. 
Lets you play had: your roeS$age.~ t.t your ronvenie):ltle . 
Lets you send a!ld I'CC'.e ive messag~~~ 3Jly+'..JllC, from anywhere.· 
Notm:$ you of new me~ages tbrouih pagers ani! tcleplwl"~. 

Your Telephone Keypad 

(--'--" '~?RD s~;~~;:·-'\ 

i WLDlIl · i 
, I 
I - . 

SAVE [4) L§] m DEI£I," l 

~~ftS' ~ ~ ~ FWff~ I 
STOP HELP EIflf.R ..... _~_ 

Contents 
Trus qllicl:: reference go,tide tells YOtl: 

How ~o acce.~s Pholl!!M.t!il get he~). and le~ye Pbm,eMlIll 
How W lJse PhonC'Mail'~ most popular features. 
How to use PhoneMa.ii's telecommllnications device fQt the dc:af(TDD) 
features. 
How to usc the. Phonc.\.1a.il decision. iree. 
Where to write your access numbeTS t.nd ~ distribution lists. 

i1d>M1.,.,.l!W1I . 
\U .. llfJ> .. 1 O<:t,btr 1998 
AA> No. d ' ;9 
I"ho:,,"Mai: a •• ,,!O'll ""~:1c, udPboM:M.w 9' Q: a 1I2Icieutk m!,km<lllr !:ltll'i:len Cf.r.lmtlll;eA\i(,n S~=u 

"'. 5~\I~ i$ ~ ,...~t!mI ~"", • .t. c;! S;"mell$ )..0. 
'..IJ(>y(i,sm $;"'=_ IWtlne5$ (,.'o:3)"jun;t:lt;~ Sy';Wl".I li'Ic. 19n. AU r!p'J: 'ucrl"l<i 
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Accessing Your Mailbox 

Direct Access 

\, Diallhe Plto!leMail direct(J.cc~~· n1J.1Uber. 

2. Press ® if calling from your own ~t<1:nsion., or 

if: calling from anotl-.er extension. dinl yO'..!r extension nll1nber (or your I'lam~~ 
if penni tted), then. pn-.ss ® 

3. Dial your pasSlWJrd, then press@). 

("'allback Access (AlCilabie iii PhrmeMail Rei. 6.0 or lalnr) 

1. From your extension, pn'.ss the t:allhack button on your ROLMplione 
telephone ~or your telephone's equivalent rpeal dial or sp~"d diafbutton). 

2. Dial your password. U:en press ® 
Tbe first time )"011 access 6e PhoneMail system, change your password. (Refer to 
"Changing PhoneMail Messages" on page 8.) 

Your PhoneMaii Access Numbers 

Direct access number 
Guest [Ic'.ess [lumber 

TOD access nllmber 

Forwarded or transfer oc.~$S number . ____ " __ ._. 

Getting Help 

Pres,~ @togethelpinusingthePhooeMaitsystem. 

leaving PhoneMail 

When you finish u!!mg tnt Phone.'Mail system, you call: 

Hang lip, ur press ®W® 10 disconnect/TOItJ the Pho!l.e....uil &ystcm. 

- 3-
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Listening to Your Messages 
1. Access YOIll"l.honeMail mailbox. 

2. Press ® to lisun. 

While you are.linening to mes.:.ages. use tbe following control feltb.l!'es. Key WOld!; 

are in bold. 

- 4 -
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Recording Messages 

L Acce.~' your mailhox, 

2. Press CD to record. 

As you record m~!iages, u.<;e ilw follQwing (.;(>ntrol ft'.a.tl,!r~s: key words are in bold: 
_ ... __ .. _m .. _· .. _ .•••• · •• m.· ••••• ____ _ 

! \Vhikyotl recnrd your l(ll,nage5... Press 
1-S-'ki-'; - Skip instructitms on how to l~ ~.;.~~ .. ~;. begil;··_······Gj ·· __ ·······---1 

hlllirnCtiOIl ~ording yO\lJ." fn('.$SlI",">'C, 1-::----::----;:-.-.... -.-.-........ -..... - ........... --.----
Recording :Ru.nri message. 

Stop ,«curding (ready fur adcirt'_uing). 
f-----::-'--:.,--'-'--'--:-:-=-=-:-,--.--.-

Addressing Elite:: address t:Xtotsi.rJns, each followed by: 
r==,-:~.-.. ---... --...... -. 

Ente: adtns.., Pltm'I~S; iliallast na."lle., Ihen first n!!mt. 

®@--

® 
r,;> -1

1 \Inti! reeogni7.ed, followed by: '!!J . _________ -::---,.....:'-c-....:. ___ '--._ ... __ ._ ... __ .... _ ......... _ .. _ ........ __ .. _.-< 

Delivery Regulardciivl:!Y. @ j 
f--'-·-c.--"--:-:-:-::--'-----·-·-...... ·-...... ·--.. · .. --.. --.. --.... - -l 

.\»ecial deiivery. ® l 
1---.------ .---.-.- .. -.... ------ -

C4~ dcJ!ve:y. ® 
Special 
Dclivmy 

M.arkrejlmf rel;dpfreqne:'ited. CD 

.. s-
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Decision 

Tree 
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Recording Messages (continued) 
Use these cmllml hamres ·,..,hen you "all SOUlem:.= :md PhoneMFtil <tllSWC!S. 

Changing PhoneMail Messages 
1. Access yOllT mailbox. then w;e the applicable kcys he{o.w. 

o 

- 8-
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Using Distribution Lists 
To set 1;1' a. personal rH5tribuu(lIl. list 

L Ar.cess your mailbox, then: 
r:: .. - ....... --.. ---.-....... --.... --.. - ..................... -..... -.-.-..... -.. --. -:::---, 

TI,l change you .. peJ"5l1nal distTibutiou li.!ih". Press -_. __ ._ ... _ ...... _ .. -::--:----._---_ .. _ ... . 
Gnat'!! a )1e..'O:ona\ distribution list. The PhQr • .eMKiI cruCDm Per&tlllal 

Distributioo 
lists 

'Yttt.rn a.ssign;. adinnbuti<m list J.lU1'')'OOf (writ« this 
numblt7 il'l Lis! It .!]XJce belowi. 1--------"-----_. __ .. _-_ .. 

@ 

(Write tJre flames and e;r;:cmioNs o.fyourdistTibmion list below.) 

r~-=.·~~=---'u-.s-t-#-. ------···~;~·-~_-·_···-.-·-··-···--·-l 

I Name ' Extension Name Extension Name E>ltonsion 

I 

I =::=::::: --------- :::: 
1·-- · - - --- ... -.... --.-- -............... -~.:::: .. -=.-..:::-.-=.--===-J 
~-.. --.. -.-.-- .. -~ .. --.--.--... -............ -.. -... -

·9·· 
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Other Options and Features 
Transferring Out 
,---_ .. _ ......... __ .. _ ... _._ ................. _ ...•....... _---_._-_ .••.....•... _------, 

T Il transfer (lut from Imme rtll.tt ... Prtss I ... --............ - .-... -----.. . ........... --... -.--..... - ............... -~~__l. 

ill@) ! Transf:ming 
Out ........ --....... : ..................... ---............... _ .................. _ ....... - ------1 

Tmn.~er to fuefax server. (1)@ . 
.................. --

Tr-tlnsjer(if you bye celled someone Uld the ® . 
?bone..\·hil$)'SU".m .:mswm). I 

Using aTOO 

IT ..... W_D_' __ 

Setting U'? Dial the TDD aC('~ss m!mb--..r. 
It>eWD 

I 
I 

Ser.dic.g a 
me~sage 

through 

-------_____ ~I 
Pku;e ih~ hitndscin me ThD CH«lie. _ -------1 
Upon ct1/UJecnon ~_~~~ :'ho.nr-Mail .~y!".I.em~.~::~:.. @ =1 
If ~~!lit!g from yCillI OWN 'At/m i l/II , pTe$$ ® ---... . - . .. ........ - _ ..... _--_ .. __ ..... _ .. _ ... _ .. -. _. 
If calling fr~ anotbr t".J(t~ston. dUll your f'-XUtl.ti<)fI @ . 
Jf'llJtlby (or TtUllle] follov."ed by; I 
------_ .................. _---_ ...... _._ ....... _- -_ ..... _._ ......... ! 

Dial Y{)1.l!: PllSSWQrd, followed by:. @ 
..................... _---_ ... -........................ -.. -....... -

CD 

1UO 

L~;~i~-~j 
. J(}-
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Other Options and Features (continued) 

Using tho Enhanced Multilingual Feature 

The optional enhanced multilingual system pennill> oaltm to !i(~lf'.(...'t one of.two 
langllAge!: and IDD. 

1. Press@orCQ}atanyu:neto invoke !he prompt: 

"For inst .. uction in <1e.ngl.la.<?e:"', pn.:::s!< <:nurn..'lIll'!' ... .'· 

Using the Voico.-Activated Call Routing Featu.'" 

lne voice-lU:ti .. -ated calJ rvu:.ing fealme is: an optional speech recog:titioc feature, 
The:ze are no·chunges to prompts or the decision tree. 

Using the Decision Tree 

EX2:mine t11e decision tree on page 6 to become faminnr \\;.th the Phol~eMail 
s~m's option paths. \Vnen in doubt, follow the PhoncMail prompts. , 
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Welcome to Your Optiset E 
Standard; Advance,Advance Plus; 
or Advance Conference Telephone 

The Optiset" E Standard, Advance, Advance Plus, and 
Advance ConfOT"'...nce digital telephones work with your 
company', Siemens" Hicom" 300 E Commooications Server 
to give you adva..lced, easy.:..to-use telephone features. The 
corrmunications server is· your fdCiJity'S internal 
teleconml1.mications system. 

Ij +++-___ 6) 

2) 

3} --++_-1--' 

5.J~~~&) Sb) 

="----- 9) 

Figure 1. Opl/set E Standard, Advancej Advance Plus, and 
Advance Conferen co Tetephones 

1) Handset 
2) Speaker (ringing tone/open !isteniJl.g) 
3) Keys for tel'pm",. ",!ting' 
4) Key pM 

Sa) Micro'Pbone for hrmdsfroe talking 
(for Opti.'Set E Sta."ldard. Advance, and 
Advance Plus) 

Sb) MicropnOlJe for handsfi-ee talki::!g 
(for Optiset E Adva.'lcc Conf~C!1C~) 

6) Display with 2 lines, 2"~ characte~ each 
7') Feature keyl with stams lights 
8) Guidance key "Sel~.ct" (confirms function) 
9) . Guidance keys "Scroll Fol"W'L'<i" and 

"Seron Back" for browsing 

1 
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Contents 
Contents .................. .. . . ............ . ...... 1 

We.1come to Your Optiset E Standard, Adv1:l.nce, Advance Plus, 
or Advance Conference Telephone ....... . ............ 1 

. Optiset E Standard Telephone . . .... ... . ..... . . ....... 2 
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Repertory Dialing Q.{~pdial) Key, ..........• ... . ... .. 33 
Saved Number Redial ........... : ... . ... .. . .. .. .... 34 
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Spea.k.erphone . ... . ...... . ... . .... , . ... . . . .. . ..... 35 
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Status Lights 
The red status lightr; next to the. line keys tell you what is 
happening on those lines. A line key statllS light may tum ,on 
steadily. blink) or flash at.'different rates to signal the status of 
fklt line. 

Table 1. Line Key Status Light Flash Rates 

:~f~:S~h~l~t~at~e ____ ·=_1 ;;;;;l~ -- I 

~~~~~Y_.______ ._ill use _ .. 1 

Blinking Ringing I 
i--------..:..----i--O-n-11,-,l-d -------j 

Flas.lung (faster) 

,-F_Jj_clo_e_fl_·ll?_(t_~~:~ ____ -'.. Forwar,;;;;;-- I 

The OptiGuide Display 
. The OptiGuide'" display p11lvides infonnation to help you use 
your phone. The top line, generally in all capital letters, shows 
the time and"date and call-related information like the extension 
calling you. 

The second liue, in initial c3nita11etters, incticates so'me of the 
features available to your pbone in its cnrrent state and provides 

. prompts on how to use them, For-example, when you are em a 
can, the prompt Start transfer? appears, to let you transfer the 
call if you want \\ihen the > symbol appears at the right of the 
display, more features are available for your phone's current 
state. Ille second line also present.c: call-related iuionnation." 
Yo'u can confib'Ure yourpholle to· display this lin.e a:q,tomatically 
or mantl.lly. (See Configure display? on page 16.) 

You can .!so use the OptiG"oide dc<pJay to show features yOll 

have activated, scroll through. messages sent to your phone, and 
cbaIlge the audio settings on your pbone. 

(iuidance Keys ( .I ) (... J r"-l 
The three large keys at the bottom of the phone are used to scroll 
through prompts and select fea.tllres, 

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

12 
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• The a=) key (Scroll Back) is used to scroll to the 
previous option 

• The c:r:J key (Select) is used toseJect or start the 
displayed feature or function. 

After you have selected a feature. new prompts appear which 
belp you complete lbe feature's operation. 

Main Menu 

To go tc? the main menu'B ess ~e .Menu ~ey.lfyoUI phone is 
idle, you can also press ~ or fE" ). (Ibis maim"l 
a.ssnmes that a MCDukey ha." been set up for the user's phone at 

. the communications, server . 

Then use ( ~ ) or B:J to scroll to any oflbo following 
prompts. which vary in sorne cases, depending on whether Y9ur 
phon!:' is idle or active (when ypu. haye a dial tone or are on a 
call): 

• Speed dial jeature:J? 

.. lvforefeatures? 

• View active features? 

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

• Audio settings? (only availabJe fwm the idle state) 

• Exit? 

Speed dial features? provides access to the fonowing features: 

• ].1"...$1 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. 

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

• System speed dial? - to u..C\e codes set up at your communica
tions SelYcr to dial frequently used dialing sequences. You 
may have two systtro speed dial lL'rt.<;. 

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

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

• Callforwarding? - to forward calls to an.ofi.tf...'T extcn.o;ion. or 
outside number. 

• Do not disturb? - to hlock incoming calls. 

• Previous Menu - to return to the Main M.enu. 

If your pbone is active, a different set of prompts appears: 

13 
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• Enter account code? - to enter a code to charge an external 
call to an account. 

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

.. Open listen/speaker? - to use )i'our handset and let somt"'o~le 
nearby listen to the conversation over the i:.1Jeaker at the 
same time (on a p~onc with a speakerphone) . 

.. Private hold? - to place a call in a temporary waiting posi
tion from which it can be n..'trieved only from your pbone. 

• Line in-use? - to de~rmine which extension line you are 
currently using . . 

.. J1ark bad line? - to report a bad connection \Vith. an extemal 
ctlll, so that it is 'logged at the CODllnUl)icatinns server . 

.. Previous Menu? - to ret'J.rn to the Main ]VIenu. 

View active featllres'! lets you view the features YOll have 
activated on your 'phone and lets you deactivate them. From it, 
you can scroll throug.~ submenus that show the state of the 
following featur,es: 

• FWD-ALL-BOTlf! - to forward bOlh internal and external 
calls under all conditions. 

.. Do Not Disturb? - 10 block incoming calls. 

• Hunt Group.? ~ to show whether you are actively part of a 
hunt group that automa,tically move...:: a call to the first 
available member extensiOll. 

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

• Call Waiting Tenninate? - to immediately alert you with a 
tone wnen a caller is t..rying tn reach you with Busy Standby 
Queuing: 

• Callback? - to show whether you have a callback reque~'t 
pending to help yell reach a..'lother eXtension. 

PrOb'TarnlServke? This is only available from the idle state and 
can be reached by pressing the Program key. The Program/ 
SeJ'\tice menu .gives you access to the folloWing submcnll~: 

• Change destinations? • to create or change destinations for 
the following features: 

- CaU Fo.rw~Jding? - to for ....... aro cans to anotber extenI>ion 
or outside D'.lItlber. 

- Repdials? - to set up keys for oneRtouch dialing. 

! 
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- Station Speed Dial? " to .. ,sign frequently used dialing 
sequences to codes for easy dialing. 

_. S.aved Number Rediil? - to redial a n.umber you have 
saved. 

- , Di;rect Statio!} Select (DSS)? " to monitor and 
automatically dial or answer a.l'l extension . 

.. Feat"1l're setting,r? - to display and activate or deactivate the 
foll""'~ng features; 

.... Call Forwarding'! ~ to forward calls to anothf.,'f (,,'Xtension 
or outside number. 

Do Not Dist""b? " to block incoming calls, 

- Stop Hunt? ~ to u~etheNo-Ijuntfea.ture to remove your 
phone from a Hunt &"Toup. A Hunt group is a group of 
pho.nes that move an incoming call from one member's 
phone to another until it is an.qwered or the qUIer hangs 
np, ' 

- Speaker Call Rejection? - to block incoming speaker 
calls, 

- Call Waiting Temtinate?" to immediatelY alert you with 
a tone when a ~l1er is trying to reach you 'Otitb Busy 
Standby Queuing, 

.. - View Calibacks Sent? ~ to show whether you have sent 
a callbae:k request to help you reach aDother cxrensi,?o. 

• ]v[ailbox? - to scroll tlrrough the Phone1vlail and reminder 
messages t~at have been left on yom phoD_e and view the 
author~ date, and time of the message. (You can also press 
the Mailbox key, if one appears 011 yOUI' phone, to reach the 
.Maifbox?prompt) It takes you to the follo\\oing submenuS: 

-. All messages? 

_ .. PhoneMail messages? 

- Reminder rue8sagcs'l 

• View feature keys? " to display the fearJIe keys configured 
. on yonf phone. It prompts you to press the key whose fW1C

tiOll you Vvish to display. 

• Audio setf:ings? - to adju.:,i the following audio settings for 
your phone: 
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- Ring volume? - to change ~he rmg volume. 

- Ring t01le? - to chang"e the ring tonc. 

- Alert tone volume?· to change the volume of the alert 
tone. 

- Speakerphone mode? - to remove echoiIlg from your 
speakerphone . 

.. Configure display? - to confignIe your phone for automatic 
or manual presentation of features prompts on the second 
display line when you are on' a call If you choose manual, 

. pll<h the right or left arrow keys to di'play prompts. ' 

• Phone t?Sf? ~ to test the followings a ... pects of yOU! phOlle: 

.... LED? - to light all LEDs simultaneously. 

'. 
- Display? ~ to activate all pixels in the display . 

... Key? - to sound HS each key is activated and show key 
code for function keys. 

- Aud.io tests?·· to sou:ud rillg volume, ring tone, and alert 
tone. 

- Asset ill? - to display the phone's asset]]) number . 

.. - Firmware ve.r~on'? - to display the phone's finnware 
VCTSlOn. 

_ . Power level? . to show whether a Local Power Supply 
is needed for your ph<.me. 

- Exit? - to return to the time a,'ld date screen. 

You can press the Program key,. if one appears on. your pbone, 
to reach the Pmgram/Setvice? prompt. 

Also notice the service code numbers in the lower left of the . 
subprompt' available through the 'Program/Service prompts. 

II PROGRAM/SERVICE .- >] 
1 ~Change des~.~~atjo~~.s?. ___ _ 

From the Program/Service prompt, you can dial th~e numbers 
to go directly to tt..tese submenus. Sinlil~u:ly , the subsections 
v.rithin the submenus have numerals that you can dial to go to 
ill0se subsections. 
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Audio Settings? (also available from the Program/Service 
menu) lem you adjust the following audio settings lor your 
phone: ring Yohm)e, riD:S tone, alert tone volume, an.d 
speakeIphane mode. 

Feature Keys and Access Codes 
You can also press feature keys to gain access to Siemens 
telephone system features such as Hold, Transfer, Mailbox, and. . . 
Program. Since your phone bas already been assigned a set of 
feature keys, it may not have SO~l'le of the feat.ure keys desvTIood 
here. However. you may still usc any feature available on yOUI 

system and permitted by your class of service by dialing its 
feature access code, if it has on.e, This guide explaio.'j the ba.sic 
steps for using many features, including the default feature 
ilccess codes, ·Your system administtatQf may have configured 
both the acronyms for fea~lre keys and the access codes 
differently from how they appear here. 

Volume Keys 
Use the Volume Up (8 and Volume Down G keys to adjust 
the voice volume OfyOUI telephone. While on a "call, press 8 
"to raise the volume of the voice you are hearing, or press G to 
.lower it. Press eitht,''!" key until you reach the desired voice leveL 
Holding dO'W"ll eiiher key only changes the volume one step. 

When you hang up or S\vitch to another call, the voice volume 
rorums 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 (3J and G keys 
together, before you hang up. " 

Sounds 
Your pOOl,e makes different sOlmds to let you know what's 
going on. Rings occur on a line that you are not using to indicat.e 
tha.t you have an incoming carL Tones occur \ltt.i.t~ you are using 
your phone and pro ..... i.de lnfO"~ation about calls and featurcs. 

"Table 2. Rings 

I . 
Sound 

Single (repeated) 

17 



Table 3. Tones _ .. _-_. __ .-_ .. 

! Sound l\-Ieaning 

Busy tone:: ! Tne party you ealJed is 
i on the phone . . i --.-

Dial tone I You can make a call or 

I invoke a feature. I 
.Fast busy tone Invalid call --j 
Short tone evelY 20 Internal caJl v.'aiting 

~""". -,_._ ...... _ ...... _._._ ... . _ ... _. __ . 
! 3 M.ort tones (ccnfir- A f .... ,ature has been I:iUC-

matlOn tone) . c~ssfb11y activated. 

I 
"-"-"--'-. --

3 short tones followed AdditiQnru input, lIuch 
by dial ~ne as a PIN. is required. , --_ ....... _----_ . . 
2 short tones every 20 I F..xternal call v.'3.i ting 

. ~cs. I 
Wavering (~.;;~~) tone Ti~~~lid feature request 

----' 

c········· .' 

, .". 
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Changing Your Aud io Settings 
,To ~hange the audio settings on your phone: ' 

1. From the ProgT'dlTl/Service menu or the Main mellU in the idle 
state, select Audio settings? 

2. Press the (.. )' eey to jgU to the audio setting you want to 
. (".bange. Press the '" I key if you want to go back to a 

previous audio setting. 

3. Press the ( ./ ' ) key, Your phone will display the cunent 
setting for the audio se~.;ing you have selected, It v,m also 
make lie sound of the ClL."Th'Ilt settin.g for ring volume, ling 
tone, and alert tone. 

4. If you want to exit without lnak:ing changes, hang up or 
press #. 

5, To adjust the setting higher or lower,press the B or G . 
keys: For ring yoluroe, .ring tone, and alert tone, "your phone 
will make tbe sound of the adjusunent. 

6. l~ you want to erit ~;th.out making changes, hang up or 
press #. 

7. To save the adjustment you have. made, press the LLJ 
key. Or press the 8 and G keys together. 
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Callback Request 
Callback Request helps you complete calls to extc>tlsions that 
1lTe busy. ringing, or in Do Not Disturb mode. It k'tS you hang 
up and have the communications server call you back w"itb a 
triple ring notification. When you answer, the communications 
server automatically dials the number. 

To request a callback, 

I. Listen for the phone to ring or for the busysignaJ. 

2. Select Cal/back' Oll your OptiGuide display. 

Or press the Callback (CALLBCK) key, or dial # L 

3. Hang up. 

4. \¥hen the communications server calls back-with triple rings . 
. answer. The communiCations server will then di.al the 

exten.sion. 
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Conference 
The Conference feature lets you have up to eight parties, 

-mcluding yo!ll1Jetf; in a rel"£1!.one COm:e1'~~ther 
parties besideij yourself C'.an be-on trunks ((;UtSideIiii~. 
- .¥ .. ---.. --- -----..• --.-.• - .. - .• - -.----••• - •.. -.-.-~ 

To set up a conference, 

1. During a call, scroll through the prompts on your OptiGuide 
display and. select Siart conferen.ce? 

Or press the Transfer (TRANSFR) key. 

2. Dial the extension you want to add, Of dial 9 and the outside 
number. 

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

Or press the Conference (CONF) key (or TRA1<SFR). 

1'0 reconnect 10 the conf erence when a called party 
isn 't j oinillg, 

Scroll through the prompts on your OptiGuide display and " 
select Release and return ? 

. Or pre<;s the COJ.ll1ect key. 

1'0" drop the last added p arty, 

Scroll through the prompt' on your Opri(}uide dispJay and 
select Remove last party? 

Or press the Clear key, (,r press TRANSFR and" dial' •• 4. 
Then press the Confc~e!l.{".c (CONF) key (or the Connect. key 
or TRANSFR) to rejoin the conference. 
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Connect 
Connect lets you 

• re,connect ~ith a call placed on cOllsuitatl.9n hold 

• reCOIlnect with. a transferred call before the transfer is Comw 

plete 

• alternate between two parties, when you have one of them 
on consult8tion hold 

.To reconnect with a call, 

Scroll Ihrougb tbe prompts on your OptiGuide display and 
select Toggle/Connect? 

Or pre.ss the Connect key_ 
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Consultation 
CoDSUltarion lets you put the oilier -party in a call on 
consultation hold, so that you can call and talk privately with a 
second party. You can then use the Connect fealllre to alternate 
between the two parJ.es. 

To consult with a second party during a call, 

L Scroll furough the prompts on yonr OptiGuide di.,j)lay atid 
select Cor.slllt? 

Or press the Transfer (TRANSFR) key. 

2. Dial the second party"s extension OT 9 and the out.~jde 
number. 

3. Talk witb the second party .. 

To reconnect with the first party, 

Scroll furough tbe prompts OIl yom OptiGuide display and 
select Toggle/Connect? 

Or pres", th~ COMeC! key. 

You can continue to use the Connect feat.ure toalteruate 
between the tw(,) parties. 

To release a party on consultation hold, 

While cormccted. with the party. scroll through the prompts 
on your OpriC.ruide display and Beiect Release and return? 

Or press the Clear key. 

The party will be released., and you will be connected to the 
odler party. 
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Forwarding 
Forwarding redirects your incoming calls tt? an.other extension 
or an outside number. Variable Forwarding lets you set up an 
extension or outside number for forwarding under conditions 
you specify. Fixed Forwarding sends calls to e>:'.ensions set up 
for you at the connmmicatiom; server. 

To use Variable Font1arding for all call~ under all 
conditions, 

1. When your phon,e js .idle. pr,e5S the Menu key. 

2. Scroll to Morefeat:>,ges? and select it. 

3. Scroll trl Callforwarding? and select It. 
FWD-ALL-BOTH - - - OFF is displayed. 

4, "Dial the nu..."Ubcr where you want your cal~s forwarded. 

OR 

Get a dial tone. Press fue Forward key or dial # 9 j . Dial the 
extension, or 9 'till.d the outside numher, where you want YOll! 
calls forwarded. Hang up. 

To cancel Variable Forwarding; 

1. \\1len your phone is idle. press the Menl! key. 

2. Usc the OptiGuide dispJily to scroll to More features? and 
seiect it 

3. Select Call jon.wding? 
FWD-A1.L-BOTlJ - - - ON is displayed. 

4. Scroll to Deactivate? and select it. 

OR 

Press the Forward key, or get a dial tone and dial # if 9 1, and 
then .hang up. 
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Hold 
·The Hold feature lets you hang up a line ",iiliollt discoaaecting 
the other party. If you do not retrieve the call alter a certain 
period of time (d.etennined by the communications server), your 
phone will ring. ]f it is an external call and you do not answer, 
the call is transferred to the operator. 

!fyou want to make another call afte' placing a call on hold, you 
must use another line. Ifyour re1epbolieJms only one line,press 
the Transfer (TR."",",SFR) key, instead of the Hold key, to place 
the caU on consultation hold, then dial the second party. 

To put a call on hold, 

Use the OptiC~.Jide dis,!,lay to scmll to Hold? and select it. 

Or Pr<"-SS the Hold key. 

]'0 reconnect, 

Press the line key next to the flashing status light, or pick up 
the handset and press the line key. 
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Last Number Redial 
Last Number Redial .lets you quickJy .redial the last number you 
have dialed .. Each time you dial a v alid" internal or external 
telephone number it i~ automatica.Uy stored so that you can 
redial it later. Numbers dialed dm'ing cOn..<roJ.tatioIl calls and 
transfers arc also stort.-d. Onlv one number i~ stored at a time, . -
and on~ you dial a new number it replaces the number stored 
prev1.nusly. 

To redial the last number dialed, 

1. \Vhen your phone is idle, press the 1vlenu k.ey. 

2. Select Speed dilll features? 

3. Select Last number redial? 

OR 

Prr>ss the La.'St Nuwber Redial (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 extension, 

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 Tran.c;feI (TRANSFR) key. Dial'" 6. Dial the extension 
wbc're you want to park the caU. Hang up. 

To retrieve a parked call, 

If the extension is on your phone, press tbe line key next to the 
flashing staius light 

1fthe exten.<~ion is on another phone) 

1. Press the Pickup key. 

Or get a dial tone and dial * 3. 

2. Dial the extension where the ca.ll is p'arked. 
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Pickup 
Pickup features Jet you answer call3 ringing, on hold, queued, or 
parked at other extensions. 

Group Pickup lets )'OU ¥lswer a call to an extension in your 
pickup group (set up at the communications server) even when 
you do not know the number for the extension . . 

Station Pic1.-up lets you ansVr"Cr a call at any extensIon. provided 
that you know the num~ for the extension. 

To answer a call in your pickup group, 

Press the Pickup kt'J twice. Or get a dial tone and dial'" * 3. 

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

1. Press the Pickup key, or get a dial tone and dial * 3. 

2,. Dial the extension. 
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. Repertory Dialing (Repdial) Keys 
This feature let, you setup each repdiaJ (R-) key on your 
faceplate foronewtonch dialing of an extension, outside number, 
feature access code, or combination of numbers and feature 
access codes. 

To set up a repdia/ key, 

L ,Vhen your phone is idle, press .the Memi key. 

2. Scroll to ProgramlServicf:? and select it. 

3. Select Change destinations? 

4. Scroll to RepdiaJ? and select it. 

5. Press the key you want to set up as a rt.'pdial 

6. Enter the dialing sequ..."1lce you wish to assign to ibis repdiaJ 
key. 

You can press G to add mUltiple time delays (the default is 
2 sf.~conds. for each) to the seqnence. 

7, ScieLi Save? 

8. lfyou want to set up another repdialkey, scroll to Next entry? 
and select it. 

9. To end set up, select SAVED - Exit? 

OR 

Press t.'>. Program key. Press tbe repdial (R-) key that you want 
. to lIse. Enter the dialing sequence you want to a.c;sign to the key, 

Press the Prognuukey. On your faceplate, label the key with the 
name of the feature or person that it dials. 

To dial using a repdial key; 

. Press the repdial key. 
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Saved Number Redial 
This feature saves a m.u:p.ber that you have dialed. Later, you can 
redial your saved number. 

To save a number you have dialed, while you are 
still connected with that " umber, 

SeJect Save number? from your OptiGwde display. 

Or press the Saved Number Redial (SAVIRDL) kc'Y. 

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

To dial your saved number, 

1.. Press the Menu key . 

2. Select Speed diai jeat.iT(!S? 

3. Scroll to Saved number redir;:.l? and· select it. 

OR 

Press the Saved Number Redial (SAVlRDL) key, 01" get a dial 
tone and dial # 4. 
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Speaker 
11,e Optiset E Advance tek'phone has a speaker unde,meath the 
handset that you can-use for reCeiving calls or listening to the 
PhnneMail system. Since the speaker is one-way, you mustp.ick. 
up your handset to speak to the other party. 

To answer a call, 

Pick up the handset. The blinJcing status light next to the line . 
looy turns on steadily. 

To hang up, 

Hang up the handset. 

Sp.eakerphone 
The Optiset E Standard and Advance Plus telephones have a 
two·way speakerphone, consisting of a speaker and a 
inicrophotie. You can· use either the handset or the 
speakerphone to make or receive calls. During a conversa;ion, 
you can use your speakerphone instead of your bandset by 
pressing the Speaker key and hanging up the haurhrt. If you 
want to switch back to using your baudset, pick it up. 

To make a call, 

Press a line kt.'Y or the Speaker "key to get a dial tone, then dial. 

To answer a call, 

Pres. the ·line key next to the blinking status iight. 

To hang up, 

Press the line key or the Speaker key. 

To switch during a call, 

If you are \Ising the handset and want 10 tL'>e the speakerphone. 
press the Speaker key and hang up the handsel [fyouare '18ing 
t,e speakerphone and want to use the handset, pick up ihe 
handset. 
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Station Speed Dialing 
Station Speed Dialing lots you assign frequently. used dialing 
sequen(,~es (extensions, outsjde n.umbers, or feature access 
Godes) to each often singlo-digit codes (0 through 9). You can . 
then dial a single-digit code instead ofihe entire sequenee. You 
can be set up ai the communications server for up to 30 codes, 
in groups of 1 O. If you are set.up for more than teu, they fqIlow 
a double-digit scheme (00 through 29). 

To set up a station speed code, 

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

2. Seroil to Program/Ser"icf~? and select it. 

3. Select Change destination:;? 

4. SCToil to Station speed dial? and select it 
Enter index: will be displayed, for the station speed dialiIlg 
code. 

5. Dial the code you want to usc. 
Enter nf!W number: will be displayed. 

6. Dial the sequence you wau.t the Code to dial. 

7. Select Save? 

8. Select Exit? 

OR 

Press the Program key. Dial 13. Dial the code you want to use . 
. Dial the sequence you want tbe code to diaJ. Select Save? 
Select Exit?, 
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To dial using a station speed code, 

L '\\1hcn your phone is idle, press the Menu key. 

2. Select Speed dialj"e.ature.r? 

3. Scroll to Station speed dial? and select it 
E.,VTER INDEX: will be displaye<1. 

4. Dial the stalion speed dialing code. 

OR 

Pres.s the Staiion Speed (SPF,.ED) key, and dial the siation speed 
code. Or get a dial tone, dial # 3, and' then dial the station speed 
code. . 
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System Speed Dialing 
!flbe System Speed Dialing feature is set·up on your 
communications s~er, you can dial frequently C2.11ed outside 
numbers (local, long distance, and international) by dialing a 
code Dl.unber. Usually these code..o; a:re published for an entire 
company in a special system speed directory. Consult your 
system administrator if you do not know your system speed 
numbers. Your company may h<!.ve up to sixtee,ll system speed 
lists. For release 6.5 and above. you may have access to twq of 
meso lists or to the flISt ten lists phIS one additional list. A 
number set up for a system spee.d code can contain an initial 
Personal Identification Number (PIN), if one is necessary to 
make outside c::'I1L-:;, 

.To make a system sp eed call, 

1, Press the "Menu key. 

2. Select Speed dialfeatures?, 

3. Scroll to System speed dial? and select it. You may have two 
sysrem speed diai lists. 
J£NTER .INDEX: will be displayed. 

4. Dial the system speed dialing code. 

OR 

Press the correctSy,tom Speed key (SYS-SPl fur L':te first 
Sy'tem Speed Jist or SYS-SP2 for the ,econd). Or, get" dial 
tone and dial # 6 1 for the fJISt list or # 6 2 for the second . 

. Then dial the system speed code. 
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Transfer 
Transfer lets you move a call to another extension or to an 
out'iid~ miinber. ifYQID." communications server is set up to do 
this. 

To transfer a call, 

1. Du,.ri.ng a can, select Start transfer? 

2. Dial the" extension, or dial 9 and the outside number. If you 
want, announce the caller when the plli-ty answers. 

3. Hang up. 

OR 

Press the Transfer (TRA.."ISFRl key. Dial the extension, or dial 
,"9 and the out.~de number. Ify0l'!- want, announce the caller 
when the party answers. Hang up. ' 

To reconnect, 

Before ha'nging l...'{l, scroll to Relea.~·e and return? and select 
it This rejoins you to t;he original call and releases ·the party 
you are talking to. 

Or scroll to Toggle/Connect? and select it. This ",joins you 
to the original call. Selecting Toggle!Connect again returns 
you to the ~econd party. 
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Feature Access Codes 
To lISe fc~ ~ Cfl<ld ~ ('or. a dw l<J!Ie. m-pres$1:tJ~ T~ktry during.~. Db.! the 

~ !>Ol»S$ (Ode. Y 0\1. may ~ t.'l J'I'"".$.. ~cC(lnne<;:t by tJ) 

1=1'1 layOltt" ean. . 

f=m::; AI<~ 

A,::;oum I't.!rnber ""l 

.H&c! LiI:.e Re;>:r.ir-8 

&.yOv='~ 

R= 
c..!Ibloek P.tq"Je:rt 

Cam;.,j 

awcfStrli..~ 

:RcJlr;rc J>riro;uy 

lktum!n~TY 

O:,w G.OI.lV S~er Carl 
Coa1t:'t11~ 

.Rcm;n"",~ )'any 

~tn(>Vt ~p"",,;fj<: Pal1y 

Oi1"'~t T!'Wlk 501= 

FI'C'Wu<i.ng. Fiud 
eo"", 

F~",V...mh~ 

AI! 
ll\ay 

!Jll$y.-'Ri!liI NI' AN~ 

J!:ctemal 
1.t,2.:"",1 

'Ri,;:gN"Aru .... e:r 

""""' Wt Nu.robei Redial 
Mailbo" Ctl:ba..:k ~~ 

La.v"M'",,~ 

"'=, 
TIIm OfiLitht , .. 

Fid:ilp 
Group 

"""" PIN A::.tho:iu!iQn 

r. .. nr.e! 
P,iv~y 

"""" Sufi(! Numoo- Rea.a: 
SpeUuC.1l,Z'i1.cd 

Sp:"NJ:'t CaI~~· Wtfj 

SptaW' ull. Ore-WIlY 'Bma<'ao$! 
StatiMH~."t 

",."~ 

Allow 
Scs Do1inan:>n 

Cleu Dt:I.tinaW.tt 

limia:t S~....:! Di:r.lin( 
Cail 

SysfClll Ibid 

S~f"'" 5p',=H 
SY$Ie..:l Syet:rl-2 . 

Tl'I\C4ICaI! 

l..'lliv~l N~AnS\!;C . 

'.' .. , 

,,~~ l·a .. , 
j9{) 

;11-/1.90 

" , ... 
i/';lS 

#!>2 

#93 

'" ifil '} J ... 
II· 1 

.. , ., 
" fS7 
"' 58 ., 
iUf'l 
1# 4 

II.;" 

'" Ii 8 0 

1!~~) 

~·91 

11·911 

# · 99 

i3 
• '0-9 
.6 i 

#62 

."'/011 
.:t' 3 
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Public Access Line 

Scenarios for Training 
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Public Access Line 
• Some Basic Scripts 

• Drafting and Submission of a PAL FD-71 in 

Sentinel 

• FD-71 Routing Protocol for SSA's 
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Some basic scripts 

Answering a call: 

• . "Good (morning, afternoon, evening). Thank you for calling the 

FBI. How may I help you?" . 

Closing a call: 

• "We appreciate your call. Is there anything else I can help you 

with? Thank you for calling." 

Putting someone on hold: 

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

minutes. 

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

on the situation prior to the transfer. 

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

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

If the Caller asks for your name: 

• "I'm .. .first name only:1 =====================1" 
If the Caller asks to speak with a Special Agent: 

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

their first opportunity." 

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

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

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

following: 
- Full Name 
- Any Aliases 

Date and place of birth 
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 
Idcal FBI office will not do this for you) 

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

- Send all of the above to the following address: 
Federal Bureau of Investigation 
Criminal Justice Information Services Division 
1000 Custer HollOw Road 
Clari<sburg. West Virginia 26306 

ATF (Bureau of Alcohol Tobacco Firearms and Explosives) 
• All ATF violations should be directed to: 

www.alf·gov 
1-BOO-ATF-GUNS (1-800-283-4867) or 
1-800-ATF-TIPS (1-800-283-8477) 

ATM (Automated Teller Machil'ie Card) Fraud 
• Report to the Secret Service, www.secretservice.gov 

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

Automobile Dealer Complaints 
• Federal Trade Commission, WW'H.ftC.gov 

Bank 
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Bankruptcy Fraud 
• Report to Depart.Ill"IlJ1.!lL~lil<l1...ll1!:L.Qfj~c.Qf.llliL!.!!lil!lli..~~Wr1!U'§!st!§eQe~. , 

www.do·. ov/ust 

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

contact andlor make reports to: 
• Better Business Bureau (www.bbb.ora) 
- Federal Trade Commission (www.ftc.org) 

- I~--------------------~ 
Cable Television Complaints 

_ Report to Federal Communications Commission 
www.fcc.gov 
Phone: 1-888-225-5322 
Write: Federal Communications Commission 

Cable Services Bureau 
Consumer Protection and Competition Division 
445 12th Street, S, W. 
Washington, D.C. 20554 

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

www.fcc,gov 
Phone: 888·225-5322 
Write: Federal Communications Commission 

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

- I~--------------~ 
Check Fraud 

_Inmrnet check Fraud Schemes should be reported to ic3.gov 
• Stolen, forged , of 'hot' checks are handled by the local pOlice department 

- lor Attorney General's Office 
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Child Support Recovery Act (CSRA) 
. (www.fbi.pov./h<jfcidfcacfrecovJlli'~htm) 

• The Attorney 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 guidelines, the FBI can only open cases upon 
referral from a United States Attorney's Office (USAO). 

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

a pattern of. interstate flight to avo.id payment or night after service 
of process for contempt or contempt hearings; 
a pattern of deception to avoid payment, such as changing 
employment, concealing assets or location, or using false names 
and/or social security account numbers; 

- failure to make support payments after being held in contempt; 
particular circumstances exist which dictate the need for immediate 
federal intervention, such as where the custodial parent andlor child 
have special medical needs or where the custodial family is in 
danger of eviction and homelessness; 

- when the failure to make child support payments has nexus to other 
potential federal charges, such as bankruptcy fraud, bank fraud, 
federal income tax charges or other related criminal 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 violations of federal civil rights 

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

• The Civil Rights Program is divided into four SUb-programs: 
Hate Crimes 

- "Color of Law" 
Human Trafficking 

- Freedom of Access to Clin;c Entrances (FACE) Act 
• The following information should be provided by the complainant. It is 

okay to ask the Complainant to write a narrative and mail/fax it in: 
- All identifying information for the victim(s); 



o 

o 

o 

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

- Date and time of the I nciden!; 
- Location of Incident; 
- Names, addresses, and telephone numbers of any witness(es); 
- A complete chronology of events; and 
- Any report numbers and charges with respect to tbe incident. oiL ____________________ ~I 

Color of Law 

· 1 
o L,,1"'S"Tor.'l5S7.C"-."§"'2"4"2"("'C"'o:;:lo::r:::oJf'L=aw::T) -~u:::n;::la:::wf:;:u::;I'fo~r:-:a::n:;-y;-:p::e:::rs::o:::n acting under 

color of law to willfully deprive someone of any rights secured or protected 
by the Constitution or laws of the U.S. 

o 18 U.S.C. § 241 (Conspiracy Against Rights) - unlawful for two or more 
persons to conspire to Injure,. oppress, threaten, or intimidate any 
perSon ... in the free exercise or enjoyment of any right secured to him by 
the Constitution or laws of the United States. 

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

o Most Color of Law crimes fall into fIVe broad areas: 
- Excessive Force: In making arrests, maintaining order, and 

defending life, law enforcement officers are allowed to use 
whatever force is "reasonably" necessary. The breadth and scope 
of the use of force is vast-from just the physical presence of the 
officer ... to the use of deadly force. Violations of federal law occur 
when it can be shown that the force used was willfully 
"unreasonable" or "'excessive." 

- 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 to coerce an individual into 5exul" 
compliance. The compliance is generally gained because of a 
threat of an official action against the person if he or she doesn't 
comply. 
False arrest and fabrication of evidence: The Fourth Amendment of 
the U.S. Constitution guarantees the right against unreasonable 
searches or seizures. A law enforcement official using authority 
provided under the color of law is allowed to stop individuals and, 
under certain circumstances, to search them and retain their 
property. It is in the abuse of the discretionary power-such as an 
unlawful detention or illegal confiscalion of property-that a violation 
of a person's civil rights may occur. Fabricating evidence against 
or falsely arresting an individual also violates the color of law 
statute, taking away the person's rights of due process and 
unreasonable seizure. In the case of deprivation of property, the 
cQlor of law statute would be violated by unlawfully obtaining or 
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maintaining a person's property, which oversteps or misapplies the 
official's authority. The Fourteenth Amendment secures the right to 
due process; the Eight Amendment prohibits the use of cruel and 
unusual punishment. During an arrest or detention, these rights 
can be violated by the use of force amounting to punishment 
(summary judgment). The person accused of a crime must be 
allowed the opportunity to have a tria! and should not be subjected 
to punishment without having been afforded the opportunity of the 
!egal process. 
Failure to keep from harm:. The public counts on its law 
enforcement officials to protect local communities, If· it's shown that 
an official willfully failed to keep an individual from harm, that official 
could be in violation of the color of law statute. 

Computer Intrusion 
• computer !ntruslon is defined as an individual or entity that is gaining or 

attempting to gain access to a personal computer or network system 
illegally with the internet to corrupt/destroy information, or use the 
information to commit further crimes. . 

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

Copyright, Trademark Infringement, and Theft of Trade Secrets 
• 

• 

• eopie can also be referred to the National Intellectual Property Rights 
Coordination Center 

• Intellectual Prooerty Rights is the monopoly protection for creative works 
such as writing (copyright), inventions (patents), processes (trade secrets) 
and identifiers (trademarks). 

• The National InteUectual Property Rights Coordination Center (IPR 
Coordination Center) is the U.S. government's latest weapon in the fight 
against violations of Intellectual Property Rights (IPR) laws. Located in 
Washington, D.C., the IPR Coordination center is a mUlti-agency Center 
responsible for coordinating a uilified U.S. government response 
regarding IPR enforcement issues. Investigative personnel provide core 
staffing from Immigration and Customs Enforcement (ICE) and the 
Federal Bureau of Investigation (FBI). Particular emphasis is given to 
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investigating major criminal organizations and those using the Intemet to 
facilitate IPR crime. 

• Internet: www.ics.govlpVcomerstoneflprl 

• Mail: U.S. Immigration and Customs Enforcement 
National Intellectual Property Rights 
500 12" Stree! SW 
Washington, D.C. 20224 

Phone: 866-IPR.2060, or 866-477-2060 
Fax: (202) 307-2127 

Counterfeit Money 
• Report 10 the U.S. Secret Service, www.secrelservice,gov 

Credit Bureaus 
• Equlfax Credit Information Services - Consumer Fraud Division 

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

• Experian 
P.O. Box 2104 
Allen, Texas 75013-2104 
Tel: (888) EXPERIAN (397-3742) 
Fraud Alert: (888) 397-3742 
WWIN.experlan.com 

• Trans Union Fraud Victim Assistance Department 
P.O. Box 390 
Springfield, PA 19064-0390 
Tel: (800) 680-7289 
Fraud A lert: (800) 680-7289 
wwvt/.transunion.com 

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

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

• If the complaint is essentially a non-criminal dispute with a retailer or other 
business, the caller should contact and must immedi~tely dispute the 
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charge(s) in writing with the customer relations dffice of your credit card 
company. Here are some tips: 

Report the crime to the pOlice immediately 
- Immediately contact your credit card issuers 

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

• Equifax (800) 525·6285 
• Exporian (888) 397-3742 
• Trans Union (800) 680·7289 

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

and" • 

• 

• 

Crimes against Children 
• The National Center for Missing and Exploded Children 

(NCMECIl'!f\NW.missingkids.co..m), in conjunction "vJth the U.S. Postal 
Inspection Service, U.S. Customs Service, and the Federal Bureau of 
Investigation, serves as the National Child Pornography Tip line. The 
Congressionally mandated CyberTipline is a reporting mechanism for 
cases of child sexual exploitation including child pornography, online 
enticement of children for sex acts, molestation of children outside the 
family, sex tourism of chiidren, child victims of prostitution, and unsolicited 
obscene material sent to a child. Reports may be made 24-hours per day, 
7 days per week online at www.c~be!1ill.UD.e.com or by calling 1·800·843· 
5678. 

• 
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• L-______________________________ ~ 

Debt Collectors (Fair Debt Collection Practices Act) 
• The Fair Debt Collection Practices Act requires that debt collectors treat 

you fairly and prohibits certain methods of debt collection. This law does 
not erase any legitimate debt yOll owe. 

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

• FTC - flc.gov or 877-382-4351 

Drugs : I Refer to the local police deoartment aadlor the PEA www illstice oovldea 

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

Accessibility 
The gaining of Trust 

- Isolation 
- The belief that most senior citizens have cash available. 

• www.aarpelderwatch.o.'9 

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

or physical obstruction to, or attempt to, intentionally injure, intimidate or 
interfere with the right of another person to obtain or provide reproductive 
health services. This situation makes it unlawful to damage or attempt to 
damage property because the facility provides reproduction health 
services. This includes places of worship. 

• www.fbi.QvJh/cidlcivil .. hts/civilrts.htm 
• 

FD~~1~s ______________________________________ -. 

• 

• 
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• 

• 
• 

• 

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

when voting, voting multiple times, voting by ineligibles, intimidation, 
destruction qf ballots, falsifying vote tallies, baseless voter challenges, 
voter deception, and campaign finance fraud. 

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

• 

• 

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

By phone: Toll-free 877 -FTC-HELP (382-4357); TDD 202-326-2502; 
Identity Theft Hotline: (877) 438-4338 
By Mail: Consumer Response Center 

Federal Trade Commission 
600 Pennsylvania Ave, NW 
Washington, DC 20580 

www.ftccg<:ev!f:tg/compl'!lnt.hlm 
• For Consumer Information: WWVJ.ftc.govlftc/consumsr.htm 
• NOTE: Also suggest they contact Social ·Security: www.ssa.gov, (800) 

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

o 

o 

Fingerprints 
• The FBI only fingerprints arrestees 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 their criminal history (rap sheet) 
from the FBI must submit a check and a set of fingerprints to the CJIS 
Division. See Arrest section. 

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

another individual. A Freedom of Information Act request has to be 
approved and managed through FBIHQ. Advise the cailer 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 infom1ation 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 all of the .above to the following address: 
Federal Bureau of Investigation 
Record Information/Dissemination Section 
170 Marcel Drive 
Winchester, VA 226024843 

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

click on Freedom of Information Act at the bottom of the screen. Then 
click on FOIPA Request Form and click ·send.' 

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

be contacted in any of the following ways: 
Online: www.ftc.gov/idtheft 
By phone: 1-877-4384338 ocTTY, 1-866-6534261 
By Mail: Identify Theft Clearinghouse 

Federal Trade Commission 
600 Pennsylvania Ave. , N.W. 
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Hate Crimes 
• A hate crime is defined as a c.riminal offense against a person or property 

motivated in whole or in part by the offender'S bias against race, r$ligion, 
disability, ethnic/national origin, or sexual orientation. 

• 

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

intimidation, interference by force or threat of force, of any person 
because of race, color, religion, national origin, or sexual orientation 
because of their partiCipation in certain activities. 

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

Healthcare Fraud 
• See Medicare/Medicaid section 

: I :61 is t:e n::a::vesli;ativ; aaenc" for Healtbcare Era"d 
• ,-xamp es 0 ea f care rau are: 

- Hospitals, doctors, pharmacists, and other cafe providers 
submitting bills for services never rendered. 
Service Providers charging insurance for unnecessary and costly 
procedures. 
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- Doctors selling prescriptions to patients for cash. 
Companies billing insurance for expensive equipment but providing 
poor substitutes. 
Crooked physicians enticing patients to visit their offices for "free 
services' or gifts, then stealing their personal information and using 
it to file fraudulent claims. . 

HIPAA Privacy 
• Health Insurance Portability and Accountability Act 
• MUST refer to Health & Human Services at www.HHS.gov 
' ~I ____________________ ~ 

Housing Discrimination 
• Office of Fair Housing and Equal Opportunity 

Phone: 1-800-669-9777 
Write (National): Office of Fair Housing and Equal Opportunity 
Department of Housing and Urban Development 
451 Seventh Street, Room 5204 
Washington, D.C. 20410-2000 

Human Trafficking 
• The Trafficking Victims Protection Act (TYPA) (18 U.S.C. §§ 1589-1594) 

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

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

• Human Trafficking occurs when someone recruits, harbors, transports, or 
obtains a person through the use of force, fraud. Or coercion for many 
purposes including sexual exploiiation andlor forced labOr . . 

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

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

• People are trafficked for: prostitution, exotic dancing. servlle marriage, 
agricultural work, landscape work, domestic services, factory work, street 
peddling, restaurant services, construction, hotel housekeeping, and day 
labor. 

• 18,000 to 20,000 people are trafficked into the U.S. each year. More than 
80% of victims are women and girls; of those, 70% are forced into sexual 
servnude. 
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Identity Theft 
• The FBI floes not handle identity theft. Caliers should be referred to the 

Federal Trade Commission , www.ftc.gov. 

Defend against Identity theft: 

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

- Equifax: 1-800-525-6285 
Experian: 1-888-397-3742 

- TransUnion: 1-800-680-7289 

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

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

.- Contact the security or fraud departments of each company where 
an account was opened or changed without approval. Follow up in 
writing, with copies of supporting documents. 
Use the 10 Theil Affidavit at www.ftc.govfldtheft to support your 
wrilten statemen!. 
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 I'lle a report with local law enforcement official to help 
you with creditors who may want proof of the crime. 

• Report the theft to the Federal Trade Commission. Your report helps law 
enforcement officials across the country in their investigations. 
Online: www.ftc.gov/id\heft 
By phone: 1-877-438-4338 or TIY, 1-866-653-4261 
ByMail: IdentWy Theft Clearinghouse 

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

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

• www.ice.gov 

La'; B.\fel!e~mf:.\". t fJcf'to!it::i v ..... 16 
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Internet Crime Complaint Center 
• The Internet Crime Complaint Center (ic3) is an alliance between the 

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

• ~:lg~,gQy" 
• http://W''{W.Look§ToccG.QQQI.q.E.l .. ,,Ir',Je.coJ:l:): designed to protect consumers 

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

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

or mail, that the victim has won a large sum of money. The victim is then 
convinced to pay money, under the guise of customs taxes, processing 
fees, or as a fee to convert the winnings to United States currency, as a 
prerequistte to receiving the Winnings. 

• It is a violation of Federal Trade Commission (FTC) trade rules to require 
a purchase or send money as a condition of receiving lottery or 
sweepstakes winnings as a condition of entering a contest. sweepstakes, 
or other promotion. Also it is illegal to playa foreign lottery through the 
mail or on the telephone or intemet(Title 18 United Stales Code, section 
1301-1307). 

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

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

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

• Postal Inspectors base investigations or mail fraud on the number, pattern, 
and substance of complaints received from the publiC. The Poslal 
Inspection Service will carefully review the .information you provide. We 
may share the information with other agencies when there is a possible 
violation wtthin their jurisdiCtion, 

• If you feel you've been victimized in a fraud scheme that involves the U.S. 
Mail, submit a Mail Fraud Complaint Form to the U.S. Postal Inspection 
Service. 

• Postal Inspection Service, \WAY.postaHnspectors.uspis.gov 

17 
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Medical Drugs and Medical Products Sold Online 
• Food and Drug Administration 

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

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

Medicare/M dic -d 

: L,-.,o"'m=p"'a"ln"'a"'nr.om"a"y"a"s"'o"r'Oe"po="'o""'''ep''a=m''e'''n=o''''Health and Human 
Services, Office of Inspector General at 1-800-447-8477 

• Write to: Director, MFCU 
Office of Attorney General 
1525 Sherman Street, 5th Floor 
Denver, CO 80203 

Phone: (303) 866-5431 
http://oig . hhs. gov/hollin.e . htrT]J 

Missing Abroad 
• State Department (202) 647-5225 
• http://travel.state.govAawftnfo/info629,htm.! 

MiSSing Children 
. • The National Center for Missing and Exploited Children (NCMEC), in 

conjunction wiih the U.S. Postal Inspection Service, U.S. Customs Service, 
and the Federal Bureau of Investigation, sarves as the National Child 
Pornography 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 unsolicited cbscene material sent to a child. Reports may 
be made 24-hours per day, 7 days per week online at 
www.cypertipline.com or by calling 1-800-843-5678. 

• Caliers should also be directed to notify there local authOrities 
• Also sse Kidnapping and Crimes against Children Section. 

MO.rtrage Fraud 

• If 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. 

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

the appraisal information is fraudulent. The schemes typically involve one 
or more of the following: fraudulent appraisals, doctored loan 
documentation, infiating buyer income, etc. Kickbacks to buyers, 
investors, property,10an brokers, appraisers, 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 issuance of a non-disClosed second mortgage. The 
primary lender believes the borrower has invested his own money in the 
down payment, when in fact it is borrowed. The second mortgage may 
not be recorded to further conceal its status from the primary lender. 

Nominee Loans/Straw Buyors - The identity of the borrower is 
concealed through the use of a nominee who allows the borrower to use 
the nominee's name and credit history to apply for a loan. 

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 witilout the·true person's knowledge. 

Inflated Appraisals - An appraiser acts in collusion with a borrower and 
provides a misleading appraisal report to the lendeL 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 foreclosure. 
Perpetrators mislead the homeowners into believing that they can save 
their homes in exchange for a transfer of the deed and up-front fees. The 
perpetrator profits from these schemes by re-mortgaging the property or 
pocketing fees paid by the homeowner. 

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

Air Loans - This is a non-existing property loan where there is usually· no 
collateral. An example of an air loan would be where a broker invents 
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borrowers and properties, establishes accounts for payments, and 
maintains custodial accounts for escrows, They rnay set up an office with 
a bank ofteiephones, each one used as the employer, appraiser, credit 
agency, etc" for verification purposes, 

Tips to avoid Mortgage Fraud 
- Get referrals for Real Estate/Mortgage Professionals, Check 

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

- If it sounds to good to be true, it probably is, 
- Be wary of strangers/unsolicited contacts, as well as high pressure 

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

any blank forms, If you do not understand, fe-read the documents 
or seek assistance from an attorney. 

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

- Review the title history of the home you are antiCipating to 
purchase before making the purchase. 

- Know arid understand the terms of your mortgage, 
Never sign any loan documents that contain "blanks,," 

- Check out tips on the MBA's website at 
http://www,StopMortgageFraud,com for additional advice on 
avoiding Mortgage Fraud, 

Moving Company Hostage Freight 
• When 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 Safety Association (FMCSA) 1-888-

368-7238 or www,1-888-DOT-SAFTcom 

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

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

that the parent is taking the child out of the country, or unless the parent 
can provide: 

- A copy of the court order that st;ltes who has custody of the child, 
An official letter from the distric! attorney or local police department 
requesting the FBI's assistancQ, 

- A copy of the warrant issued by the dislrict attorney stating that the 
parent is in violation of the court order. . 
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• There are basically two federal criminal investigative options that may be 
pursued when a child is abducted by a parent and taken over state lines 
andlor outside the United States. 

• International Parental Kidnapping Crime Act (IPKCA) of 1993: A violation 
where a parent takes a juvenile under 16-years of age dutside of the 
United States wnhout the other custodial parent's pennission. 

- Make sure that a missing person's report has been filed for child. 
- Contact Department of State, Office of Children's Issues (OCI) 

202-736-9090 (tel)1202-736-9133 (fax). 
- Have Child's name entered into Children's Passport Issuance Alert 

Program at Dept. of State (202-736-9156) to be notified if dept: 
receives passport application for child. 

- Contact National Center for Missing and Exploited Children 
(NCMEC) at 1-800-843-5678. 

- Hague Convention 
- No Custody decree needed. 
- Submrt Application to U.S. Central Authority (DOS OCI). 

' . Unlawful FlighUo Avoid Prosecution (UFAP) - Parental Kidnapping: In 
any parental kidnapping case, a UF AP - Parental Kidnapping arrest 
warrant may be issued for the abducting parent who takes their child(ren) 
interstate or intemationally. In order for the FBI to assist with a UFAP 
warrant. the following criteria must be met: 

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

2) 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 fiees. 

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

. 4) The local prosecuting attorney or police agency should make a 
written request to 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 outstanding prior to the 
time that investigation is instituted. 

(www.fbi.gov/hg/cid/caclkidnap.htm) 

Passports 
• Stolen, Fraudulent, or information regarding passports should be referred 

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

Public Corruption 

· I~----------------~ 
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• "Public Corruption investigation'" is defined as any criminal case, opened 
under any classification, wherein it is alleged that either a public official 
(either elected, appointed, or under contact), andior 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 andlor undermines the 
integrity of federal, state or local govemmental operations, in violation of 
federal law. 

• Type of Public Corruption are: 
- Contract 
- Judicial 
- Law Enforcement 
- Legislative 

Regulatory 
Election Fraud 

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

- "Pay to play" schemes , 
- Improper disclosure of competitor 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 
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" illegal activity 
Leaking sensitive information to unauthorized parties 

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

Voting for/against legislation 
Confirmation of an executive appointment 
Appropriation considerations 

- ·Pay to play" schemes 

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: 

beH; .LRfore0w,oRh Sensl.l::iYe 22 
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- Failure to report violations of regulatory codes in exchange for 
something of value. 
Fraudulent issuance of identification documents. 
Improper issuance of identffication documents. 

- Improper issuance of licenses (liquor, vehicle, construction, adutt 
entertainment, etc.) 

- Altering -zoning variances 

Election Fraud - Election fraud can occur in state or federal election and 
e'ncompasses activities such as buying votes, intimidating voters, voting more 
than once in an election, tampering with ballot boxes, destroying ballots, or any 
other intentional disruptions of the poliing process. 

b7E 
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Social Security Administration, Fraud 
• lnternet: .WWW.ssa.go.!!.9jg!. 

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

P.O. Box 17768 
Baltimore, Maryland 21235 

Spam or Junk E·mails 
• Federal Trade Commission 

Phone: 1-877-382-4357 
Write: Federal T fade Commission 

CRC-240 
Washington, D.C. 20580 

Spam or Junk Facsimiles 
• Federal Communications Commission 

Phone: 1-888-225-5322 
Internet: www.fcc.gov 

Student Loans 
• Fraudulent loans or information regarding student loans should be referred 

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

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 Jaw 
enforcement agencies in the U.S. and abroad. The FTC offers a 
telemarketing fraud hotline, as well as a website: 
'1-877-3824357 
www.ftc.gov 

• If there is a Canadian nexus, caller should be referred to Phonebusters 
Email: info@Phonebusters.com, Fax: (888) 654-9426 or Telephone: (888) 
495-8501. By mail: Box 686 North Bay, Ontario P1B8J8. 
'!Jy.tW.phonebusters.com 
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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 
Washington, D,C, 20554 

Travel Advisories 
" Department of State 

w\NW,TraveLState,gov 
202-647-4000 

Valor (Stolen) 
• Wearing , manufaCturing, Qr selling any decoration of medal authorized by 

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

"LI ______________________________ ~ 

Watch List 
• 

L",;:"JRefer them to the Transportation Security Admmlstralion\I "'A) 
866-289-9673 or the Terrorist Screening Center - 866-872-5678, 

Witness Protection 
" This program is handled'by the U,S, Marshal's service, 

www.usmaE§.ha!s.gov. 
" USMS also apprehends federal fugitives 
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Common Referrals (other government agencies and public 
service organizations) 

BATF (Bureau of Alcohol, Tobacco and Fireanns, and Explosives) 
• Www.atf.gov 
• 1-800-ATF-GUNS (2834867) or 
• 1-800-ATF-TIPS (283-8477) 

Better Business Bureau 
• www.bbb.org 

Department of Homeland Securliy 
• www.dhs.gov 

Department of Heatth and Human Services 
• WINW.hhs.gov 

Drug Enforcement Agency 
• WW"N.justice.gov/dea 

Federal Trade Commission 
• www.ftc.org 

Federal Communications Commission 
• VtIWW.fcc,org 
• 1-888-225-5322 

Food and Drug Administration 
• Food and Drug Administration 
• 1-888-463-6332 to request a complaint fonn 
• Fax: 1-800-332-0178 fax your complain form 
• Write: MedWatch 

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

Immigrations and Customs Enforcement (ICE) 
• 'vVw'w.ice.gov 
• 1-866-DHS 2 ICE (347-2423) 

Internet Crime Complaint Center (an FBI initiative) 
.. www.ic3.oov 
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National Center for Missing or Exploited Children 
• WWW.ncmec.com 
• www.cypertipline.com 
• 1-800-843-5678 

National Sex Offender Public Registry 
• www,nsopLgov/ 

Office of Fair Housing and Equal Opportunity 
• 1-800-669-9777 

• Office of Fair Housing and Equal Opportunity 

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

• www.hud.gov 

US Marshals Service 
• www.usmarshals.gov 

US Postal Inspection Service 
• www.postalinspectors.uspis.gov 

US Immigrations and Customs Enforcement (ICE) 
• www.ice·9'?V 

US State Department 
• www.state.gov 

• 202-647-2000 

US Secret Service 
• www.secretservice.gov 

Social Security Administration 
• www.ssa.gov/oig 
• 1-800-772-1213, or 1-800-269-0271 
• Social Security Fraud Hot!ine, P.O. 80x 17768, Baltimore, Maryland 

21235 

Transportation Security Administration 
• 866-289-9673 
• 'N'NW.tsa.gov 
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Arrest Records 
• The FBI will not provide arrest records to third parties. 
• Arrest records are housed in database repositories within CJIS Division 

(304) 625-2000 (hey, this is where you live!) 
• The caller can go to wwwJbLgov under Siats and Services for instructions 

or you can 
• Advise a caller to request a copy of Iheir arrest record, and include the 

following: 

• Full Name 
• Any Aliases 
• Date and place of birth 
• Social Security Number (optional) 
• A set of fingerprints, which can be obtained by going to a local police 

department. The local FBI office will not do this. 
• Either a certified check or money order in the amount of $18.00 made 

payable to the Treasury of the United States. 
• Send all of the above to the following address: 

Federal Bureau of Investigation 
Criminal Justice Information Services Division 
1000 Custer Hollow Road 
Clarksburg, West Virginia 26306 

ATF (Bureau of Alcohol Tobacco Firearms and Explosives) 
• All ATF violations should be directed to: 

W i/'ll";} aft QGV 

i:il66:ATF:GUNS (1-800-283-4867) 

ATM (Automated Teller Machine) Card Fraud 
• Report to the Secret Service. www.secretservice.gov 

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

3 
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Automobile Dealer Complaints 
• . Federal Trade Commission , W'{!'N)tru:.K.'i 

Bank Fraud 
• Bank fraud is the criminal offense of knowingly executing or attempting to 

execute a scheme or artifice to defraud a financial institution or to obtain 
property owned by or under control of a financial institution by means false 
or fraudulent retenses, re resentations or romises. 

Bankruptcy Fraud 
• Report to Departmer of Justice, the Office of the United States T[lJst7 

www.justlce.gov/ust. 

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

contact and/or make reports to: 
• Better Business Bureau C~:W.Yf.:.P..tf.P'.g1g) 
• Federal Trade Commission ( W'it'!WJ~' mn) 

• 

Cable Television Complaints 
• Report to Federal Communications Commission 

www,fcc,gov 
Phone: 1-888-225-5322 
Write: Federal Communications Commission 

Cable Services Bureau 
Consumer Protection and Competition Division 
445 12th Street, S,W, 
Washington , D,C, 20554, 

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

www.fcc,gov 
Phone: 888-225·5322 
Write: Federal Communications Commission 

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

Check Fraud 



o 
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• Internet check fraud schemes should be reported to 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) 
( ~~{~:'t~. tb1 (lev !t19[g.t9.!.Y.?.f!.r.~f&Y.~rx.·i"l trn) 

• The Attorney 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 guidelines, the FBI can only open cases upon 
referral from a United States Attorney's Office (USAO). 

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

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

o a pattern of deception to avoid payment, such as changing 
employment, concealing assets or location, or using false 
names and/or social security acccunt numbers; 

o failure to make support payments after being held in 
contempt; 

G particular circumstances exist which dictate the need for 
immediate federal intervention, SUCh as where the custodial 
parent andlor child have special medical needs or where the 
custodial family is in danger of eviction and homelessness; 

o when the failure to mak.e child support payments has nexus 
to other potential federal charges, such as bankruptcy fraud, 
bank fraud, federal income tax charges or other related 
criminal conduct; and 

Q Priority may also be given to those cases where the children 
of the non paying parent are still minors. 
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Civil Rights 
• The FBI is the lead agency for investigating violations of federal civil rights 

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

• The Civil Rights Program is divided into four SUb-programs - these are the 
FBI's priority: 

c Hate Crimes 
c "Color of Law" 
(..l Human Trafficking 
o Freedom of Access to Clinic Entrances (FACE) Act 

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

o As much identifying information as possible for the subject(s). 
including position, rank , and agency employed ; 

o Date and time of the Incident; 
() Location of Incident; 
" Names, addresses, and telephone numbers of any witness(es); 
o A complete chronology of events; and 
o Any report numbers and charges with respect to the incident. 

Color of Law 
• 18 U.S.C. § 242 (Color of Law) - unlawful for any person acting under 

color of law to willfully deprive someone of any rights secured or protected 
by the Constitution or laws of the U.S. 

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

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

• Most Color of Law crimes fall into five broad areas: 

• Excessive Force: In making arrests. maintaining order, and 
defending life, law enforcement officers are allowed to use 
whatever force is "reasonably" necessary. The breadth and scope 
of the use of force is vast-from just the physical presence of the 
officer. .. to the use of deadly force. Violations of federal law occur 
when it can be shown that the force used was willfully 
"unreasonable" or "excessive." 
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~exual 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 to coerce an individual into sexual 
compliance. The compliance is generally gained because of a 
threat of an official action against the person if he or she doesn't 
comply. 

False arrest and fabricati<:~D of evidence: The Fourth Amendment of 
the U.S. Constitution guarantees the right against unreasonable 
searches or seizures. A law enforcement official using authority 
provided under the color of law is allowed to stop individuals and, 
under certain circumstances, to search them and retain their 
property. It is in the abuse of the discretionary power-such as an 
unlawful detention or illegal confiscation of property-that a violation 
of a person's civil rights may occur. Fabricating evidence against 
or falsely arresting an individual also violates the color of law 
statute, taking away the person's rights of due process and 
unreasonable seizure. 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 Amendment secures the right to 
due process; the Eight Amendment prohibits the use of cruel and 
unusual punishment. During an arrest or detention, these rights 
can be violated. by the use of force amounting to punishment 
(summary judgment). The person accused of a crime must be 
allowed the opportunity to have a trial and should not be subjected 
to punishment without having been afforded the opportunity of the 
legal process. 

• Failure toJs?:ep from harm: The public counts on its law 
enforcement officials to protect iocal communities. If it's shown that 
an official willfully failed to keep an individual from harm, that official 
could be in violation of the color of law statute. 

Computer Intrusion/Hacking 
• computer Intrusion is defined as an individual or entity gaining or 

attempting to gain access to a personal computer or network system 
illegally with the internet to corrupt/destroy information, or use the 
information to commit further crimes. 

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

'I 

b7E 



La\l r'.nforOGiaef11~ Sone:;i,t;i"/o 

• Refer to IC3 if there is an internet nredicate I 

Copyright. Trademark Infringement, and Theft of Trade Secrets 
• Supported by ICE : l'!."\~')Hq§Q!5'.L'iOV or go to www.copyrightgov 

• InteliectualFroperty Rights is the monopoly protection for creative works 
such as writing (copyright), inventions (patents), processes (trade secrets) 
and identifiers (trademarks). 

" The National Intellectual Property Rights Coordination Center (IPR 
Coordination Center) is the U.S. government's latest weapon in the 
fight against violations of Intellectual Property Rights (IPR) laws. 
Located in Washington, D.C., the IPR Coordination center is a 
multi-agency Center responsible for coordinating a unified U.S. 
government response regarding IPR enforcement issues. 
Investigative personnel provide core staffing from Immigration and 
Customs Enforcement (ICE) and the Federal Bureau of 
Investigation (FBI). Particular emphasis is given to investigating 
major criminal organizations and those using the Internet to 
facilitate IPR crime. 

o Mail: U.S. Immigration and Customs Enforcement 
National Intellectual Property Rights 
500 12" Street SW 
Washington, D.C, 20224 
Phone: 866-IPR-2060, or 866-477-2060 
Fax: (202) 307-2127 

Counterfeit Money 
• Report to the U.S. Secret Service, www.secretservice.gov 

Credit Card Fraud 
• Report to the U.S. Secret Service, tl}y~~L .. ~~1_q?_t§Qr:Yk£,Q9.Y, 

8 
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• The Secret Service Investigates offenses against the laws of the United 
States, relating to the obligations and securities of the United States and 
foreign governments, such as counterfeiting (currency, credit cards/debit 
cards) and forgery of government securities. 

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

Report the crime to the police immediately 
- Immediately contact your credit card issuers 
- Call the fraud unit of the three credit reporting bureaus (listed 

below) 

() Equifax Credit Information Services - Consumer Fraud 
Division 
P.O. Box 105496 
Atlanta, Georgia 30348-5496 
Tel: (800) 997-2493 
Fraud Alert: (800) 525-6285 
lYS(-N. t;:QtUl~f.:.l-?:9! r.) 

o Experlan 
P.O. Box 2104 
Allen, Texas 75013·2104 
Tel: (888) EXPERIAN (397-3742) 
Fraud Alert: (888) 397-3742 

o Trans Union Fraud Victim Assistance Department 
P.O. Box 390 
Springfield, PA 19064-0390 
Tel (800) 680-7289 
Fraud Alert: (800) 680-7289 

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

and "vessel conversion," 

I ,dW J!: .. £oIU-;!Jl,eljt J0;.; b,-i.. lve 

b7E -



, 
..., dW 

Crimes against Children 
• The National Center for Missing and Exploited Children 

(NCMECfWww·missingkids.com), in conjunction with the U.S. Postal 
Inspection Service. U.S. Customs Service, and the Federal Bureau of 
Investigation, serves as the National Child Pornography Tip line. The 
Congressionally mandated CyberTipline is a reporting mechanism fer 
cases of child sexual explOitation including child pomography, online 
enticement of children for sex acts, molestation of children outside the 
family, sex tourism of children, child victims of prostitution, and unsolicited 
obscene material sent to a child. Reports may be made 24-hours per day, 
7 days per week 'online at H'YH O.Y"f,,rtini.iL1;c,.EQ 'Il or by calling 1-800-843-
5678. 

Cyber Threats to FBI Systems (not specific to a Field Office) 

: I I 
Debt Collectors (Fair Debt Collection Practices Act) 

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

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

10 
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• FTC - ftc.gov or 877-382-4357 

Drugs 
• Refer to the !ocal police department and/or the DEA, !thv\,A{;,DJ§t~~~:':JqJ(!~~;_~~ 

• 

Elder Fraud (this is not a federal violation per se) 
• More and more of the Elderly are the victims of fraud/scams. Why: 

- Accessibility 
- The gaining of Trust 
- Isolation 

The belief that most senior citizens have cash available. 

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

or physical obstruction to, or attempt to, intentionally injure, intimidate or 
interfere with the right of another person to obtain or provide reproductive 
health services. This situation makes it unlawful to damage or attempt to 
damage property because the facility provides reproduction health 
services. This includes places of worship. 

' ~I ____________________ ~ 
FD-7J1~s ______________________________________ _, 

• 

• 

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

when voting, voting multiple times, voting by Ineligibles, intimidation, 
destruction of ballots, falsifying vote tallies, baseless voter challenges, 
voter deception, and campaign finance fraud, 

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

• 

• 

Federal Trade Commission (FTC) 
• The FTC Is the clearinghouse for identity theft victims, 

o By phone: Toll-free 877 -FTC-HELP (382-4357): TDD 202-326-
2502; Identity Theft Hotline: (877) 438-4338 Online: 
www.ftC."'DV!kHhefi .--.......... -....... ~ .. .. . . •..... •. -...... '". 

o By Mail: Consumer Response Center 
Federal Trade Commission 
600 Pennsylvania Ave, NW 

LaW r,lltOlCClm-.!i.L 5:lens':''ti'tlf.. 12 
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Washington , DC 20580 

• For Consumer Information: Y:{f.f.t!..ftc . ~lQ.Y.!'~!9.LGonSt.lrn.~L.h!m 
• NOTE: Also suggest they contacting the Social Security Administration: 

w,;!W&",,)}QY, (800) 772·1213 

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

Fingerprints 
• The FBI only fingerprints arrestees and applicants, Those who need to be 

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

Food Stamp Fraud 
• Refer the caller to the Secret Service 

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

another individual. A Freedom of Information Act request has to be 
approved and managed through FBIHQ. Advise the caller that 

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

• Full Name 
• Any Aliases 
• Date and Place of Birth 
• Social Security 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 all of the above to the following address: 
Federal Bureau of Investigation 
Record Information/Dissemination Section 
170 Marcel Drive 
Winchester, VA 22602-4843 

1 .0.41 jgnfe.r€lmF.:'aHt 'r'€ni i t· j lW 
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• These requests can also be faxed to 540-868-4995, 

• Online Requests for Freedom of information act can go to fbLgov and click 
on Freedom of Information Act at the bottom of the screen, Then click on 
FOIPA Reg~est 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 TrY, 1-866--653-4261 
By Mail: Federal Trade Commission 

600 Pennsylvania Ave" nw, 
Washington, D,C, 20580 
~~Yf~JtG.:.f.lQYLf~9I.P9rr.ll?JllliltUlr.! 
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Harassment 
• Via the internet: refer to ic3 and local police department 
• Via the mail: refer to postalinspectors.uspis.gov 
• Via the phone: refer to local police department 

Hate Crimes 
• A hate crime is defined as a criminal offense against a person or property 

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

• 

• 18 U.S.C. § 245 (Federally Protected ALiivities) - prohibits injUly, 
intimidation, interference by force or threat of force. of any person 
because of race, color, religion, national origin, or sexua! orientation 
because of their participation in certain activities. . 

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

"LI ______ ----' 
Healthcare Fraud 

• FBI is the primary investigative agency for Health Care Fraud. 

• Examples of Healthcare Fraud are: 
• Hospitals, doctors, pharmacists, and other care providers 

submitting bills for services never rendered. 

b3 
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• SelVice Providers charging insurance for unnecessary and costly 
procedures. 

• Doctors sefling prescriptions to patients for cash. 
• Companies billing insurance for expensive equipment but providing 

poor substitutes. 
• Crooked physicians enticing patients 10 visit their offices for "free 

selVices· 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 

• Can also refer to the Department of Health and Human SelVices, Office of 
the Inspector General at 1-800-447-8477 or oig.hhs.gov/hotline.html 

HIPAA Privacy 
• Health Insurance Portability and Accountability Act 
• MUST refer to Health & Human SelVices at .~YiJjHS!JQ' 

I 
Housing Discrimination 

• Refer to the Office of Fair Housing and Equal Opportunity 
• Phone: 1-800-669-9777 
• Write (National): Office of Fair Housing and Equal Opportunity 

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

Human Trafficking 
• Refer to DOJ's Trafficking in Persons and Worker Exploitation Task Force 

Complaint Une at 1-888-428-7581, Monday through Friday 9:00am-
5:00pm. After hours voice mail/instructions. 

' LI ______________ ~ 
• The Trafficking Victims Protection Act (TVPA) (18 U.S.C. §§ 1589-1594) 

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

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

b7E 

b7E 

b7E -



o 

c 

Lew EIIft .... ,.~. e.!!e ....... Dell3iL":"Ii f.. 

o 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 andlor forced labor. 

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

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

• People are trafficked for: prostitution, exotic dancing , servile marriage, 
agricultural work, landscape work, domestic services, factory work, street 
peddling, restaurant services. construction, hotel housekeeping, and day 
labor. 

o 18,000 to 20,000 people are trafficked into the U.S. each year. More than 
80% of victims are women and girls; of those, 70% are forced into sexual 
servitude. 

Identity Theft 
o FBI identity theft investigations typically focus on large groups of identity 

thieves and criminal enterprises which are the most difficult to investigate 
and involve a substantial number of victims. !':hn, "n ~ . h'" 

0, ~~~~~mTn~~~~~~ '"wi .. nui De Irlvesllga160 oy me fBI. Individual victims should be referred to 
the Federal Trade Commission . ':t!Y!J:Lftc,ilQY:. 

Defend against Identity theft 

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

18 

I 
I 

I 

I 

~-



t""'\ 
V ' 

.~ 

V 

• Equifax: 1-800-525-6285 
• Experian: 1-888-397-3742 
• TransUnion : 1-800-680-7289 

• Placing a fraud alert entitles the victim to free copies of their credit reports. Advise them to look for inquiries from companies that have not been 
contacted, accounts they didn't open. and unexplained debt 

• Free credit reports are obtainable once per year at 
www.annualcreditreport.com 

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

• Contact the security or fraud departments of each company where 
an account was opened or changed without approval. Follow up in 
writing, with copies of supporting documents. 

• Use the ID Theft Affidavit at Yttl\v.)!g .. gpvlidtt,g.it to support the 
written statement 

• Ask for verification that the disputed account has been closed and 
the fraudulent debts discharged. 

• Keep copies of documents and records of your conversations about 
the theft. 

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

• Report the theft to the Federal Trade Commission . 
Online: W':t-lW.ttS-JENllct!lQJ1 
By phone: 1-877-438-4338 or TTY, 1-866-653-4261 
By Mail: Identify Theft Clearinghouse 

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

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

Internet Crime Complaint Center 
• The Internet Crime Complaint Center (IC3) is an alliance between the National White Collar Crime Cenfer and the FBI. IC3's mission is to 

address crime committed over the Internet. IC3 offers a central repository 
for complaints related to Internet crime, uses the information to quantify 
patterns, and provides tirnely statistical data of current trends. 
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• When the fraudulent activity has an internet nexus, (started via email or 
website, or a social networking site) refer callers to ~!\YYf.ic3 aq,,! 

• Lt\pjl,.{",Y",LR9.,ksTc>oG,Q2,dI2,!;;<;In1.,'Lmrn: This site is designed to protect 
consumers against internet crimes and offer in-depth information on the 
latest Internet schemes as well as an on-line risk assessment test. 

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

or mail, that the victim has won a large sum of money. The victim is then 
convinced to pay money, under the guise of customs taxes. processing 
fees, or as a fee to convert the winnings to United States currency, as a 
prerequisite to receiving the winnings. 

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

Mail Fraud 
• Refer to Postal Inspection Service, W1{~¥.1?'9sta!inspeg19..~.:.V.§p..!:$. .. g.9.Y. 

• 1·877-876-2455 

• U.S. Postal Inspectors investigate any crime in which the U.S. Mail is used 
to further a scheme-whether it originated in the mail. by telephone, or on 
the Internet The use of the U.s. Mail is what makes it mail fraud. 

• If evidence of a postal violation exists, Postal Inspectors may seek 
prosecutofial or administrative action against the violator. However, if 
money is lost through a fraudulent scheme conducted via the mail, 
Inspectors lack the authority to ensure you receive a refund and can't 
require that products, services, or advertisements-on the Internet or 
elsewhere-be altered. 

• Postal Inspectors base investigations or mail fraud on the nllmber, pattern, 
and substance of complaints received from the public. The Postal 
Inspection Service will carefully review the information you provide. We 
may share the information with other agencies when there is a possible 
violation within their jurisdiction. 

Medical Drugs and Medical Products Sold Online 

.i.,aw Enfd.:. CUltCllt Sensiti. ... ) 20 
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• Refer to Food and Drug Administration 
Phone: 1-888-463-6332 to request a complaint form 
Fax: 1-800-332-0178 fax your complain form 
Write: MedWatch 

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

Missing Abroad 
• State Department (202) 647·5225 

1-888-407-4747 

Missing Children 
• The National Center for Missing and Exploited Children (NCMEC), in 

conjunction with the U.S. Postal Inspection Service, U.S. Customs 

• 

• 
• 
• 

Service. and the Federal Bureau of Investigation, serves as the National 
Child Pornography Tip line. The CongreSSionally mandated 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 unsolicited obscene materia! sent to a child. Reports may 
be made 24-hours per day, 7 days per week online at 
ww~·v.(~}J?gr!jEEQ9",f.Gm , ~:{~~J.ni~§illQ~Lds.GQffi , or by calling 1-800-843-
5678. 

Mortgage Fraud 

• 

• Typica! mortgage and foreclosure scams: 

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

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

o Nominee loans/Straw Buyers - The identity of the borrower is 
concealed through the use of a nominee who allows the borrower 
to use the nominee's name and credit history to apply for a loan. 

o Fictitious/Stolen Identity - A fictitious/stolen identity may be used 
on the loan application. The applicant may be involved in an 
identity theft scheme: the applicant's name, personal identifying 
information and credit history are used without the true person's 
knowledge. 

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

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

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

" Air loans - This is a non-existing property loan where there is 
usually no collateral. An example of an air loan would be where a 
broker invents borrowers and properties, establishes accounts for 
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payments, and maintains custodial accounts for escrows. They 
may set up an office with a bank of telephones. each one used as 
the employer, appraiser, credit agency. etc., for verification 
purposes. 

'''Tips to avoid Mortgage Fraud 
• Get referrals for Real Estate/Mortgage Professionals. Check 

• 
• 

• 
• 

• 

• 

• 
• 
• 

licenses of industry professionals with state, county, or city 
regulatory agencies. 
If it sounds too good to be true, it probably is. 
Be wary of strangers/unsolicited contacts, as well as high pressure 
sales techniques. 
Verify the value of any property before proceeding. 
Understand what you are signing and agreeing to and do not sign 
any blank forms. If you do not understand , re.-read the documents 
or seek assistance from an attorney. 
Make sure the name on your application matches the name on your 
identification. 
Review the title history of the home you are anticipating to 
purchase before making the purchase. 
Know and understand the terms of your mortgage. 
Never sign any loan documents that contain "blanks." 
Check out tips on the MBA's website at 
f)~~p.LY.Yf.fl.:y.:.$~~mt'ft9.Gg~.Q~L~flJjd - porn for additional advice on 
avoiding Mortgage Fraud. 

Moving Company Hostage Freight 
• When 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 Safety Association (FMCSA) 1-888-
368-7238 or ~{#'!IJ.:.:?88-Q()T-SAFT.com 

National Sex Offender Public Registry 
• Individuals convicted of a sex offence are required by law to register with 

the local jurisdiction, providing their current address and contact 
information . A listing of registered sex offenders is available to the public 
on \.~J'Nw.nS()Dr .gQyj . 

Parental Kidnapping 
• The FBI doos 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 federa l kidnapping case. A parent cannot violate the federal 
kidnapping statute by taking their own child , even if state lines are 
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crossed , unless the individual's parental rights have been terminated in 
court I violation of a custody order is not a termination of parental rights. 

• NCMEC (1-800-843-5678) intakes reports of missing children, including 
children who have been concealed by a parent or other family member. 

"'The FBI will not work a non-custodial kidnapping unless there is evidence 
that the parent has taken the child out of the country. or unless the parent can 
provide: 

• A copy of the court order that states who has custody of the child . 
• An official letter from the district attorney or local police department 

requesting the FBI's assistance. 
• A copy of the warrant issued by the district attorney stating that the 

parent is in violation of the court order. 

• There are basically two federal criminal investigative options that may be 
pursued when a child is abducted by a parent and taken over state lines 
andlor outside the United States. 

1. International Parental Kidnapping Crime Act (lPKCA) of 1993: A 
violation where a parent takes a juvenile under 16-years of age 
outside oJJbe United States without the other custodial parent's 
permission. 

• Make sure that a missing person's report has been filed for 
child . 

• Contact Departmentaf State, Office of Children's Issues 
(OCI) 202-736-9090 (tel)1202-736-9133 (fax). 

• Have Child 's name entered into Children'S Passport 
Issuance Alert Program at Dept of State (202 .. 736-9156) to 
be notified if dept receives passport application for child. 

• Contact National Center for Missing and Exploited Children 
(NCMEC) at 1-800-843-5678. 

• Hague Convention 
No Custody decree needed. 
Submit Application to U.S. Central Authority (DOS OCI). 

2. Unlawfut Flight to Avoid Prosecution (UFAP) - Parental 
Kidnapping: In any parental kidnapping case, a UFAP - Parental 
Kidnapping arrest warmnt may be issued for the abducting parent 
who takes their child(ren) interstate or internationally. !D order for 
the FBI to assist with a UFAP :,varran!, the following criteria must 
be met: 
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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 fiees, 

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

• The local prosecuting attomey or pollee agency should make 
a written request to the United States Attorney for FBI 
aSSistance, 

• The United States Attorney must authorize the filing of a 
complaint and the federal arrest process must be 
outstanding prior to the time that investigation is instituted, 

• The FBI has jurisdiction IT, and only if, the victim is transported across 
state lines, If we are unsure if this has occurred we will often work them 
anyway, After 24hrs pass, the law presumes the interstate transport 
occurred, 

Passports 
• Stolen, Fraudulent, or information regarding passports should be referred 

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

PubliC Corruption 
· IL-______________________ ~ 
• A Public Corruption matter is defined as any criminal case, opened under 

any classification, wherein it is alleged that either a public official (either 
elected, apPOinted, or under contract), and/or a private individual, has 
been or is engaging in a corrupt scheme that involves either a direct or 
indirect abuse of the public official's trust and/or undermines the integrity 
of federal, state or local governmental operations, in violation of federal 
law. 

• Type of Public Corruption are: 

o Contract - Payment of bribes or kickbacks (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 
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• Improper disclosure of competitor bid information 
• Discretionary awarding of "no Bid" contracts 
• Approving false invoices or cost overruns for the bidding 

contractor. 

o Judicial - When an individual or organization seek to influence an 
act taken by a court by engaging in behavior that corrupts a 
member of the judicial system. 

• Reduction of bond or sentence 
• Waiving fines 
.. Dismissal of charges 

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

• Theft of items during an investigation 
• "Protecting" illegal activity 
• Leaking sensitive information to unauthorized parties 

o Legislative - Bribes or kickbacks to legislators, their staff, 
lobbyists, or consultants in eXChange for some action or inaction 
concerning pending or future legislation or policy. This may include 
any of the following. 

• Voting for/against legislation 
• Confirmation of an executive apPointment 
• Appropriation considerations 
• "Pay to play" schemes 

o Regulatory - Typically involves payments to public officials in 
exchange for some action or inaction pertaining to licensing, 
inspections, zoning variances, or other public documents. 
Regulatory corruption can include: 

• Failure to report violations of regulatory codes in exchange 
for something of value. 

• Fraudulent issuance of identification documents. 
• Improper issuance of identification documents. 
• Improper issuance of licenses (liquor, vehicle, construction , 

adult entertainment, etc.) 
• Alterfng zoning variances 

o Election Fraud - Elec1ion fraud can occur in state or federal 
election and encompasses activities such as buying votes, 
intimidating voters, voting more than once in an election, tampering 
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with ballot boxes, destroying ballots, or any other intentional 
disruptions of the polling process. 

Social Security Number issues 
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• If the complainant can provide documentation proving they are being 
disadvantaged because of the misuse of their SSN, they should contact 
the Social Security Administration. 

• Internet ~{:#.:!y -ssa.g9y'!.Q~g! 
Phone: 1-800-772-1 213, or 1-800-269-0271 
Write: Social Security Fraud Hotline 

P.O. Box 17768 
Baltimore, Maryland 21235 

Spam or Junk E-mails 
• Federal Trade Commission 

Phone: 1-877-382-4357 
Write: Federal Trade Commission 

CRC-240 
Washington, D.C. 20580 

Spam or Junk Facsimiles 
• Federal Communications Commission 

Phone : 1-888-225-5322 
Internet : www.fcc.90v 

Student Loans 
• Fraudulent loans or information regarding student loans should be referred 

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

Tax Fraud 
• Refer to IRS at irs.gov, where they will fill out a form 3949-A and mail in to the 

IRS. Fresno, CA. 93888 

Telemarketing Fraud 
• The Federal Trade Commission (FTC) enters all 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.S. and abroad. The FTC offers a 
telemarketing fraud hotline, as well as a website: 
1-877-382-4357 
:f.{0.~d~~L99Y 

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 
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Washington, D.C. 20554 

Travel Advisories 
• Department of State, 202-647--4000 
• www.TraveLState.gov 

Valor (Stolen) 
" Wearing, manufacturing, or selling any decoration of medal authorized by 

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

"LI ____________________ ~ 
Watch List 

· I 
~1--------------------~I~R~e~te~r~t~h~em~t~o~t~h~e'lr.r~a~ns~p~o~rt~a~t~lo~n~S~e~c"u .. r~I&~----~ 

Administration (TSA) .-. 866-289-9673 or the Terrorist Screening Cenler 
(TSC) - 866-872-5678. 

Wire Fraud 
• Defined as the use of electric or electronic communications faCility to 

intentionally transmit , blOQ . • in f, ". 
fraudulent activity. r 1 

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

\N'NW. Li$~n<M§llfl.t~L';Et:{ .. 

• USMS also apprehends federal fugitives. 
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o Public Access Line 
• What the field can expect from the Public 

Access Line 

• What the Public Access line expects from 

the field 
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Time Allotted 

Monday June 16, 2014 
8:00 AM - 9:45 AM 

9:45 AM·10:00 AM 

10:00 AM·10:30 AM 

10:45 AM • 11:15 

11:15 AM - 12:30 PM 

12' PM-1:15PM 

1:15 PM - 2:30 PM 

2:30 PM - 2:45 PM 

2:45 PM - 4:00 PM 

Tuesday June 17, 2014 
8:00 AM - 9:00 AM 

9:00 AM -10:00 AM 

10:00 AM - 10:15 AM 

1 

June 16-27 2014 , 
, , 

Room 

Admlnlstra:tive 
• Computer program set up of 609 

passwords and PKI cards 

Break 

Tour the in 
action. 

Observation Only Please, Questions 
will be addressed at a later time, 

PAL UC Introduction and Welcome 

PAL 

Lunch 

Cont. PAL Complaint Guide 

• Access and Use 

• Practice 

Cont. - Sentinel Access and Use 
Practice 

• How is Sentinel used in the 
PAW? 

Break 

PALU 
Al 

609 

609 

609 

609 
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10:15 AM - 11:30 AM 

11:30 AM -12:15 PM 

12:15 PM - 1:30 PM 

1:30 PM - 2:15 PM 

2:15 PM - 2:30 PM 

2:30 PM - 4:00 PM 

W.,dn,,,day June 18, 2014 
8:00 AM - 9:15 AM 

9:15 AM -10:15 AM 

10:15 AM - 10:30 AM 

10:30 AM - 12:00 AM 

21 

I Sentinel 
• USing SentInel as an , 

I Intelligence/Analytical , 
! database 
I 

• Analyzing Results 

Lunch 

Cont. Sentinel 

• Using Sentinel as an 

Intelligence/Analytical 

database 

• Analyzing Results 

Cont. Sentinel 

• How to draft a Sentinel FO-

71. 

• listen to calls and draft 
narratives. 

Break 

Cont. 

• How to draft a Sentinel FO-
71. 

• listen to calls and draft 
narratives 

Certification 
• How to search/when to use 
• Show Examples 
• Test 

Listen to Calis 

. 609 

609 

609 

Purpose 
Room (El) 

BSS Multi 
Purpose 

ass 
Purpose 
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12:00 PM -12:45 PM 

12:45 PM - 2:00 PM 

2:00 PM - 2:15 PM 

2:15 PM - 4:00 PM 

Th",..",. June 19, 2014 
8:00 AM -12:00 AM. 

12:00 PM -12:45 PM 

12:45PM - 2:15 PM 

2:15 PM - 2:30 PM 

2:30 PM - 4:00 PM 

Frlclav June 20, 2014 
8:00 AM - 10:00 AM 

lunch 

is it? 

• usinU asan 
Intelligence/Analytical 
database 

• Analyzing Results 

Break 

• an 

database 
• Analyzing Results 

Lunch 

Overview of Crisis 

How the Normal Job Flow May be 
Change/fAP 

• Boston Calls 

• Crisis Video 

Break 

Listening to Calls 
• Determining proper 

resolution 

• 

• 
• 

iJiand How is it 
usedin~gAl 
Searching 
Lagging I 

... 

601 

601. 

605 

605 

... .. .... . , 

,-----,-----------
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10:15 AM - 12:00 PM 601 

12:00 PM - 12:45 PM 

12:40 PM - 2;00 PM 

2:00 PM - 2;15 PM 

PM-3:30PM 

-4:00PM 

Monday June 23, 2014 
8:00 AM - 10:00 AM 

10:00 AM -10:15 AM 

10:15 AM - 12:00 PM 

-12:30 PM 

12:30 PM -1:00 PM 

1:00 PM - 2:00 PM 

2:00 PM - 2:15 PM 

<::> 
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• an 

database 
• Analyzing Results 

BREAK 

• ~;-;oa'r"aft .IL-:-:--:--' 
• listen to calls and draft a 

narrative. 

Alignment with a Mentor 

Practice Calls 

• Ustening 

• Correct ~~!lQW YP 0restions 
• logging I 

• Documentation to FO 

Job Shadow 

Job Shadow Mentor/Lunch/Break 

Job Shadow 

Break 

ii 
.. 

601 ii 
f .. 

601 

601 

, 609 Various CSRIS) , 
I 
I , 

PAL 

PAL i 
PAL 

PAL 

I 
r 

". , ... , 

.. 

------------------------------------------------ ~ 



2:15 PM-4:00PM 

Tuesday June 24, 2014 
8:00 AM - 10:00 AM 

10:00 AM - 10:15 AM 

10:15 AM - 12:00 PM 

12:00 PM -12:30 PM 

12;30 PM -1:00 PM 

1:00 PM - 2:00 PM 

2:00 PM - 2:15 PM 

2:15 PM - 4:00 PM 

Wednesday June 25, 2014 
8:00 AM - 10:00 AM 

10:00 AM - 10:15 AM 

10:15 AM - 12:00 PM 

5\ 

Practice Calls 
• listening 
• Correct fOrOW up r uestions 
• Logging in 
• Documentation to FO 

Practice Calls 

• Listening 

• Correct foHow up j Uestions 
• Logging i ~ 
• Documentation to FO 

Break 

Job Shadow 

Job Shadow 

Job Shadow 

--
Break 

Practice Calls 

• listening 

• Correct fOllOW up rueSlions 
• Logging in 

• Documentation to FO 

Practice Calls 

• Listening 

• Correct f~IOW uPf~uestjOn5 

• Logging i 

• Documentation to FO 

Break 

Job Shadow Mentor/Lunch/Break 

609 

609 

PAL 
I 

; PAl. 

PAL 

PAL 

609 

609 

PAL 

Various CSR(S) 

Various CSR(S) 

, , , , ... 

b6 
b7C 
b7E 



12:00 PM -12:30 PM 

1:00 PM - 2:00 PM 

2:00 PM - 2:15 PM 

PM-4:00PM 

Friday June 27, 2014 
8 :00 AM -10:00 AM 

Job Shadow Mentor/lunch/Break 

Practice Calls 
• listening 

• Correct fo~uestions 

• loggingi~ 
• Documentation to FO 

• Ustening 

;'1, 

b6 ~: 
b7C 
b7E 

PAL 

PAL 

609 

<::i L-__ -=::::~::::::::~~==::::c:o:rr:e:ct:f:O:II:O:W::U:p:q:u:e:~:iO:n:s::~.: .. : ... : .. :.:.: .. :: ... : ... =.~ .. = ... :::::::-------J 
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b7E 

-_ .. _ .. _- , .. , 
Correct F~1I0W up IQUestions 

, 
• 

I 
• logging I 

• Documentation to FO 

, 

10:00 AM -10:15 AM Break 
, , , 
I ----- _ ...... -

10:15 AM -12:00 PM Job Shadow Mentor/ Lunch/Break ! PAL , , 
12:00 PM -12:30 PM Job Shadow Mentor/Lunch/Break ! PAL 

I 
I 

12:30 PM -1:00 PM Job Shadow Mentor/Lunch/Break PAL 
_ •• ___ 0 •• _._ .... .._.-

1:00 PM - 2:00 PM Job Shadow Mentor/Lunch/Break PAL 
--+,.,-.,.,,.,-.,----1 

2:00 PM - 2:15 PM Break 

.... __ . .. 
2:15 PM - 4:00PM End of Training Party 601 Bring finger f~ods 

........ __ ..... _. .,. 

o 

o .. 

.,,,., -.,.,., . ., ----------------,.,----



o Training Schedule for 

Public Access Line 

July 14-25, 2014 

"""""""" ... "_.................................................................. ... ......... . ......... ...... . ...••...... _"-"-~_.~~--""." .... ""--". .."" •.... ,, ...................... - .". 



o 

0 

o 

" • • 
Time: Allotted 

Monday July 14, 2014 
9:00 AM - 9:30 AM 

9:30 AM -10:15 AM 

11:00 1M - 11:15 AM 

11:15 AM - 1:15 PM 

1:15 PM - 2:00 PM 

2:00 PM - 4:00 PM 

4:00 PM - 4:15 PM 

4:15 PM - 5:00 PM 

Tu,,,d,,yJuly 15, 2014 
9:00 AM - 11:00 AM 

11:00 AM - 11:15 AM 

11:15 AM - 1:00 PM 

1:00 PM - 1:45 PM 

1:45 PM - 3:45 PM 

July 14 -25, 201 4 
" 

AD Greeting 601 

Administrative 
• Computer programs set up w 601 

passwords and PKI cards 

Break 

Tour PAL and Silent Monitoring of ·PALU 
calls Al 
Observation Only Please. Questions 
will be addressed at a later time. 

Lunch 

PAL Complaint Guide 601 

601 

Break 

Communication Grammar Cont. 601 

601 

• How is it 

" 

AD Morris 

TBD 

TBD 

T8D 

b6 
b7C 

b7E 

I 

, 
I 



o 
PM-4:00PM 

4:00 PM - 5:00 PM 

11:00 AM - 11:15 AM 

11:15 PM -1:00 PM 

,0 
1:00 PM - 1:45 PM 

1;45 PM-3:45 PM 

3 :45 PM - 4:00 PM 

4:00 PM - 5:00 PM 

Thursday 17, 2014 

• 
.~ 
• L.....Jractice 

Break 

• Access 

• What is It and how is it used 
in PALU 

• Using Sentinel as an 

Intelligence/Analytical 
database 

• Results 
Break 

SUent Monitoring of Calls 
Observation Only Please. Questions 
will be addressed at a later time. 

Lunch 

Introduction 

• Access 
• What is It and how is it used 

• 
in Ph 
Usin san 
I nt.lngence/ Ana Iytlcal 
database 

• Analyzing Results 

Break 

I 

601 

PALU A1 

601 

601 

TSD 

TBO 

TSD 

TSD 

b6 
b7C 
b7E 

9:00 AM -10:00 AM • How to search and when to ()L-_________ -L ___ .~us=e __________ L_ __ ~ _______ ._ ............ .J 

.... 

:"",,,,,,,, """""""'" '" ~",,,:::::;:"",, ,,,,,,,,,,,,,,:: 

~! 
j 

I 
I 
! 

s .; 



O· .. 

o 

c 

10:00 AM - 11:00 AM 

11:00 AM - 11:15 AM 

11:20 AM -1:00 PM 

1:00 PM -1:45 PM 

1:45 PM-3:45 PM 

3:45 PM - 4:00 PM 

4:00 PM - 5:00 PM 

Fri,lavJuly 18, 2014 
9:00 AM -11:00 AM 

11:00 AM - 11:15 AM 

11:15 AM -1:00 PM 

1:00 PM -1:45 PM 

1:45 PM - 3:45 PM 

• Examples 
e " Test 

• Access 
• What is it and how is it used 

in PALU 

• 
Break 

601 

Silent Monitoring Calls PAlU 
Observation Onlv Please. Questions Al 
will be addressed at a later time. 

• 
I 

database 
• Analyzing results 

• ListEm to a call 

an 

• Determine appropriate 
response 

• log into appropriate 

Break 

Continued: 
Practice Calls 

lunch 

Silent 

Observation 
Calls 

Please. 

601 

601 

601 

PALU 

- ... 

TBD 

b6 
b7C 
b7E 

---------------- ------------------------,-"'-""~,.-"~'~,-,~-=. _ .•••••••••••• ~.~~~" . mv." " .•..•.... _ •• •• ~ 



b 6 
b7C 

<It:>; r ...... ~~~~ __ ~:~~ __ -+~W=i=II~~ _____ ...•.. t .. a .... I .. a.t.e .. r._t_im_·_' ____ f ................. _ ... __ .. +_ ........................ _ ""C 
3:45 PM - 4:00 PM i BREAK 

4:00 PM - S:OO PM Continued - Practice Calls 601 



c 

C; 
"'';-

Wednesday July 23, 2014 
10:00 AM - 12:00 PM 

12:00 PM -12:15 AM 

12:15 AM - 1:30 PM Job Shadow 

1:30 PM - 2:00 PM Lunch 

2:15 PM - 4:00 PM Job Shadow 

4:00 PM - 4:15 PM Break 

4:15 PM - 6:00 PM Practice Calls 
• listening 
• Correct fo~uestions 
• loggingj~ 

• Documentation to FO 

12:00 PM -12:15 AM 

12:15 AM - 1:30 PM Job 

1:30 PM - 2:15 PM lunch 

2:15 PM - 4:00 PM Job Shadow 

4:00 PM - 4:15 PM 

A1 

PAL 

PAL 
Al 

609 

Al 

PAL 

PAL 
A1 

4:15 PM - 6:00 PM Practice Calls 609 
• listening 
• Correct fo~uestions 

• Logging inL...J 
• Documentation to FO 

51 

b6 
b7C 
b7E 

I 
I 

I 



25,2014 
8:00 AM - 10:00 AM • Determining correct 

. resolution 

10:00 AM -10:15 AM Break 

10:15 AM - 12:00 PM Job Shadow PAL 

12:00 PM -12:30 PM Job Shadow PAL I 12:30 PM -1:00 PM Job PAL 

I 1:00 PM - 2:00 PM Job Shadow PAL 

2:00 PM - 2:15 PM Break I 

2:15 PM - 4:00 PM Training Party 607 Bring finger 

o 

o 

-~------""-""-:::-, -""-",,-,::_, -,,-"'_::::---------"'_ ........... . 



o 

o 

Job Shadow Schedule 

July 14, 2014 Class 

, 



o 
Job Shadow Schedule 

July 14, 2014 Class 

MundilY 14- Tuesday 15 wednesday 16 
(10:3S - 1]:OO) (No ,ob (11:20 - 1.3:00) 

Shadowin~) 

Il" :. • 

~, ' '. " 

• 

", ' , 

, 

, " ' 

Updated on: 2/17/20189:05 PM 

• 

Thursday 17 
(11 :20 . 13:00) 

Friday 19 
(13:4 S - 15:45) 

b' 
bOC 



o o 

Updated on: 2/17/20189:05 PM 

o 
b' 
b70 

'SWII' __ ,Jii1iU .. 8iJiiiit_mlNIiII~' __________ W'~j"'_. ___________ ,~ _____________ ...1 



..................................................... . . .. . . . . .. , ... '" ~""""_·A' __ ~"~""'"",....."."'= ,_ :::::::::::::: ~~~"'_'>.,=""'.-,,'_ : ::» ::::: ~",'>.",% .... ,,-; 

o 

o 

o 

Curriculum and 
Training Schedule for 

Public Access Line 
Aug. 11- Sept. 5, 

2014 

,--"'" --~ .. -......... -- .. ~""" ~ " .". . ..... ,"""""" ' " ---" ....•...•.•........... 



o 

o 

o 

Aug. 11 - Sept. 5,2014 
" . """ ... so. • 

Time Allotted 

Aug. 11,2014 
8:30 AM - 10:30 AM 

10:30 AM -10:45 AM 

M 

12:30 PM -1:15 PM 

PM - 2:45 

1:45 PM - 3:15 PM 

. 

ComlTlunication and Grammar 

I Break 

I 
Communication 
Continued 

Grammar 

• Determine Access 
• Computer programs -

Passwords and PKI cards 

• 
Administrative 

• Computer programs set up ~ 
passwords and PKI cards 

Room 

Cll.ab 

C1Lab 

C1 

3:15 PM - 3:30 PM Break 

3:30 PM - 5:00 PM 

ues,dayAug. 12, 2014 
8:30 AM - 10:30 AM 

10:30 AM -10:45 AM 

10:45 AM -12:30 PM 

.. 

NCIC C1lab 

• How to search and when to 
us. 

• Examples 
• Test 

Break 

ComplaInt Guide Cl Lab 

~ __ ~,,,,,,'m'= :::::::::: ~,""~ "" :::::::: ~,w ___ ::_:::_::::_:::""'_"~_''' ___ 

TBD 

b6 
b7C 

I 

I 

Ii 
? 

. ................ i 



C, 
"",/J 

o 

o 

12:30 PM -1:15 PM lunch 

1:15 PM - 3:15 PM Silent Monitoring. of Calls PAlU 
Observation only please. Questions 
will be addressed at a later time. 

3:15 PM- PM Break 

3:30 PM - 5:00 PM Silent Monitoring of Calls PALl) 
Observation only please. Questions 
will be addressed at a later time. 

Wedn.!Sd"y Aug. 13, 2014 
8:30 AM -10:30 AM I--.- L . ~nd how is it 

10:30 AM -10:45 AM 

10:45 AM - 11:45 PM 

11:45 PM -12:45 PM 

12:45 PM - 1:30 PM 

1:30 PM - 3:00 

3:00 PM - 3:15 PM 

3:15 PM - 5:00 PM 

21 

.... 

used in thEjP 
• Searching 
.~i 
• L-lractice 

Break 

Cllab 

to Sentinel C1 Lab 

• Access 
• What is it and how is it used 

in the PALU 

, lunch , 

Sentinel 
• Using Sentinel as an 

Intelligence! Analytical 
database 

• Analyzing results 

Break 

------~ 

Cllab 

PALU 

b6 
b7C 

I 
I 
!: 

I 



c 

o 

o 

Thursdav Aug. 14, 
8:30 AM - 10:30 AM 

10:30 AM - 10:45 AM 

10:45 AM -12:30 PM 

1:15 PM - 3:00 PM 

-3:15 PM 

3:15PM-5:00PM 

Friday Aug. IS, 2014 
8:30 AM -10:30 AM 

10:30 AM -10:45 AM 

10:45 AM -12:00 PM 

12:00 PM -12:45 PM 

12:45 PM - 2:45 PM 

2:45 PM - 3:00 PM 

3:00 PM - 5:00 PM 

Monday Aug. 18, 2014 
8 :30 AM -10:30 AM 

Sentinel C1 
• Searching Sentinel 

Break 

Sentinel Continued Cllab 
• Drafting a Sentinel FO·71 

Sentinel Practice C1lab 

job Shadow PALU 

• Access 
• What is it and how is it used 

in thrAlt.!~ 
• Usin san 

Intelligence/ Analytita I 

database 
• Analyzing results 

Break 

Practice 

BREAK 

Practic:e Calls 

• Access L __ ---l 

• how is it used 

Cll.ab 

Cllab 

Cllab 

b7E 

~~ _____ ~ ______ =~,,~. ________________ ~· _____ ",'_'~~"m·_'_"'_,~, ... -.-
"""""'''''''''' """,\0;;;;";; """""""",,','!! .. __ "'%"'''''''' , ":I .. ll." ~T.""':P"', - _> ? 



to 

o 

o 

10:30 AM -10:45 AM 

10:45 AM - 12:30 PM 

1:15 PM- 3:15 PM 

3:15 PM -3:30 PM 

3:30 PM - 5:00 PM 

2:15 PM - 4:15 PM 

4:15 PM -4:30 PM 

4:30 PM - 6:00 PM 

Wednesday Aug. 20, 
10:00 AM - 12:00 PM 

12:00 PM - 12:15 PM 

• 
in the PALU 

Usin~a5an 
lntel~alytical 
database 

• Analyzing results 

Break 

• 

• lunch 

Shadow 

Break 

Job 

• 
• 

listen to a caU 
Determine appropriate 
response 

• log into appropriate 

Break 

• Job Shadow 

• listen to a call 
• Determine appropriate 

response 

• log into appropriate 
Database 

Break 

""'" II 

Cl Lab 

PALU 

C1 Lab 

PAI.U 

C1 

PAll) 

,,-

b6 
b7C 
b7E 



-~,""" :: :::::::::::<: 

: ,. 0 

0 

12:15 PM - 1:30 PM 

1:30 PM - 2:15 PM 

2:15 PM - 4:15 PM 

4:15 PM - 4:30 PM 

4:30 PM - 6:00 PM 

Thursday Aug. 21, 2014 
10:00 AM -12:00 PM 

12:00 PM -12:15 PM 

12:15 PM -1:30 PM 

1:30 PM - 2:15 PM 

2:15 PM - 4:15 PM 

4:15 PM - 4:30 PM 

4:30 PM - 6:00 PM 

Fri,lav Aug. 22, 2014 
9:00 AM - 11:00 AM 

....... 
Practice Calls 

lunch 

Job Shadow 

Break 

Job Shadow 

Practice Calls 

• listen to a call 

• Determine appropriate 
response 

• log into appropriate 
Database 

PracticE! Calls Continued 

Break 

Job Shadow 

Practice Calls 

• listen to a cal! 
• Oetermine appropriate 

response 
• Log into appropriate 

Database 

11:00 AM - 11:15 AM Break 

C1 

PAW 

C1 Lab 

Cl Lab 

PALU 

b7C 

o L-__ 1_1_:1_5_A_M __ -•. 1 .• :0_0_P_M ___ •• _L-pr_a_ct_i_ce_c_a_I_1s_c_o_n_ti_n_u_e_d ___________ Lc __ l __ La_b ____ ~ ______________ ~ 
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Lunch o 1:00 PM - 1:45 PM 

~-----I----.-... -...... ------. 
1:45 PM - 3:00 PM Job Shadow 

--f-----f----.--.--
PALU 

3:00 PM - 3:15 PM Break 

f----,-,,---,---+-:-.----- .-.. ---......... ----.--l-:-:--,----+----.... --........ ----1 
3:15 PM - 5:00 PM Job Shadow PALU 

o 
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0 Desktop Reference 
Public Access Line 
Revised 10/2015 

• FBI, CJIS Division & PAL Unit; Mission I 
Statements and Guiding Principles 

• Federal Bureau of Investigation; 

0 Mission Statement 

• Criminal Justice Information Services 

. (CJIS) DIV.; Mission Statement 

• CJIS Division; Guiding Principles 

• Public Access Line Unit; Mission 

Statement 

• Public Access Line Unit; Guiding 

Principles 

















Quick Reference 
Sheets 

b7E 



Counterterrorism 

Division 
· ~I ______ ~------------~ 

Field Office Assignments 

· I~------------------~ 
Region Map 

b7E 



1~"'\~ '-) NCIC 
• NCIC Queries - Criminal History 

• NCIC Record Abbreviations 

• NCIC - Vehicle Registration Queries 

• NCIC - Driver license Queries 

• NCIC Queries - Gun Query 

• NCIC Queries - Securities Query 

o 

o 



(I 
, 

<' 
! 

--------------.---.-.---.. --..... ---
NCiC QUERIES - CRIMINAL H!STORY b7E 

NATiONAL (rUME INFORM,<\TION CH'lTER 

I 
• .1 



NCIC RECORD ABBREVIATIONS 

M KE: rnessage key (example: Wanted Persof) ~CalJ!.ion) 

ORI; originating agency identifier 

NAM : name 

SEX: sex 

RAe: race 

pos: placf.' of birth 

DaB: date of birth 

HGT: height 

WGT; w!'! ight 

HAl: hair 

FBI : number assigned if arrested & fingerprlnt.ed 

CTZ: citizen 

SKN : skin 

SMT; scars, marks, tattoos 

FPC: fi ngerprint classification 

MNU; rniscell3neou5 number 

OA : state/locai issued LD. 

soc: social security number 

OlN : operator' s license number 

Ol Y: year license expires 

OFF: offense 

OOC: original offeme dassifici:ltkm 

, , 



DOW: date of warrant 

OCA: original agency case number 

WNO: warrant number 

ADD: address 

MIS/C: misce~ianeous!caution 

IMN: image numbu 

IMT: image type 

OTE: date & time entered 

DtU: date & time ia::,t- updated 

IMR/MNAM: im<.lgc name 

DOt: date.· of image 

NIC: NCIC number 

Dle: date of last contact 

MNP: missing person 

BU: blood wpe 

FPA; footprints avaiiabie 

BXR: bOdy x-rays 

VRX: vision 

JWT: jE'wi?:iry 

MNP/CA: child <::bduction 

PtN; per-son with information 

GNG; gang tvP,:' 

DOP: date purgf.' 

CON: r.:anvict\on date 



'''-,,'','','',~ :::: ""» ,,» ::::'''''-.,»''''~,'->.''''''''''''',~~~::.,::.::.::,.::.,::~~~",~-.,.,~",,,,,,,,,,,,,~~~.::.:::.::*:::*::*::*::*::*::*_~ .• ="-"'-"-"-"''''''''W>,,~~~.* •• :::.::*:::* •• ::: ••• :::.::.:::. __ """'="--.,._~~~~~~ ••••• , ••• w_, -J 

( 

,.) 

ORO: date ordered tl!"l me 

OLD: location of DNA 

SID: state J.D, 

BHN: boat haul number 

110; internet LD. 

AOV: age of" victim 

SOV: ~,e-x of vktim 

ROV ; reiationship to victim 

PPN: protected person 

VIN: vehicle identification number 

LIe: license plate number 

DCA: originating agency case number 

I 
! 
{ 
;00 
;0: 



NCIC-VEH!CLE REGISTRATION QUERIES b7E 



--------------_. __ .. _-----
NClC- DRIVER LICENSE QUERIES b7E 

NATiONAL CRiMt Iw"oRM/\TlON C[:NTi::K 



NC!C QUERIES - GUN QUERY b7E 

: 

II 



---.-.----.-. ---------------
NCIC QUERIES - SECURITIES QUERY b 7 E 

<: 



o 

• Queryin~ I 
• PAL Unit Training 2015; QueryingD & 

Interpreting Results 

b7E 

I 





o Avaya Reason Codes 

I 



I 
~ . " 

, .. ........ .......... ...... · .. ··········1 

, , 

AVAYA REASON CODES 

• GO READY - means you are JvaHable to take !!ve incoming call" 

• (;00 t.JOf Hb\ DY -

• AA .Unavail<'lble (3D) 

• AA ... Work (4-0) 

• Break (22) 

• Lunch (19) 

• Meetings (26) 

• Training (25) 

• Dratting an FD-71 (70) 

b7E 

• SET ACW CODE· (MI.", c.11 Work) 

• After Can VJork (24) .... for di:lt~base queries, filling oHtD eK 

, 
i ". __ ._ .. " ........... ' 

! 
f 
! 

, 
! 
I 
! 

I 
I 

I 



o 

o 

o 

Quick Reference 

Guide 

. FBI - WV Call Center 

; 
i 
! . 
t 

I 
! 
Ii 



QUICK REFERENCE GUIDE 

FBI - WV CALL CENTER 

Keep thi~ Quick RMeff.i11Ce GI.i!oe (QRG) nearby for easy rMelf.ir.ce to etredIVI':!Y uli!il.f.i l.an9U~ln(~ Ul)e~ ' 
Over··tflc~phot)e !nl.erprrdatinn ServiGe. 

WHEN RECEIVING A CALL: 

1. Use Conference Hold to plilGf~ the limited Enghstl speaKer on hold. 
2. Di"i : 1-866-874-3972 
3. Enter 01) your telephone keypad or provide the repmsentative" 

You mfiy pre!}s 0 {)f slay II i~ 'itl h '.<..!a!X:C m [fflytimc: 

• 6·drgit Client 10:':-,-___ -' 
.. Pr!~S5 1 fOf Spanish 

• Press 2 for ali other languages ;ctnd speak the !lam {" Itle lanijUage Y(lu 1100d at the prompt. 

• Enter Your: A ccess Code (AU shifts: 
Do not begin yow nwnNH Wit/I a zero. L __ --' 

An Interpretm wi!! 00 conn~;:!{;t~.Jd to the Gail. 
4. Brief the Ink:rprl?ler, Sllmmari7.e what you wish to accomplis!) <:md r;ive any :'>peci;11 

;n:-;tn.lction~. 

5 ADD THE Hmited·[NGUSH SPEAKER t" the ""0. 
S S;)y ~End 01 Cair to the interpreter when th~) cali is wmplcled 

NOTE: When pla(~1fl9 a Gall ir) ~~ lim;ted--Engllstl spe(~ker , begin at Step 2. If yO\} need assistanGe plaGU19 a 
f,ali to a !il~lited·ETt\l!ish speaker, pk;<)se inform the in tr~rpret0r cll Ulf...' l>eglfHlinfl of Ih!~ call 

IMPORTANT TIPS: 

UNKNOWN LANGUAGE -- If you dQ not know whi(,h tangulfge to request, our repreoontati'.l0 wil! hi~!p YOli 

LINE QUAUTY PROBLEMS ... If you have problems before re<)ctltng (.1 rf~presentative. prl~SS "0" [0 be 
lransf(~rred . If there is a sound quality problem, <'.I~>k lile mpresentative to stay on the line to check fOf sound 
quality If you ha'.l fJ problfiTnS connectin9 lO an Interpreter cal! Customer Ser'.lk~ <'111-800-752·-6096. 

W ORKING WITH AN INTERPRETER - Give 1M lnterpret[~r specliic questions 10 relay, GfOUp your thoughts 
Of que$liom~ to !)i.~lp converr.aHon flow qUlckly . 

LENGTH OF CALL .~ Expft)Cl interpreter! commenls to run a bit longer than Eng lish phr::1S0S lotl'>rprdm;~ 
convey rnO<.'loiog·for .. rneaning. no! word··for~word. Concepts familiar to English spe'.lkero ofteri require 
expla!'l<1tion or elabomtion In other langu;'!9f~S ,lnd cultures. 

INTERPRETER IDENTIFICATION - Our Interpreter~> idwti!y lhemselw.!s. by first n3rW! ~n(j numher or~ly rr..~r 
masons of confidentlaiity, Ulf.JY do nol divulfl0 either their f!.lI! nam(~s Qr phone number. 

OEMONSTRATION LINE To hew a recordf.!d demonstra tion 01 o'ler·the·phorl!'; inll'.Jrpretal!on call our 
derl"l()!)stratiorl ti!)(~ m 1~800-996·,88Q8 or visft our web:o,i!e at \V'.-vw.larJgwageUne.com 

DOCUMENT TRANSLATION .-. We a150 prO'lide written trans.lallan servicfJs, lor more information please 
contact our Document 'f ri'mslation Department at 1-BB8~763-3Y>4 or emai! translation@langIJage!ine.com. 

~ 
j CUSTOMER SERVICE ... To provid~~ feedtlack. (xJ!Ylrnend ,m Interpreter, or report ~H"ly t>~~lvice concerns, r.:(~1! 

CW.>tl)ITu:;r SHlvice a! 1 '"800 .. 752~6096. 

www.LanguageLine.eom 

RI?visiun: 03/201; 
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COMMON PHRASES IN SPAN ISH FOR IMMEDIATE RESPONSE 

,'---"-- ""--"'---
SPANISH PHRASE PRONUNCIATION KEY ENGLISH PHRASE 

...... " ...... ~ , -_ ... _._ .. __ ... __ ..... - ............. - ........ ............ .... _--
JHa~~.a_'_'_ng_I~.:.?_ .. ___ .. _______ ~, Do you ~:ak Engli,:h ? ___ ,, ___ ._~~.a_h_-b~_ah_'_e:_n-g~:~:.?. __ 

No hablo Espanal 1 don't speak Spanish No hah-bloh es·pahn-yol 
------~-~~~-----,-~ 

! Un momento per favor One moment please oon moh-mehn-toh pohr-fah-vor 

"eli')l es su nombre? What IS your name? Qual- es 500 nom-breh? 

, Regreso en u~._~.~~ent~ _____ l "n be back in a mc~ent _. ___ .. _ ... ;-~eh-greh-soh en" 001'1 moh-mehn-toh 

; ,Me permite buscarie ayuda? i Will you allow me to get you help? ' meh-pehr-rnee·teh boos-kar-Ieh ah-yoo-dah? ........ _-... ------ --... -.-.~ ....... .............. _- .........•• _-- ._ ...... __ .... '" .. _ ... - ....... ........... _._ .. _._. __ ... __ ...... _-_.... . .... ,_ .... , 
i ,Puedo poner!o en espera? ; May I place yOI) on hold i f'oo-eh·doh po .. nehr-Ioh en es-peh-rah? 
;-__ ._ ....... _ .................... _ ....... 4- ._. __ .. _ ..... _._ ................. _._ ..... _ .. _.... , ......... _ .... _ .• 

, Ahorita regreso 11'11 be fight back Ah-oh-rih-tah reh·grell-soh 
----------""--"'''- ---""",,,-,,'-"---

Par favor hable mas despacio. 

lEntiendes? 
----~, 

$1 

No 
"--" 

Please speak slower, pohr fah-vor, ah·bleh mahs dehs-pah·see-oh 

Do you understand? Ehn-tiehn-dehs7 
~~------------~ 

, Yes See 

No No 
----' - '''---,,------ --_."._---'"---''' 

•• "If you hear WO!'ds like A,TAQUE TERRORISTA (terrorist attack), BOMBA (bomb). PElIGRO (danger), AYUOA (help), SfCUESTRO 

(kld(lay~ling! ' " PLEASE LET A SUPERVISOR KNOW 



PHONETIC ALPHABET 

A - ALPHA N - NOVEMBER 

B - BRAVO 0 - OSCAR 

C -CHARLIE P - PAPA 

0 - DELTA Q - QUEBEC 

E -ECHO R - ROMEO 

F -FOXTROT S - SIERRA 

G - GOLF T -TANGO 

H - HOTEL U - UNIFORM 

I - !NDIA V - VICTOR 

J - JULIET W - WHISKEY 

K - KILO X - X-RAY 

L - LIMA Y - YANKEE 

M - MIKE Z -ZULU 



o o o 

STAITA8BREVIATION$ 

Allioama Al LOllisiana LA Oklahom~ 0' 
Al .. ska Ak Maine "" Oregoll OR 
A{{zona Al Marylilnd MO P.ennsytvania PA 
Arkansas AR Massachusetts "'A Put'_rto Rico PR 

California CA Mid'llij<ln MI Rhode Island RI 

Colorado CO Minne~otll MN South Caroli'la 50 
, 

ConneClkur CT iMississippi M5 South Dakota 50 
~Iav.'ilre DE N'hs~uri MO 'TenI'leSS~ TN 
Oimkt of Coiumbia DC MOnlana MT Texas 1')( 

Florida Fl Nebraska , N' Ut .. h UT 
Georgia GA Nevada i NV Vermont VT 

11awah HI New H<Jmpshlr~ NH Virgir'll<l VA -- - ---
Idaho 10 New Jers.t'y NJ W~~hiJ1&t()n WA 
Illinois Il New Me)(ico NM West Vir iniil WV 
Ifldiana IN New York. NY Wisconsin WI 
~w, I. ;Ncrth Carolina NC '.Vyoming'NY WY 

KAnsas KS INonh Dakat" NO 
Keutuck., KY Ohia OH 

---------



JULIAN DATE CALENDAR 
PERPETUAL 

""o'-:"b.. 

'K~,~) 



-,-- , , ""..., ~."" '''== """""'" , 

(lay Jan Feb 
""1 001 032 

.2 002 033 
3 003 034 
4 004 035 
5 005 036 .. '-'-" ~"'¥'" 

6 006 037 
7 007 038 
8 008 039 _ .. . 
9 009 040 . 
10 010 041 
11 011 042 
12 012 043 .-. 
13 013 044 
14 014 045 
15 015 046 

( "'-3 6 016 047 
&17 017 048 

18 018 049 .. 

19 019 050 
20 020 051 
21 021 052 
22 022 053 .--............• 

23 023 054 
24 024 055 
25 025 056 

26- 026 057 
27 027 058 
28 028 059 
29 029 060 .. --... 
30 030 
31 031 

o 

Mar 
061 
062 
063 
064 
065 
066 
067 
068 ... -.• -... -....... 
069 
070 -071 
072 
073 
074 
075 
076 
077 
078 
079 
080 
081 
082 
083 
084 
085 
086 
087 
088 
089 
090 
091 

JULIAN DATE CALENDAR 
FOR LEAP YEARS ONLY 

-
Apr May Jun Jul Aug Sep 
092 122 153 183 214 245 
093 123 154 184 215 246 
094 124 155 185 216 247 
095 125 156 186 217 248 
096 126 157 187 218 249 -....... .... ..... -.. -_ .. . .. " .. 
097 127 158 188 219 i 250 
098 128 , 159 ! 189 220 251 
099 129 160 i 190 221 252 .. -.. ~. 

100 130 161 191 222 253 .... 

101 131 162 192 223 254 
102 132 163 193 224 255 . 
103 133 164 194 

•••• _ •••• ¥ . ... - .... ..•. ~" 
104 134 165 195 226 257 
105 135 166 196 227 258 
106 136 167 197 228 ! 259 .. -._.- ._ ....• 
107 137 168 198 229' 260 
108 138 169 199 230 261 
109 139! 170 200 231 262 

Oct 
275 
276 
277 
278 
279 . .. 
280 
281 
282 . .......... -
283 _._-
284 
285 

86 
287 
288 
289 
290 
291 
292 

.'-'" . "."._ .. 
110 140 i 171 i 201 232 263 293 
111 141 172 202 233 264 294 
112 142 173 203 234 265 295 . -.... 
113 143 174 204 235 266 296 ._ .... . .......... -
114 144 175 205 236 267 297 .. 
115 145 176 206 237 268 298 
116 146 177 207 238 269 299 ..... -.-... ~-.. -. .. .... -.. -...... .... -. 
117 147 178 208 239 270 300 . 
118 148 179 209 240 271 301 
119 149 180 210,241 1272 302 
120 150 181 1211 ·242 273 303 _ .. _ ... -. -
121 151 182 · 212 243 274 304 . . .. 

152 213 244 305 

Nov Dec 
306 336 
307 337 
308 338 
309 339 
310 340 . -.............. 
311 341 
312 342 
313 343 
314 344 
315 345 
316 346 
317 347 -.. ~" .. --- .. •••••• •••••• ¥ 

318 348 .. _-
319 349 ....... -
320 350 
321 351 
322 352 
323 353 
324 354 ... -
325 355 
326 356 
327 357 
328 358 
329 359 
330 360 
331 361 
332 362 
333 363 
334,364 . .............. _ .. . .... -
335 365 

366 . •.. ... 

USE IN 2004, 2008, 2012, 2016, 2020, 2024, ETC. 

p"~y 
1 
2 
3 
4 .... 

5 
6 
7 
8 --9 
10 
11 
12 
13 ... _ .. _-
14 j 

15 i 
16 I 

17 
18 
19 
20 
21 
22 
23 
24 
25 .. 
26 
27 ! 

28 
29 
30 
31 



PACIfIC 
3PM 

L 

1",,'v"4, 

"'" h ,y/ 
'1jW~,11t 

- - .~~ 

.MOUNTAIN 
HM 

(9 

r 
_r-'(",,~ 

r=::e:~r}~T~~"'"' 'J\..... ,,.- ..... 
J , 

\ , 
\ 

C A IV' ADA . 

CENTRAL 
iPM 

NES 

~"'" ~,., ... > "'" 

-..... O'rfi90' ! ..... 



o 

.1. 

.- - .-
AlUl . - _ .. ._. - ._- .-OfFICES . ..-. .- .~-. -- ,,-" ~ ... -. - ~r ....... _ .-. 

o 
FBI FIELD OFFICES AND RESIDENT AGENCIES 

.t. 

._- . .-- " ... -. - ..".,. ........ ._ . . _- ..... _ .. .-. _. .. ' ........ ._-.. ,-, .. .. - . _-._- .. _--

,. 

"--. -.. --."" .-.. __ .... . -

~.oc Cf!q n~ """.>-'1 
""""!» M 1I-13-1'\1l:l 3061 

.. - ._-. .... . _-.- .. _--· - .. ... -• .,- .. .. ," .. · ..,,,-, .. .-
.'-.. _ .. 

o 

'' -

--45 -_ ...... 

!4 ~::;: ... . --....... ~ .. 
>< ~,~-,.~-

.. ,.., 



b" 

NONE = No Recording S.O.l. "St,)~ On line 
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" 

" 

--- ---



o 0 0 
STATE AGENCIES 

ALABAMA Highway Patrol 334-242-4371 MONTANA Highway Patrol 406·444·3780 

ALASKA State Troopers 907·269·5511 NEBRASKA State Police 402·471·4545 
ARIZONA Highway Patrol 602"223-2504 NEVADA Highway Patrol 775-687-5300 

ARKANSAS State Police 501-618-8000 NEW HAMPSHIRE State Police 603-2 23-3856 

CALIFORNIA Highway Patrol 800-835-5247 NEW JERSEY State Police 609-882-2000 

COLORADO State Police 303-273·1884 NEW MEXICO State Police 505-827·9300 

CONNECTICUT State Ponce 203-630-5640 NEW YORK State Police 518-783-3211 

DELAWARE State Police 302-739-5901 NORTH CAROLINA Highway Patrol 919-733-7952 

flORIDA Highway Patrol 850-410-3046 NORTH DAKOTA Highway Patrol 701-328··2455 

GEORGIA State Patrol 404-699-4368 OHIO Highway Patrol 877-772-8765 

HAWAII Sheriff Division 808-587-3621 OKLAHOMA Highway Patrol 405-425-2285 

IDAHO State Police -884-7200 OREGON State Police 503-378-3720 

ILUNOIS State Police 847-294-4400 PENNSYLVANIA State Police 717 -783-5599 

INDIANA State Police 317-232 ·-8280 RHODE ISLAND State Police 401-444 -1000 

IOWA State Criminal Invest. 515-725-6010 SOUTH CAROLINA Highway Patrol 803-896-7920 

KANSAS Highway Patrol 785- 296-6800 SOUTH DAKOTA Highway Patrol 605-773-3105 

KENTUCKY State Police 502-782-1800 TENNESSEE Highway Patrol 731-668-9645 

LOUISIANA State Police 225-925-6006 TEXAS Highway Patrol 512-424-2000 

MAINE State Police 207-646-7200 UTAH Highway Patrol 801-887-3800 

MARYLAND State Police 301-729-2101 VERMONT State Police 802-241-5000 

MASSACHUSETTS Stat.: Police 508-820-2300 VIRGINIA State Police 804-674-2000 

MICHIGAN St<lte Police 517-332-2521 WASHINGTON State Patrol 360-596-4000 

MINNESOTA State Patrol 651·201-7100 WEST VI RGINIA State Police 304·746-2100 

MISSISSIPPI State Bureau of Invest. 601-987-1435 WISCONSIN State Patrol 608-266-3212 

MISSOURI Highway Patrol 573-526-6112 WYOMING Highway Patrol 307-777-4301 



0 0 0 
F£1>EMt. & STAlE il~ REFERRAlS BV IELDOFFICE 

FIELD DIVISION An Attorney General OEA ". PHH' SEOUT SfRVlCE US MARSHALS 
Albany, NY 646-H5-9OOO 518-47 .. ·1]30 212-331-3900 888-3J2.7141 212·264--<1600 118-5.40-1000 ilS-260·OJOO 

Albuquerque, NM GC)2-776·5400 :.05·627-6000 713-69].30;)0 800-887-6%3 214·767-3301 505-2~5290 505·346-6400 

Anchorage, Ai< 206-20·0205 907...0165-2133 206-553-S:A3 800-424":372 206·61S-20l0 907-271-5148 907·271-5154 

Atlanta, GA 4()4..417 ·2500 404-656-3300 4QJ.-893-iOOO SQO.24 1· 1754 .1()4·562-7883 4Q.1-331~111 404 -.Bl-6833 

Baltimore, MO 443-965-2000 410-576-6:roo 202-305-8500 800-4.~-;a14 215-861-4633 .143·26..HOOO 41o-962-21l0 

Birmingham, Al 615-565·1400 33':-242-7300 5~·s.;O-1100 800-24 1-1754 404-562-1838 205-731-1144 205-307· 7300 

Boston, MA 617-557-1200 617·1Z;·2100 617-557-2100 SS8·372-1341 611-S65-ISOO 617-565·5640 617-748-2500 

Buffaio. NY ~6·33S-9000 518-474-7330 211-337-3900 87?-2!>1·457!> 212-2~·46Q(l 716-55[·4401 716-348-5300 

Charlotte, NC 704·716-1800 919·716-6400 404-893· 7000 800-241·1754 404-562-1888 704-442·8)70 704-350·8000 

Chlcago, il 312·846·7200 3n·814·3ooo 112-353·7375 8OQ..62l-S431 312-353-5160 312-353·5431 312-353-52.90 

Cincinnati, OH &14-827-8400 614-456-4320 313-234·4000 800-621 ·8431 312·.)53-5160 513-6&4-3585 614-469-55':0 

Cleveland. OH &14-827·8400 614-466-4320 31~·234·4000 800.621·8431 312·353-5160 216-750·2056 216·522-2150 

Columbia, SC 704-716-1800 803-i34·3970 404-893-7000 800.241-1754 404-562-7888 864-233-1490 803·765-5821 

Da!!as, TX 4G9-227·4300 S12-4(,3·1tOO 214·3&6-6900 SOQ.881-6063 214-167-3301 972--868--3200 21~·767.(\836 

Denver, CO 303-!,7:;·7600 72()"SOS·GQOO n0-895-4040 8OQ.22J.8917 JOH44-3372 303-850-2"100 303-335-3400 

~troit. MI ;U3··202·3400 S17-3"l3-1110 313-234-400.1 SOQ.62l-8':3] :312· 353-5100 313-225-6400 313·234-5600 

E! Paso, TX 469-227·4300 512-463-2100 .915-S32-6OOO 800-887-6063 214·767-3301 9 15-532-2144 210·472-6540 

Honolulu. HI 206-204·:3205 808-586·1500 213·621-6700 866-372-9378 415·4.n -8500 8OB··S4H91:;: 808·541-3000 

Houston, TX 281-716·8200 512--463·2100 713·693-3000 800-887-6063 214·767-3301 713-86&-2299 713-718-01800 

Indianapolis, IN 614-827·3400 317-H2-620 t 312·353-7875 800-621-8431 312·353-5160 317-&35-642C 317·226-6566 

Jackson, M5 504-841-7000 601-359·3680 5Q4-84G-nOO 800-241-1754 404·562-7888 601-965-40136 001-608-6800 

Jar.k~cnviUe, Fl 813-202-7300 850-0114-3300 9~·66G-.!SOO 800-241-1754 011)4 ·562-7888 90.:-19&-0133 850-94:.1-8400 

Kansas City, MS 816-559-0700 573-751-3321 314-538-.!600 8OO-1B-Q425 816·426-2821 816-460-0600 81&-512-2000 

Knoxville, TN 61~-565-1400 6!S-74j-349l ~·893-7ooo 800-141-1754 0104·562-7888 865· 545--4627 865·545--4182 

la$ Vegas, NV 925-551-2800 775-684-1100 2U621-67QO 866-372-9378 415·437-8500 702·868--300Cl 702-388-6355 

Uttle Reck. AR 504-841-7000 501·682-2007 5{i4·840-1100 800-88;-6063 214· 767-3301 SCl· 324-624] 501-324-6256 

los Angeles, CA 818-265-2500 916·445-9555 213-621-67QO 866-372-9378 415-437-8500 2U8344330 213-894-6820 

louis¥llie, KY ~2·]53-3400 502·696-5300 313·234-4000 800·241·1754 .104·562-7888 502-582-51 n S02-5SS·8000 

Mel1lphis, TN 615· 565-1400 615·471-3491 404-893-7000 800-241-1754 404-562-7888 901·544·0333 901-5A4· H04 

Miami, Fl 305·597-01800 350-414-3300 954-660-4500 SOO ·241·1 754 4M-562·73BS 305-353·5000 78&-.:33·6l4O 

Milwaukee, WI 651·72&0200 608·266-1221 312-353·787~ 800-621·8431 312-)53-5160 414-297-3587 414·291·3701 

- - ----------------,--------------------~ 



o o o 

MlMneapofis, MN 651·726-0200 6)1·?~6-3353 3,l~-3B-1875 800·621·8431 3:l2·5~3-S150 61:t.348-1800 612-664-S9OC 
Mobile, Al 615·565-1400 334·1·rZ-7300 504-840·1100 S0(}'24Ul54 404-562·7&88 251·441-5851 251-690-2841 

New Haven, CT 617-557-1100 860·808·5318 617-551-2100 888-371·73<11 617-565-1500 20)·865·2449 ~O.H73·~107 

New Orleans, LA S04-S41· 7000 225·326·6000 50<1-840·1100 800-887-6063 214-767<BOl 504-841·3260 50<1-589 ·6079 

New York. NY 646-335·9000 518474-7330 212-337-3900 877-2514575 212-264· .. 600 718-8:.:).1000 212-Bl-7200 

New~rk. NJ 97341H1"19 609·292-4925 973· 77G-llOO 877-251-4575 212-264-.1600 973-91B1OO 973-645-2404 

Norfolk, VA lO:1.-648··8010 804· 786-2071. 202·305-8500 500·<\3R-2474 2tS·861-4633 757.441-3200 540·857-2230 

Oklahoma Oty. OK 469·227-4300 405·521-3921 214·)66-6900 800·887·6063 214·767-3301 4D~·272{)630 405·231·4206 

Omaha, NE 816-~~9-{)700 402 ·471-2682 3j4·~38·4600 800·223·042, 61&-4~6·2821 <102·965-9670 ~2·l21·4781 

PhIladelphia, PA 215--446--1800 717·787·3391 2]5-861·347" 8(X)..i38·2474 2l5·861·46.;l3 21~·861·3300 215·597·7173 

PhoeniX, AZ 602·7i6-5400 602·5012·4266 U02.(,6.!·5600 855-372·9376 4j5-437·8SOO 602·040·5580 602·382·8:>65 

Pittsburgh, PA 215-446-7800 717·787· 3391 215-861·3474 800-0138·24701 215-861-4533 412-281·7825 412·644·3351 

Portland, OR 2.06-204·:3105 503·378·6002 206·553·5443 800-424·.\372 206·615·2010 503-326-2162 S03·326·2ZiJ'1 

Richrnond, VA 202·648·8010 804·786· 20'11 202·305·8500 800438·2474 215·861-4633 804·592-:3086 S4G-857·n~o 

Sdcramento, CA 925-557·2800 916·445·955, 415·436·7900 866-372-9378 415·437·8500 9]6-325·5481 916·930--2030 

5alt Lake City, Ui 303·575-7600 801-538·96C(} 720--895-4040 800-217-8911 303-844·3372 801·524·5910 80l·524-S693 

San Antonio, IX 281·116-8200 512463·2100 713·693·3000 SC?887·6063 214·767·3301 210--308-6220 21O·472·554() 

San Diego, CA 818·265·2500 916-445-9555 856-616-4100 866-372-9318 415·437--8500 619-5~7·5640 619·557·6620 

San Francisco. CA 925·557·}.SOO 916·445·9555 415·436·7900 600·372-9378 415·437·8500 415·~76--1:ZlO 415·436· i677 

San Juan, PR 305·597-4800 oj, 0/' 877·251-4575 212)64-4600 305-86'3-5000 787·7£>6-6000 

Seattle, WA 1.06·20<:·3205 360·753·6200 206·5S~·.S443 800-42.1-4372 206·615·2010 206--5~J..1921 206·310·8600 

Springfield, IL 312·846-7200 31:1:.814-3000 312·353·7875 800·G21·8431 312·353-5]60 217-726--8453 217·492-4':'30 

St louis, MO S 16·559-0700 573·151·3321 31~·538·4600 6OQ·22Hl425 816·425-2811 31"-534-2238 314·539·2212 

Tampa, FL 8.13-202·7300 850·414· 33OC 954·66()..4SOO SOO-l41-1154 404·562·1888 813-228--2636 813-485·4200 

Wa~hington, DC 202·648·8010 nfa 202·305·8500 800·438·2474 215·861·4633 202·406-8800 20:::-616·8600 

----- -
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Public Access Line 

Training Schedule 

10/24/2016 to 
11/07/2016 



o 
D!\TE 

10:'24/2016 

M,>l1ility 

10125f2(}i 6 

Hlf2612016 

lOi27flO!6 

!()i2S/2010 

TIME 

'I 

" 
~:-15rrn . 5:JOpm 

2:4~pm. j:.lOpm 

:.' I 

:!5pm·5:30pm 

o 
SEGMENT:TOI'IC PRESEN f ER o=J 

Week HI 

' " 
" 

" " " 11 

" b' 
'I I 

b'C 
M('U'Ning b" 

,I 
, , 

I 

Memoring 

,\'kntClr ing 

-------------------------~--~ 



o 

FridAy 

Wed .. *'2 

IOl.iln016 
Monday 

I 

I 

! :30pm . :5:JOpm 

" . i 

Meruoring 

o 

b • 
b7C 

b" 



o o 
I !f!/20J6 

Tue~ay " 

,I , I , 
I' 

, 1 
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. Set up Desktop Shortcuts 

Pin to Taskhar 

Internet Explorer 

Open a New Tab and Navigate Between Tabs 

Set up Favorites 

Send an Instant Messages on Skype (IMI 

Outlook 

Send/Read Email 

Set Up Folders in Outlook 

Add, Delete, and Replace Distrihution Usts 

Change Passwords (CJI5-Unet, FB1·Unet!OllUook Credentials) 

PAL Applications 

log in t1 
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Go t.o the CJl$&Unet Portal 

Go to the Share point Site 

Get to the FBI Home Page (fbLgov) 

Contact Us Tah 

About Us Tab 

Most Wanted Tab 

News Tab 

Services Tab 
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Scams & Safety Tab 
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U log on Using Card Reader 
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Internet Explorer 
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Send an Instant M~5s<Jges 011 Skype (1M} 

Outlook 

Read ElTlaii .... --------
Initiate iI New E~mai! w!th Proper Markings 

Set Up Folders in Outiook 
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Microsoft Word ~ create/save document 
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INTRODUCTION 

Few of uS find it easy to write well. We sit and look at a blank piece of paper or a 
blank screen on our word processor and wonder how to begin. When we finally do get 
something down, we never seem satisfied v.>lth the words we chose, how we arranged 
them. the information we put down, how we organized it. the paragraphs we wrote, or 
how we punctuated them. For the Bureau. however, good writing Is essential. 

As one of the top law enforcement'agencies in the United States, the Federal 
Bureau of Investigation (FBI) always has had to adhere to higher siandards than other 
government agencies in all areas; including writing. Written documents contain the 
investigative Information of the FBI's special agents. Electronic communications (EGs). 
intelligence reports. teletypes. letters. and a-mails form the communication network that 
allows the FBI to function. All employees must write clearly for the FBI to function as 
effectively as it must. We cannot complete our mission·wrth any efficiency unless we 
communicate well within our divisions and-with the outside world. 

Often. our writing forms the first impression people on the outside have of the 
Bureau. We want those people to feel that the Bureau employs only strong. confident. 
intelligent professiona!s. To maintain our efficiency as an organization, we also must be 
.able to communicate with each other. That means we must make ourselves clear the 
first time we write. We. only hurt ourselves and our readers by composing vague • 

. convoluted documents that communicate only misunderstanding and frustration: 

A special agent can 'investigate a case brilliantly, yet chance losing it in court 
because of a poorly written report. Investigations can be delayed. leads lost. and 
fiterally weeks wasted because of the confusion generat.ed by unclear communications. 
By using the guldelines outlined in this style manual, all personnel can write clear, 
spectfic. concise documents for all Bureau formats. 

By continually putting into practice the guidelines outlined in the six sections of 
this style manual. you can quickly become more confident with your writing and find 
writing easier. You will save time because this process will make writing easier for you, 
and your reader will save time because you will make your message clear the first time. 
By using these guidelines, you can impress all your readers. At the same time, you will 
increase the Bureau's productivity while decreasing unnec~ssary paperwork, 
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INTRODUCTION 

This manual answers most of the questions that may arise when you face an 
ordinary writing task, For example, 

• How do I figure out what I want to say? 
• How do I get started? 
• DOes my main point go first or last? 
• How do I know whafinformation to include or delete? 
• What's the best way to organize this? 
• Is it OK to choose ·use" instead of 'utilize"? 
• How important is correct grammar and punctuation? 
• How should I fetma! this? 

Thus, the six sections of this manual deal with six main steps in writing: 

1, Thinking Before Writing 
2, Getting Started 
3, Writing and Organizing 
4, Revising for Style 
5. IPresen1ing 
6 .. Proofreading 

STEP 1: THINKING BEFORE WRITING 

This section shows how a little forethought can save you a lot of time and 
frustration once you start writing.- It shows you how to determine exactly what you want 
to say, By figuring out your purpose for writing",,·why you are writing each document
you can make sure you do what you want with ij, 

By truly thinking about and paying attention to your readers, you can write to 
them specifically, and thus make yourself clearer to them, Answering some questions 
about your reeders. also helps you start to decide what and how much information you 
need to include, 

By deciding in advance what you want your readers to do with your information 
or how they will probably use your document, you can figure out the best way to present 
ij to them, 

Finally. this section emphasizes the importance 'of writing a bottom line for each 
document you write and then gives you an idea of how to go about doing just that: 
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INTRODUCTION 

STEP 2: GETIING STARTED 

This section describes the functions of the loft and right brains In writing. It then 
presents five different techniques for getting your thoughts on paper. 

. 
When using these tAchniqu~s. in effec..1: you interview yourself to write. your first 

draf!. This section should help those of you who suffer from wrtters block by giving you 
fast, easy methods 01 getting started. . 

STEP 3: WRITING AND ORGANIZING 

In this section Y9U learn how to review the draft you produced using one of the 
above methods for getting started. You then begin to structure the information for both 
short and long documents. This section lists different ways you can organize your 
infonnation and helps you choose the most logical method. It helps you produce your 
second draft. 

STEP 4: REVISING FOR STYLE 

The lour parts of this s",-iion deal with your wrtting on the levels of sentences, 
phrases, and words. They cover four areas of style you need to examine on the most 
basic lovel: writing in active voice, applying the KISS principle, reducing clutter, and 
writing strong sentences. 

"Writing in Active Voice" details a four-step process for recognizing passive voice 
in your writing and changing it to active. You al$o learn other forms of weak writing and 
how to invigorate them. 

"Applying the KISS Principle" defines KISS as "Keep It Simple and Specific" and 
details the kinds of words you want to choose to best get your point across. Essentially. 
this subsection covers tho kind of language that will make your writing clear and reader
friendly, not vague, ambiguous, stuffy, or pretenlious. 

"Reducing Clutter" defines clutter, distinguishing it from words or repelition 
needed for emphasis or clarity. II also lists specific forms of clutter to look for and 
reduce in your writing. 

Lastly, "Writing Strong Sentences' presents 10 steps you can follow to ensure 
you write deciSive, lively sentences that express your message clearly. 
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INTRODUCTION 

STEP 5: PRESENTING 

This section discusses the importance of presentation-why you should use a 
pleasing and useful format. If you try to meet the readers' needs with your format, you 
might get your documents read befure others. 

STEP 6: PROOFREADING 

This final section covers a few common problems in grammar and punctuation to 
give you a quick referenr..8 guide, It 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 FBI. The six sections that follow can help you write the perfect document. 

4 

c· 

( 

i 

. .... , , . 
( ) 

, " , 
• 
,,, , , 
'.. .' 

, ~ ...... 
.... ... ' 

(' , · ' 
{ .. ::= 

~. ; 
,-
'.. .: 
"', 

( ) 

"', 
f ; .. _.' 
· ' \ . ' 

f . ... i 

r' o. __ 

( 

• , 
c .. 
, 
'-- ' 

( 



. ,} 

.. ) 

J 

THINKING BEFORE WRITING 

Do you· ever do anything before you sit down to write a document? For instance, 
do you ask yourseff some questions and try to figure out the answers BEFORE you 
write your document? If you don't, perhaps you should. 

Fuzzy thinking can only produce fuzzy writing, If you, the writer. don't know what 
you want to say, how can you make a message clear to your readers? You can't. 
Before you write then, you must understand what you want to say and how it will affect 
your readers. You can do this by answering several questions before you begin to write 
(Aldrich 8): "Why am I writing this?" "Who am I writing toT and "What do I want my 
readers to do with this information?'" 

Another question you may want to answer before writing, and one you certainly 
must answer at some point in the writing process, is "How will my message benefit my 
readers?" In other words, "How can I make it important to them?" or "Why should they 
read this?" 

Finally, you can combine the answers to all of these questions or use implied 
answers to form your bottom~line sentence (main point of your document). Answering 
these que$tions focuses your thoughts before you write, making your writing more 
understandable and logically organized, not rambling and vague. 

WHY AM I WRITING THIS? (WHAT IS MY PURPOSE?) 

You should always have a good reason for writing something. You don't like to 
have someone waste your time with useless document." so don't waste theirs. Try to 
minimize your writing by taking care of questions or problems in person if you can. I 
know sometimes we must write to cover (insure) ourselves, but try not to make that kind 
of writing a habit We are so mired in paper now that you will do everyone in the Bureau 
·a favor by making sure you really need to write something before you do. 

Why do you write some of the documents you write? Why do you write a 
proposal, for instance? To propose something or, perhaps, to solve a problem. Why .do 
you write policies or procedures? To inform and make sure people follow the rules. 
Why do you write lesson plans? To help a substitute instructor teach your class or 
maIntain a checklist of items you need to cover or maintain uniformity from one student 
group to the next. Perhaps you write lesson plans for all three of these reasons. 

Why do you need to figure out what your purpose is before you write? Look at it 
this way: When someone asks you to do something, do you ever want to know why you 
should do it? Knowing the why sometjme~ makes it easier for you to understand how to 
do something. It also can make you more willing to do it. The same holds true for 
writing. Knowing why you need to write something often directs you on how to write it. 
And if it doesn't show you how, it at least gives you a goal to work for. You wantto 
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THINKING BEFORE WRITING 

make sure what you write meets your purpose. You can't do that if you don't know what 
your purpose is. 

What are some of the reasons you write for the FBI? When you're stuck, the list 
below may give you some ideas (Aldrich' 9). 

To: inform 
ask 
report 
fix 
sell 
explain 
recommend 
reprimand 
record 
get a decision 

persuade 
describe 
answer 
apply for a job 
buy 
propose an action 
commend 
state a position 
'coordinale a project 
give a decision 

What does figuring o,ut your purpose do fur you? It helps you focus your writing 
and acts as your first step in achieving your purpose. Much of what you write (the 
information you decide to keep or delete) and how you write it (the format and 
organization you choose) wi!! depend on the answer to "Why am I wrl1ing this-·to do 
what?" Now that you know what your purpose is, you need to figure out who your 
audience is, 

WHO AM I WRITING TO? 

When answering this question, you need to go beyond simply figuring out the 
name of the person or persons who will read your document. Finding out as much as 
you can about your readers will help you gear your writing to those readers, It will better 
equip you to answer their needs, with your writing and show them why they should read 
your document in the first place. Thus, answering the question 'Who am I writing to?' 
means considering at least a few of the following issues: 

Number of Readers: 

6 

• Is my reader one person or a group of people? 

• How many levels of readers do I have? Primary? Secondary? (For example, 
when writing an interview summary, think of defense attorneys as well as 
prosecutors.) 
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THINKING BEFORE WRITING 

Kinds of Readers: 

• In what level in the organization are my "readers? Am I writing to superiors, 
peers, or subordinates? (This will help you determine the kind of information to 
includ~uch as, broad concepts or lots of detail-imd how persuasive you may 
have to be.) 

• Are my readers inside or outside the Bureau? Could they judge the whole FBI 
based on what I write and how I write it? 

• Who are my final readers? What do I have to do to make my writing clear to 
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. experience do my readers have? (This is 
especially important in lesson plans, din:~ctions, or memos of request.) 

Readers' Actions: 

• What ~iII my readers do with what I write? 

• Do I want my readers to do something specific? If so, eKactly what? What 
information will they need to do what I ask? 

". How can I influence the reader to make the decision I want? 

Readers' Needs: 

• How important will my readers find this information? How can I make them 
believe it's important to them? 

The number of questions you consider when you write may vary with the length 
or importance of each document and the time you have to write. For short documents 
or those you write routinely, you may spend only a minute or two thinking about your 
reader. For long or important documents, or documents meant to persuade in any way, 
you will want to spend more time learning about your reader. 
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THINKING BEFORE WRITING 

. WHAT DO I WANT MY READERS TO DO WITH THIS INFORMA nON? 

If you think about ft , when you write, you always want your readers to etiher do or 
stop doing something based on the information you give them (Aldrich 13). Why write 
otherwise? One thing is sure; if you don't know what you want your readers to do with 
your infonnation, they certainly won't know. And ~ you don't teli them specifically what 
you want them to do, they probably won't do it (Aldrich 13). Few readers make work for 
themselves by trying to figure out what a writer wants from them, so the writer must · 
always make that clear. 

Whiie you may not want your readers to do anything right away with your 
information, most often, in writing for the Bureauf you will want them to do more than 
simply understand or agree with you. You will want them to act on your infonnation in 
some way. They may .act on it tomorrow or 5 years from now, but you should want 
them to act on it. Your purpose for writing should help you define what you want your 
readers to do with what you write. The columns below give you some ideas as to why 
you might write and what you might want your reader to do for that purpose: 

YOUR PURPOSE: 
Infonn 
persuade 
set out policy 
answer a question 
compliment 
discipline 
show progress 

ACTION BY READER; 
use the information 
go what the writer wants 
follow the policy 
use the answer somehow or stop asking questions 
feel good and continue the behavior 
improve poor behavior 
supervise less or more, redirect resources 

Obviously, this list could go on. It 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 to do it. 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 
between 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 infonnation they need to do 
what you ask them to do. If you want your boss to buy a piece of equipment for you, tell 
her the name of the equipment, what it will cost, where you can get it, and, most 
important. how your having this item 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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THINKING BEFORE WRITING 

WHY SHOULD MY READERS CARE ABOUT READING THIS DOCUMENT? 

For most.writing situations, and especially those where you need to convince or 
persuade, you must figure out how reading your document or doing what you want will 
benefit your readers. Why should your readers care about whai you have to say? What 
will they get out of it? 

Even in the Bureau, we all listen to the same radio station when it comes to 
reading: WII·FM (What's In It For Me?), Try to figure out how your information will help 
your readers. and then grab their attention by pointing out their need or gain. For 
example, your boss will more likely buy a computer program for you if you mn show 
how it will speed up the case statistical 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 subpoenas, search warrants. and other legal documents 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 program
because your boss will be more inclined to do something that benefits him as well as 
you, 

Also, starting with how your information will benefit your readers may give you an 
edge over the many other things ~ey must read: They will see immediately that you've 
thought about them and their needs, . Caring about your readersj needs not only gets 
your docu'llent read. it gives you a head start in getting them to do whatever you want, 
because they feel good about you, 

WHAT'S MY BOTTOM LINE? 

Once you've figured out the answers to the above four questions, you can write ' 
your bottom~line sentence-your main message. A bottom line is one complete 
sentence that contains the main point you want to make to' your readers, (Very long 
documents may have bottom lines of up to two or three sentences.) A bottom line does 
not equate to the topical information following "Subject" or "Re:" lines in memoranda, for 
that information rarely comes in complete sentences. Figuring out your bottom line 
benefits both you and your readers in several ways. 

First, the bottom" line focuses your thinking and gives you direction about what 
information you need to indude or what you can afford to leave out. All Information in 
the document should in some' way support your bottom line by proving. explaining, or 
detailing it. or the information doesn't belong there. The bottom line also can influence 
your choice 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 benefrt 
for the reader. . 
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THINKING BEFORE WRITING 

Second, your bottom line basically tells your reader where the document is 
headed. Is It a request for information? a commendation? an appraisal? or what? 
Your reader won't have to search through your entire document trying to figure out what 
it's about. 

HOW 00 I WRITE A BOTTOM LINE? 

Think of every reader as someone. whose attention you MUST catch within 6 
seconds, or your message is lost. What would that sentence be? In many cases, that 
'sentence wi!! become your bottom line or main point. and you should place it first or 
second (after an attention-getter) iii your document. Sometimes your bottom line will be 
a sentence outlining the purpose of your writing: 

I propose we provide each FBI employee with the same kind of 10 badge. 

We need two more agents to meet the demand of /he cases in our resident 
agency. 

Sometimes the bottom line will tell your readers what you want them to do: 

Please authorize reimbursement for actual lodging expenses over the per diem 
rate incurred while on official business in San Francisco, 

You must attend fireanns training on one of the following dates, 

At times, both the purpose and what you want your reader to do are implied rather than 
stated In your bottom line: 

Since you're still teaching defellsive tactics, I thought you might enjoy this arlicle 
on new ann holds. 

We've assigned your case to Special Agent Gatza, who will contect you in 8 few 
days. 

SUMMARY 

As you can see, doing a little thinking before you write certainly can make your 
writing easier. First, you need to answer four questions' "Why am I writing this?" 'Who 
am I writing to?" 'What do I want my readers to do?" and "Why should my readers care 
about thisT Answering these questions will help you focus your thoughts, decide how 
much information you will need, and tailor your document to your reader's needs. The 

10 

--------- (" 

( 

( 

("" 

, -, , 

r " 
~. , 
" 

" , 
'. , 
to .. , , . 

,-'" , 

( ' 

f .. , 

c 
( 

c, 
.. 
'-".-

( 
'-.... 
( , .. 
, 
,.-. 

i ... 

, , 



·._ '\ 

o THINKING BEFORE WRITING 

'. answers should lead you to your main point or message, which will become your bottom 
line sentence. Placed firsl or second in the document, the bottom line then gives both 
you and your reader clear direction . 
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GETTING STARTED 

We all have two warring entities within us; a writer and an editor, or OUf right 
brain and our left brain. To write effectively, we need to use both sides of our brain, but 
we should try to separate them when we do. To get started writing, you should try to ' 
use only your right b",in.....your writer. If you have trouble getting started , you may be 
letting your left brain editor interfere. For example, when you start writing a report, 
personnel evaluation, or all-employee memo, do you also edit? 00 you worry about 
spelling and punctuation, getting the exact word you want, and organr-.l.ing as you go? If 
so, you're letting your left brain take over the right brain's function. After bearing a 
barrage of criticisms and stopS, your right brain soon gives up trying to come up with 
ideas, -In effect, you suffer writer's block. 

Let's look at it another way. If you attend a meeting and are asked for ideas, how 
many times will it take 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 
do if the person leading the meeting greets each of your ideas with enthusiasm or 
praise, whether they all merit it or not? The first sauaaon describes what happens when 
you let your editor left brain interfere with your writer right brain's part of the writing 
process. If you let your right brain go at writing unhindered, you put yourself more in the 
second situation's nurturing atmosphere. You will come up with more and better 
ideas-like a snowball effect. Don't worry. You'll Ie! your editor left brain do its thing 
before you finish whatever you're writing-just not at this stage of the process. 

- So, to get started, forget about editing as you go. Don't worry about writing a 
sentence that lasts for five peges or listing' incomplete sentences. Don't worry if 
unrelated or personal thoughts come into your head. Get them down on paper and edit 
them o,rt later. 

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 only 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 on the Right Side of the amin 
(1979), the two lists below compare the different processes and preferences of our left 
and right brains (40): 
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GETTING STARTED 

LEFT 
verbal 
analytic 
symbolic 
abstract 
temporel 
rational 
digITal 
logical 
linear 

RIGHT 
nonverbal 
synthetic 
concrete 
analogic 
nontemporal 
nonrational 
spatial , 
intuitive 
holistic 

Right·brainers prefer intuition and instinct over logic and rationale, which left· 
brainers swear by. Right·brainers tend to synthesize (put things together) while left· 
brainers tend to analyzo (take things apart), Right.brainers cneate: left·brainers 
organize. Right-brainers communicate mainly through nonverbals; left·brainers use 
words. Right-brainers prefer the concrete and practical; left-brainers like -the abstract 
and theoretical. 

As I stated eanier, we need our whole brain to Write well. Both parts of our brains 
help us think before we write, answering the four questions and writing a bottom line. 
Our writer right brain then helps us produce a first draft by getting our thoughts on 
paper. Our editor left brain helps us structure and organize those thoughts, so our 
reader can understand them. When we have trouble starting, we may be letting our left 
brain edrtas our right brain tries to create. Our left brain may look for the "perfect' word 
or try to reorganize thoughl~ as they come out instead of just letting them come out. No 
wonder our, right brain calls rt quits after a tew sentences or paragraphsl 

U:~ING YOUR RIGHT BRAIN TO START 

While you can use any number of methods 10 get started (all often encompassed 
by the leom "fastwriting"), you may prefer one or two over the others, depending on 
whether you're a right brainer or a 'left brainer. People often use one melhod to get Iheir 
ideas oul and focus their thoughts on the specifics of a topic or the angle they want to 
take. Then, once they're more focused , they try a different fastwriting methed to 
produce sentences to correspond to their first list of ideas. The second product 
becomes their first draft. 

This section presents six methods of fastwriting. Whenever you write, try to do 
so during your most productive times in Ihe day. Make yourself as comfortable as you 
can and use your favorite writing instruments (pad and pen, word processor, or 
whatever you prefer). Also, and perhaps most Important, try to fas!write when YOll can 
avoid interruptions (phone calls and visits from others) or at least keep them to a 
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GETTING STARTED 

minimum. Use one or lwo of these methods for at least 5 minutes for brief documents 
and up to 25 or 30 minutes for complex ones. Faslwrite for 1 or 2 minutes beyond when 
you think you're done. An idea you struggle to get out could become the main focus of 
your document. 

Writing a Letter 

People generally don' have trouble writing letters to someone they care about 
(spouse, child, or good friend) and, more important, someone they know won't judge 
them by their writing, no matter how good or bad it Is, When starting to write a 
document for the Bureau, initially set aside your Intended readers and think instead of 
trying out your idea on the person you trust. Write the first draft of your memorandum or 
report in the form of a letter to your friend or spouse (Gladis 30-31). You can even start 
wiIh the usual greetings of "Dear Wilma, Hi there! How are you doing these days?" 
Write Whatever will get you started putting words on paper. Eventually you will focus on 
your topiC. For example: 

I have to write this memo to a/l employees about a change in poliCY, but I'm really 
not sure how to start it. We must now always use a different format for our 
memoranda. Instead of just writing them, we have to start with 8 heading of 
'Purpose,' move on to "RecommendaUons,' and then end with "Detai/s.· I know I 
need to tell them ... 

If ideas unrelated to your topic slip into your mind, such as "I have to remember 
to take my library books back: wrne them down and keep gOing! Before you know n, 
you'll finish your letter to your trusted other and have your memo's first draft, 

Brainstorming or Listing 

If the thought of writing a letter doosn't exactly thrill you, try writing lists of ideas 
instead. Write your ideas down in the middle of your paper and then break each one 
into its smallest parts as you move to 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 newsletter for your diviSion, you might come up with an original list of ideas like 
the following one: 
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Newsletter Ideas 
goodbye to friends 
profile of an employee 
exercise tips 
achievements 

births 
new job postings 
hobbies 
volleyball tournaments 

"" ""'" 

~. , 
,.", , 

. -. , . , 
( .... 
, , 
(" 

Ii 
( .. 
( , 
(. \ 

(I 

(" 
( , 

( '. 

C-J 
i '; 
, , ' 

, , . , , 

. , , . 

( .~ , ) 

" . \ .' 
( . 
, . .1 , 
(' 

, ", , , , 
(-. ", 
' ... , 
, , . 

l .. . 
l ... . 

l. 

\ .... 
, , . 

\. 



" " . 

. . , 

o~ 

. , 

", 
• 

'. 

• . 

, 

, 
~ 

GETTING STARTED 

In trying to expand or group those ideas, your new list might start to look like this 
one: 

Newsletter Ideas 

suggestions 
new job postings 

comings and goings 

division activities 

achievements 

profiles 

birthdays 
births 

health matters 

~ove5 within the division 
~ hello to newcomers 

goodbye to friends 

helping the homeless day 
~ . volleyball tournaments 

blood drives 
recycling cans/bott!es 

[Scholastic ~ [honor roll 
kinds ~ physical -} sports award 

-!J> performance 

people 7 [emPlOyeeS 
children 

'hobbies 
[WOrk working r coins 

-!J> collecting -!J> LPatches I 
gardening . stamps 

-!J> i employees 
[agent 

-!J> agent 

lsport, 

management 

[Skiing 
-!J> hiking 

- scuba diving 

[

diet news 
~ best exercises 

dealing with stress 
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GETTING STARTED 

Notice how many more ideas you can come up with, in fairty good onder, if you 
just give yourself time to think. Not" how some of the original ideas are the biggest 
group labels on the far left, while olhers of them became secondal)' groups. The idea is 
to keep breaking down each element until you can't break it down any more (practic.ally 
speaking). 

As with letter-writing, and all of these techniques, you probably will not use .all of 
the ideas you produce. But you may find that the process brings oul ideas you never 
would have thought of originally. . 

Conversing 

Some people may have trouble writing about a lopic or concept, bul if you ask 
them to explain it to you verbally, Ihey can. One way of getting started when writing, 
then. is to record a conversation you have with someone (either imaginary or, better yet; 
real) about your topic. If you do this, remember to talk about your topic, nol dictate 
about it. When you dictate, your left brain starts editing and spelling, and you want to 
avoid that now. 

One advantage of conversing with someone is that you will tend to organiZe your 
thoughts a bit before you speak. You also will tend to speak in c.omplete thoughts 
(sentences) ralher than just ideas or topical areas. Finally, if you actually converse with 
someone, that person can ask you to explain further or can point out inconsistencies or 
holes in your discussion. When you IYpe the tranScript of your conversation, you can 
automatically edit out all the liltie unrelated comments or irrelevant parts of the 
discussion, and you'll end up with a pretty good working draft 
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GETTING STARTED , 

Mindmapping 

This concept, introduced by Tony Buzan, allows you to start with a main topic 
and literaJly branch out into main ideas and more minute ideas, showing connections as 
you go (Buzan, 91-104). Steve Gladis, former editor of the FBI LawEnforcement 
Bulletin, called a version of mindmapping "webbing" (34-35). As you can see from the 
examples below, mindmapping and webbing both help you express ideas in a slightly 
more organized form than leiter-writing or conversing. Mindmapping and webbing 
encourage the artistic right side of the brain with their use of space and drawings while 
at the sa'me time appeasing the organized left brain. The first example shows a 
mindinap of a lesson plan on stage fright: 

~ . . 8 
lb",\ / ·.0 

. / 
.J 

ACTIO!<S 

CURES 

~ 
STAGE ~ 
FRIGt1f~ 

~ ~~ 
V - '1 &~~d> f-!::.:::::..../ \lad 

While mindmappirig can get slightly messy, and ~ often means something only to 
the author, it can make the second stage of writing fun, In a relatively short time, you 
can produce a spidery creature like the one above or a group of pictures Joined by thin 
lines, This method of starting helps you come up with numerous 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 method or webbing to get your best ideas 
out, and then try letter-writing or conversing to write your sentences and paragraphs. 
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GETTING STARTED 

Webbing 

Virtually the same as mindmapping, webbing looks less like a spider and more 
IikeH chart, In mindmapping, Tony Buzan encourages drawing pictures to depict ideas 
rather than always writing the words or phrases (Buzan, 91-104), In webbing, Steve 
Gladis uses ovals and circles to contain all phrases and words (34-35), He does not 
encourage drawing pictures to replace the words. The following sample 'Webs- a 
proposed study on the unauthorized use of force by agents: 

As with mind mapping, webbing gives you a fairly organized picture of ideas, 
though webbing looks more like a chart During the process, you find that some ideas 
lead you to others, and the snowball effect of idea-producing seems easier because of 
the spatiallayoul. You can organize or group these words and phrases, make 
connections, and spot holes in infonnation more easily than you can by writing letters or 
conversing, Thus, webbing, like mindrnapping, might be a good initial step before 
moving on to a method that produces sentences and paragraphs, 
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GETTING STARTED 

Carding 

You also can start a writing project by writing a general list of ideas or topical 
areas and then turning each idea into a complete sentence. Write each sentence on a 
card (Baxter). Then, choose a card and, on another card, explain or expand the 
sentence you chose, Each sentence you write should be on a separate caret At the 
end of this ex.ercise. you should have a stack of (;ards, each containing a complete 
sentence. You can easily organize these into groups of similar ideas that would 
become paragraphs or sections, depending upon the length of the document you want 
to write. Write or type the sentences into paragraphs only after you're satisfied with the 
way you've ordered the cards. You can add and delete cards as you organize' or as 
more ideas come to mind . 

SUMMARY 

Use any of the above fastwriting techniques, or a combination of them, to get 
started wijh whatever you have to write in your job. You may want to start with webbing 
or mind-mapping to bring out lots 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 fastwriUng with the letter-writing, conversing, or carding methods. This will 
give you a very workable first draft requiring iar fewer changes than one written solely 
with your. bottom-line sentence as a focus. 

With whatever method or combination you choose, you'll be amazed at how 
much less time you spend procrastinating and dreading your writing tasks and how 
much less time they will take you to complete. In no time, you'll have a first draft to 
rewrite and organize. 
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o WRITING AND ORGANIZING 

OnCe you've gotten started with one of the techniques discussed in "Getting 
. Started" (or the one that has always worked for YOu), you must at some point review 
what you've done to see what you have. You need to start structuring this information 
for your ,eaders in a way that best suits their needs and yours, Starting with your 
bottom line, you must organize the details, reasons, and examples in the body of 
information within your overall structure. This section presents tips on how to follow a 
time-tested ~tructure that works. It also discusses methods of organizing·your 
intonnation within that structure, You'lIleam how you can structure and organize both 
short and long documents, 

With whatever method of getting started you used, the next step is to find a 
pattern of key ideas or general topical areas, You might have done this already if you 
used listing, mlndmapping, or webbing to start, With these three methods, you should 
have general categories broken down into at least some component parts. Keep the 
categories and ideas you think you need based on what you want your readers to do 
and the inlonnation 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 
sentences and paragraphs . 

. If you chose letter writing, conversing, or carding.to get started, you may find it a 
little more 'difficult to read what you wrote and pull out key ideas and patterns or 
categories, However, once you have done this and decided what information to keep, 
you already have your sentences written, You can move right 10 fonning paragraphs, 
which you will then organize. 

How you present your infonnation with an overall structure depends on the length 
ot your document. How you organize the inlonnation within that structure depends on 

. 'your purpose, what you want your readers to do, and _your readers' needs. 

SHORT DOCUMENTS 

Nonnally you can get away with a fairly infonnal structure for short documents 
(two pages and under), However, you still will help your readers if you follow a few 
basic guidelines, You'll need to start with either an atlention-getter (also known as a 
grabber) or your bottom line, Then you should choose a legical method for organizing 
your'information. What you begin with depends on the purpose and type of document 
you're wriling and who you're writing to, 

Hook Your Readers with a Grabber 

II you're trying to persuade a peer to do something for you, a superior to 
authorize something for you, or a group to accept your proposal lor change, you should 
start with a grabber, This kind of grabber should be aimed at how dOing what you want 
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WRITING AND ORGANIZING 

will benent your readers-not jllst you! Your boss might not care that having a 
computer at your desk would save your having to go to a different building to work, but 
he would care that it would make you more productive and better able to handle the 
special projects he likes to give you. Thai you also benefit from having a computer at 
your desk is nice, but it is 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 at it with a -me." attitude. 

Another kind of grabber will reach out and get your readers' attention, making 
sure they read what you wrote instead of just throwing it in their never~tcrbe-read pile of 
documents. You can't communicate If your reader doesn't cooperate and read what 
you wrote, so you have to make sure you get her atlention right away. Pointing oUt the 
benefit of reading your writing is only one kind of grabber. Others include appropriate 
quotations, startling statistics or facts, hypothetical Situations, pertinent \rue stories, or 
bold questions. On rare occasions, and only when you know your audience well and it 
fits your purpose (as in speech writing), you can start with a Joke. 

All grabbers need to lead smoothly into your bottom line. Sticking just any hypothetical 
situation or quotation at the top of your document will not accomplish your mission. 
Grabbers should get attentioh and lead 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. 

Get to the Point 

If 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 
line. Use the bottom line to grab your readers' attention. You definitely want to avoid 
losing your momentum by cHher following your grabber or starting your document with 
the 'history of the earth' (commonly called background information). You do not have to 
lead 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 
justify it. Commend your employee 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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WRITING AND ORGANIZING 

Organize Your Information logically 

Follow your bottom.!ine with whatever information you havt>-facts, statistics, 
times, dates, examples, whatever-presented in a logical manner. Organizing or 
developing your information helps you move a topic smoothly and logically from start 10 
finish. 

A logical manner for presenting your detailed information will again depend on 
your purpose, Some people tend.to stick with organizing their materia! in a familiar way, 
such as chronologically, whether or not it fits their purpose. Do 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. Th,e following paragraphs 
describe 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. 

Chronology 

Chronological organization arranges events in the order they occur in time, If 
you want to organize chronologically. start at a point in time and move either fOlWard or 
backward. This method is handy for reports of many kinds, especially progress reports, 
complaints. and .some interviews. 

Sequence (629-630) 

Similar to chronological organization, sequential organization moves a subject 
along step by step-first, second, third, and so on. This numbered method works well 
for explaining a process, instructions, or procedures. It also can help describe how a, 
mechanism functions. But take care; although readers generally can follow sequential 
organization easily, they also can find it monotonous. Writers often have troub!e 
emphasizing important points with this kind of organization. 

Problem-SoJution-Resulls 

An effective method of organizing proposals is to present a problem, suggest a 
solution, and then detail the r.sutts you expect if your solution is adopted. Keep the 
reader in mind when using this method of organizing: make sure to present the problem 
as the reader's problem, too, one Ihat he or she will want to solve. If you present the 
problem as only your own, the reader may not care if ~ gets fixed. Use this method 
whenever you have a problem you need to fix . You can either solicit ideas for solutions 
or propose your own solutions, This method also can organize some instructions and 
plans. 
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WRITING AND ORGANIZING 

Cause and Effect (84-87) 

At times you may want to organize a proposal about a problem by moving your 
information from cause to effect or effect to cause. You need to make sure your facts 
and arguments pertain to the topic and that you have adequate supporting evidence. 
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 certain investigations or organizational studies. The 
Bureau's scientists often may choose this method to report the findings of their 
experiments. 

"'; Comparison and Contrast" 

, 

j 

. ' 

People involved in making any kind of choice (for example, deciding among 
computers, office space, food service contracts, weapons, investigative procedures, or 
any number of things) will find the comparisons useful. W~h this method you can easily 
emphasize one product or service over another to lead your readers to the decision 
(choice) you want them to make. You need to ensure that your readers clearly 

. understand all the elements you compare or contrast, and you need a basis for 
comparing the elements. This method also works well for explaining difficult concepts 
or subjects, as in analogy. You simply compare it to something you know your reader 
will understand (a good reason for learning as much as you can about your reader). 

You can compare or contrast in two different. ways. For example, you can 
. describe all the pros and cons of computer A, then all the pros and cons of computer B, 

then all pros and cons of computer C (whole-by-whole version). Or you can describe 
one feature of all three computers (such as processing speed or memory), then a 
second characteristic of all three, and so on until you've addressed all relevant parts 
(characteristic-by-characteristic version). The order jn which you present your data and 
the amount of information you devote to each whole or characteristic Can help you 
emphasize one item over the others. 

OrderofimpOl1ance (161,308) 

Decreasing order of.importance (161) allows you to emphasize the information 
you want. You can begin with the most important fact or example and move logically to 
the least important. Decreasing order of importance Immediately gains your reader's 
attention and makes a strong initial impression. Because this method helps you make 
sure the hurried readers will at leas! see the mosi important infonmation, it works well for 
reports, some requests, inquiries, and memos for infonnation . 

If you can decrease the order of importance of infonmatlon or paints, 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 las~ thus freshest in the reader's mind. You should take 
care when using this method, 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 early by starting with your least exciting 
information, you can Use it confidently with ora! presentations. This method also works 
well for leading to unpleasant news or for reporting on production or personnel. 

Level of Detail (261, 637) 

Two methods of organizing that use a concept similar to tho above two are 
general to specific (261) and specific to general (637). With the first, you begin with a 
general statement and then provide specific facts and examples to develop. and support 
it. With the latter. you begin with a specific statement and build to a general conclusion. 
As with general to specific, this method carefully builds a case with fdctS, examples, and 
analogies, but it doesn't make the point until the end. These methods, especially 
specific to general, ~ork well for documents or presentations where the aUdif.mce has 
heard the main point many times before (for example, reminding people to keep safety 
in mind or reiterating the rules on sexual harassment or other such topiCS). 

Division and Classification (Grouping) 

A good method for organizing particularly difficult topics is division and 
classification (in other words, grouping), Division separates topics into logical 
categories that you then can classify and label (for example, you might label one group 
"people," another "ideas." another "'systems," and so on), Division and classification 
allows you to break down complex subjects or group similar ideas to form more general 
topics. You then discuss each group separately and completely before moving on to 
the next. This method works well when you need to describe a physical object or an 
organization, examine an idea, explain a process, or even give instructions that have no 
real sequence. 

Space (635-637) 

Finally. you can organiZ<l your information spatially. detailing an object or process 
acoording to the physical arrangement of its features. For example, you can describe 
things from top to bottom, side to side, east to west, Inside to outSide, or however they 
take up space. This method relies wholly on dimension, direction, shape, and 
proportion. You describe features in relation to one another and to their surroundings. 
This method lends itself to crime scene descriptions, construction or landscaping 
proposals, somo progress or activity reports and instructions, equipment descriptions, 
and process explanations (such as describing how to correctly search a room for 
suspects or evidence). ' 
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WRITING AND ORGANIZING 

You can choose to use more than one method for organizing your information, 
but you should stick to one overall method to avoid confusing your reader. In other 
words, within an overall structure of gOing from effect to cause, you could use a 
sequential, chronological, or division and classification form of organizing. 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 fault, human error, environmental causes) 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 too hard to figure out which level of 
organrLation they are on, you lose them, The same happens when you start with one 
method and end with a different one. This confuses your reader and makes your 
document seem disorganized. . 

Make Your Writing Ftow Smootihly 

You can ease a reader's understanding of how you organize your document. 
even a short one, by using headings and subheadings where appropriate. They help 
your reader understand where you are going. Your headings should be informative, 
relevan~ brief, and parallel (I.e., following the same word patterns). 

Beginning each paragraph with a topic sentence also benefits you and your 
reader. First, topic sentences help you focus and organize each paragraph (keeping 
out information that doesn't support the topic sentence), Second, topic sentences give 
your readers a point of reference or direction by telling them what .the paragraph covers. 

Within and between paragraphs, use transitions, pronouns, and synonyms to 
help your sentences flow smoothly. Transitions consist of words such as "first: "but." 
"also: "however," "\herefore," "finally: and others. These indicate to your readers what 
kind of information follows. For example, readers will expect contradictory information 
to follow "however" and conclusive information to follow "thus,' Using pronouns and 
synonyms within and between sentences helps you avoid unnecessary repetition while 
providing continuity of thought. 

When presenting your details (facts. statistics, and examples) within the body, 
use lists, tables, graphs, or charts whenever you can. An image can often explain 
trends or relationships more quickly than words alone. Usts, tables, graphs, and charts 

" also show more white space, giving your readers' eyes a respite, 
.j 

o 
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WRITING AND ORGANIZING , 

Make sure you include in the body all the information your readers need to 
understand your theory and follow your argument or make a decision. The more you 
know about your readers, the easier it is for you to help them progress reasonably 
through the message you want to convey. 

LONG DOCUMENTS 

Unless Bureau formats restrict you, try to structure your long documents (over 
two pages) into at least three basic sections: an introduction, a body, and a summary. 
We've all haand the saying: "Tell them what you're going to tell them, tell them, and tell 
them what you told them: While this may seem repetitive, it actually is not. It Is, 
however, effective. This structure gives your readers an idea of what direction you want 
to take them, then it gives th"", the arguments or reasons and details, then it takes 
them out of the mire of details and brings them back to a better understanding of the 
general ideas arid point you wanted to make. . . 

The Introduction 

Your introduction should include a grabber (if appropriate), your bottom-line 
'sentence, and a brief 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 
classily infOrmation or documents, you might wrtte, "The FBI has changed its pOlio,)! on 
how to classify information. We must fOllow a different procedure for each of our 
classifications: confidential, secret, top secret, and eyes only: Besides giving your 
reader an idea of what you will talk about, this last brief 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 presented it in 
the introduction. In the body, you present all your details, reasons, and examples, You 
can use analogy, definition, narrative, and deSCription to presenl this detailed 
information, and you should use one or more of the methods of organizing detailed 
above in 'Short Documents: 

When using a complex hierarchy of headings and subheadings, you may want to 
place Roman numerals (I , II , III, etc.), letters (A, B, C, etc.), and Arabic numbers (1,2,3, 
etc.) before them. This helps your reader follow your many levelS of sUbondlnation. For 
only two or three levels of subordination, you can identify headings and subheadings by 
using simple graphic or typing changes (capfializing, putting in fialics or bold, Indenting, 
and spacing, to name a few), The following ouHine shows both methods. 
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WRITING AND ORGANIZING 

I. TABLE OF CONTENTS 

II. BODY 

A. Introduction 
1. Grabber 
2.. Bottom Line (Thesis) 
3. Reference to Main Points (Topical Areas You'll 

Cover) 

B. Body 

1. First Main Point 
2. Second Main Point 
3. Third Main Point 

C. Conclusion . 
1. Restated Bottom Line 
2. Rasla/ecf Main Points 
3. Wrap.up of Grabber 

III. ENDNOTES 

IV. REFERENCES, BIBLIOGRAPHY, OR WORKS CITED 

~.:) The Conclusion 

· , 

, .. ' 

... ,. 

.,; .. ' 

.. , 

. ..1 

o 

Here, you should restate your bottom line or present your conclusion (based, of 
course, on the information you've given) and summarize your fDain topical 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 provocative question, finish your hypothetical 
situation or give it a different ending, or rsworn the quotation slightly to fit your purpose. 
tf you Jorget this final part of the summary, your reader may feel slightly shortchanged, 
as though you started a story but never finiShed it or failed to tie all the loose ends . 

SUMMARY 

As you can see, your best chance for communicating with your reader comes 
from beginning with your main message and then proving it through logically organized 

. details before restating it at the end. You have several options for arranging your 
details and should choose the method that best suits your purpose and content; 
remember to use transitions to help your message flow smoothly. Your weli-organized 
messages will save your readers time and help you achieve your goals for writing, 
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This section presents arguments designed to help you believe in using a different 
style than you might have considered before and guidelines you can follow to apply this 
style. Initially you may think this style either does not fit the Bureau's mission or could 
hurt the Bureau's image. I've tried to anticipate your questions and concerns and 
answer them. Through examples, I hope to dispel such beliefs (and get you at least 
thinking about this style). 

The style the Bureau now wants to embrace follows four main concepts, which I 
outline in four separate subsections: writing in active voice, applying the KISS principle, 
reducing clutter, and wrnlng strong sentences, AUof these concepts keep the reader's 
needs at the forefront. Each subsection offers suggestions on how you can change 
something you've already written. Eventually you should not have to go through all of 
the steps outlined in these subsections because you'll start writing in the new style from 
the start. .Thus, at first, you might spend more time trying to apply these principles than 
you would spend writing your normal way. After you master these techniques, however, 
you should find that you can cut your writing time in half or more. 

WRITING IN ACTIVE VOICE 

A major problem with bureaucratic writing often stems from the writer's use of 
passive voice. This subsection defines active and passive voice and discusses the 
virtues of active versus the pitfalls of pessive. It goes on to present a four-step process 
for changing passive voice to active. Finally. it offers suggestions for improving 
sentences that use weak or linking verbs. . 

Active VS. Passive Voice .-

In active voice, the subject names the doer (actor) of the verb (action). Also, 
active voice places the actor before the action of the sentence. 

John wrote the report (ACTOR-John, ACTION-wrote) 

In passive voice, the subject often names the object (thing acted upon or that 
receives the ~ction) in the sentence. Passive voice also tends to place the actor after 
the action in the sentence or leaves the actor out aKogether. 

The report was written by John. .(ACTOR-John, ACTION-'-was written) 

Passive voice always uses at least one form of the verb "to be": 
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REVISING FOR STYLE 

However, this does not mean that every time you use one of these words, you 
, are using passive voice, You can use these fonns of "to be" to show that something 
exists. 

Passive voice also always has a main action (verb) in the sentence, The main 
action generally takes the form of a past participle (one ending in "-d," "-n,· or "-t,· such 
as "advised," ·written,· or -built") or, sometimes. the progressive (one ending in "-jng,
such as "reporting"), For example, 

past 
present: 

future: 
past progressive: 

present progressive: 
future progressive: 

The case was investigated by the detective, 
The papers are delivered by the courier, 
The class will be taught by an agent, 
The people were being threatened by the gang, 
The statement is being written by the witness. 
Autographs will be signed by the author, 

Notice that passive voice can occur in any tense-past, present, or future>-ar in 
the progressive form of any of these, 

If you cannot find another main action in the sentence, then you probably have 
used the 'form of -to ben to show existence, 

VALID: You are Raye Adams, 
I am on the Reactive Squad, 

Why You Should Use Active Voice 

Active voice is a direct, more concise form of writing thQt creates images of a 
decisive, strong writer. ' Active voice also helps you clarify your ideas for both yourself 
and your readerS by forcing you to answer the question "Who did this?" It promotes the 
use of more vigorous and accurate verbs and sir~'lp!er words, In active voice yO).l 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 after the action rather than before it When we talk, we generally 
speak in sentences that have doers (aLiors) come before the verb (action), This both 
sounds natural and makes sense. When we write, however. we (in the government 
especially) have somehow developed the habit of placing the actor sfler the action in 
the sentence. Thus, our sentef'!ces often sound backwards. Think of how unnatural the 
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following examples (from various Bureau documents) in passive voice would sound if 
spoken in a conversation between two people: 

PASSIVE: A warranty card for 8 Sony T. V, set was obtained from tile 
interior of the trailer by agents, 

Now compare this conversation with the one below, spoken (and written) in 
active voice, Notice how much more narural (more vigorous and less stuffy) this 
conversation sounds: 

ACTIVE: Agents obtained 8 warranty card lOr a Sony T. V, set from 
inside the trailer. 

Thus, one loose way to avoid passive voice 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, 

Second, passive voice adds unnecessary words to the sentence. In simple 
sentences. passive voice adds at least one but, usually, several unnecessary words: 

PASSIVE: All security gates will be activated at 7:00 p,m, each night by 
security officers, 

ACTIVE: Security officers will activate all security gates at 7:00 p,m, 
each night. 

In longer, more involved sentences, it can add quite a few unnecessary words, 

This, passive voice can create questions in the reader's mind by dropping the 
actor from the sentence. 

PASSIVE: The case was investigated a/l week, 

Readers then must ask who did or should do the action of the sentence 01' any 
number of other questions about "who· to clarify the sentence, 

ACTIVE: Detective Amodeo investigated the case a/l week, 
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Although the active version of the same sentence adds words, it no longer makes 
the reader wonder who investigated the case. Thus, in this. situation, a longer sentence 
is clearer and better for the reader. Writers should never sacrifice clarity for brevity, 

Why We Use Passive Voice 

You may wonder why we use passive voice if it Is so bad for our writing. 
ALiually, we've developed the poor habit of using passive voice for several 
unacceptable reasons: 

"Everyone else uses it'" Passive voice prevails in bureaucratic writing. You see 
it EVERYWHERE! You see it in the memos and letters we receive, in the reports we 
read, and in the examples we copy, Most everyone uses passive voice. Although this 
isn't necessarily bad, you can take it too far. Using passive voice is defin~ely not a case 
where a little is good, so a lot milst be better! 

"/f's not my fauit," Passive voice probably got started 200 years ago when the 
first congressmen started deciding that taking responsibility for what went on in the 
government didn't get them flH'lected, 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 it, 
or did the Senate pass It? "The information was leaked to the press: Who leaked it? 
We don't know because the passive voice let the writer delete the actor from the 
sentence, Thus passive voice helps people hide from responsibility for their actions. 

"/ need to use tip space.' Have you ever had to write a seven·page report, but 
you only had four pages worth of infonnalion? Wall , passive voice is a great way to 
help you fill up those extra three pages, You can add an unbelievable number of words 
to your writing jf you write everything in passive voice. Not only that, passive voice 
often forces you to use longer words, as well, which take up more space, 

"It doesnl/ook long ymportantj enough.' One of the most ridiculous reasons for 
using passive voice is to make your document appear more impressive or important. 
Passive voice does not impress. Clear communication does. Most of the time, passive 
voice hampers understanding by clouding the message, 

How to Change Passive Voice to Active 

The first step in changing passive voice to active is to recognize how much 
paSSive voice you use. It may surprise you. Onr..e you get over the surprise, however, 
you will probably be able to change enough of your passive to reach an acceptable mix: 
80 percent active voice to 20 percent passive. 
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If you can change 100 percent of your passive voice to active, so much the 
better. However, the20 percent acts as a fall-back for you in several situations. At 
times you may not know the actor or may want to hide or de-emphasize the actor. For 
example, "The fugitive was seen at the stadium: You might not know who saw the 
fug~ive. 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 atthe stadium." 

At times, passive voice may be clearer for your roader. For example, an active 
way of saying "I was born on May 29" is "My mother bore me on May 29: I think we'd all 
agree that the former is clearer than the latter. If you find this true for SOme of your 
passive voice, keep it passive! You always should try to choose according to what is 
clearest to your reader; 

Finally, if ~ takes you an' hour to change one paSSive 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 to use common sense and spend 
your Ume as wis'lly as you can when applying any of these guidelines. 

Some people find changing passive voice to active easy, once they realize what 
passive voice Is. You simply find the actor in the ssntene"" place it before the main 
action, and gat rid of the form of "to be" you used, pn the other hand. doing this isn't 
always as easy as it sounds. For those of you who want a litHe more direction, try 
following these four steps; 
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1. Circle all forms of the vetb "to be" In your document. Until you get 
used to recognizing these forms in your own writing, you may want to do 
this even jf you don't think those fonns indicate passive voice. Learning to 
recognize the two or three forms you use most can be half the battle. 

Every attempt has been made by security to address problems as they 
arise 

Prompt corrective action will be taken toprovide a secure environment for 
us. 

Your assistance is appreCiated. 

2. Underline the real action (main verb) in the sentence. This action 
often, though not always, follows the form of "to be" you circled and can 
end in "-d," "-n," "'-t,~ or even "_lng." 

Every attempt has been made by security to address problems 8S they 
arise. 
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Prompt corrective action will be taken to provide 8 secure environment for 
us. 

Your assistance Is appreciated. 

Note that you also need 10 underline words that indicate either tense (such as 
"have" or "wiW) or necessity (such as "musr). Such words add meaning to your action 
and will help make the question you ask in step 3 clearer . 

3. Ask yourself who performed (or will periorm or must perform) the 
action you underlined. The answer names your actor (doer), who might 
or might not be stated in the sentenca. Take care NOT to include the form 
of "to be" you circled in your question, because it might give you the wrong 
answer . . This step often poses the most trouble for people going through 
this process because they want to make it more complicated than ij 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: 

EvelY att9mpt has been made by S9CUrity to address problems as they 
arise. Who has attempted? (Security has.) 

Prompt corrective action will be taken to provide a secure environment for 
us. Who will act? (Security wilL) 

Your assistance is appreciated. Who appreciates your assistance? (I do.) 

4. Place the actor before th& action In the sentence and delete 
unnecessary words. 

'OR: 

Security has attempted to address problems as they arise . 

Security wiIJ take prompt corrective action to provide us a secure 
environment. 

Security will act promptly to provide us a secure environment. 

I appreCiate your assistance. 

While gOing through the above steps should help you change some of your 
passive voice to active,-you rnay find some forms of "to be" that seem like passive voice 
but don't "fit" into the steps. Either your actor is already in front of your action, but 
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you've still used a fonn of 10 be" and have a main verb, or the fonn of "to be" seems 
stuck in a phrase that has little to do w~h the real meaning oftha sentence. Technically, 
these forms of "to 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 "to 
be" then equate to a weaker. and often less direct,. form of writing. In any case, ~ the 
above four steps don't seem to help you get rid .ot these fonns of "to be,- try these 
guidelines: 
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1. Delete empty subject/verb combinations, such as "It is .. , that" or 
"There is ... this" or "There are ... who" or "Ilis ... which." Forms of "to be" 
used in th is way are called linking verbs. Linking verbs are inherently 
weak. Simply getting rid of those weak subjecVverb combinations will add 
vigor to your sentences. When you delete these words, you may have to 
reword your sentenr.es slightly so they make sense. 

WEAK: 

STRONG: 

WEAK: 

STRONG: 

WEAK: 

STRONG: 

WEAK: 

STRONG: 

WEAK: 

STRONG: 

There are many reasons why people shOUld wear seatbefts. 

People should wear seatbefts for many reasons. 

1/ is necessary that all agents learn defensive tactics. 

All agents must learn defensive tactics. 

There 8m four agents now supervising our drug squads. 

Four agents now supervise our drug squads. 

There are a series of ethics laws. that apply to DOJ 
personnel. 

A senes of ethics laws apply to DOJ personnel. 

It is imperative that all personnel tum in their keys before 
they leave. 

All personnel must tum In their keys before they leave. 
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2. Delete the words "who are" or t'which is" or '(that are/is" when doing 
so won't change the meaning of your stmtence.. These phrases ' 
weaken your sentences while adding nothing to your message. 

WEAK: The Bureau car, which was new, overturned during 
the chase, ·which was high speed. 

STRONG: The new Bureau car overturned during the high
speed chase. 

WEAK: The crowd, who were mainly family members, 
clapped loudly as each person finished shooting in 
the competition. 

STRONG: The crowd, mainly family members, clapped loudly as 
each person finished shooting in the competition. 

3. If your main action ends in "-lng," decide if you need to show Your 
action in progress. In other words, does the action still occur and will it 
keep occurring in the future? If so, leave it as it is-in the progressive 
tense of the verb, If you don't need to show the action continuing. as you 
often don't when you use this tense, you can change the past,. pres;m~ 
and future progressive tenses to their simple past, present, or future forms 
to get rid of your form of "to be." 

PROGRESSIVE: He will be meeting with all unit chiefs directly affected 
by the non-1811 personnel requests. 

FUTURE: He will meet with all "nit chiefs directly effected by the 
noll-181t personnel requests. . 

PROGRESSIVE: This unit is requesting that new office space be buiff 
to accommodate two new instructors. 

PRESENT: This unit requests that new office space be bum to 
accommodate two new instructors. 

PROGRESSIVE: Everyone was watching television as the towers were 
faJ/ing. 

PAST: Everyone watched television as the towers fell. 

Finally, you mighl tend to write weak sentences (often using "to be' as a linking 
verb) that don't fall into any ofthese categones as far as helping you make them more 
vivid or direct. In these instances, you must simply figure out what you mean then look 
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for a stronger way to say it It might help you to cover up your sentences. or even close 
your eyes. 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 to begin with. 

Summary 

WEAK: Our goa' In issuing this book is to raise awareness of 
the standards. 

STRONG: We issued Ihis book 10 raise awareness of Ihe 
slandards. 

WEAK: Continued commitmenllo upholding these standards 
is essential. 

STRONG: We absolutely musl conlinue 10 uphold these 
standerds. 

WEAK: The next meeting will be on Tuesday. 

STRONG: We will meel agein on Tuesday. 

WEAK: He is responsible for Ihesupetvision of Squad 5. 

STRONG: He supervises Squad 5. 

By using active voice and avoiding linking verbs as often as you can, you can 
feel confident that you present a strong. yet human, image of yourself and the Bureau in 
your documents. At the same time, you'll address your readers' needs by writing in this 
clearer, more direct and concise manner. With active voice and vivid verbs, everyone 
wins. 

APPLYING THE KISS PRINCIPLE 

Unforlunately, many people seem almost afraid 10 KISS their writing: Keep It 
Simple and Specific. They might have misconceptions about using simple or common 
words-conversational words-in their writing. Most writers hope to impress their 
readers with their professionatism and intelligence, and they're concerned that keeping 
their words simple and specific will convey incompetence or stupidity instead. 
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Common Concerns 

The following paragraphs deal wtth four common concems,...-some of which you 
might share, 

1. 'tit $HmS unprofessional. U 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 communir.ate exactly what we mean and help us quickly 
create a clear picture in the reader's mind. For example, which conveys a 
clearer thought to you: interacted or talked? (fought? shook hands?) 

Using simple or familiar words is also more professional because our 
readers can understand them as soon as they read them, They don't 
have to read and reread the words to get the meaning, Plus, the fewer 
syllables We make our readers wade through, the faster they can read 

" what we write and move on to doing what we want them to do, such as 
making a decision or acting on the information in some way. 

2. "WII make me look like 1'm uneducated or a simpleton." Again, this 
statement comes from writers who want to make sure they impress their 
readors, They wrongly equate length of words (number of syllables) with 
intelligence or education. But which is more idiotic from a reader's 
viewpoint: the use of long words meant to impress us wIIh the writer's 
expanded vocabulary or the use of short, common words that help us 
understand the writer's message clearly? 

As a reader, do you get upset or frustrated with peopie who use big words 
or words that you have to look up? Does it make you feel impressed by 
the writer or feel stupid yourself? And how many readers tike to feel 
stupid? Writers who intentionally show off with a steady use of large 
words tend to make their readers feel like Simpletons or feel talked down 
to. Those writers neither communicate nor impress . 

3. "aut that's not how I learned to write." Let's look at what you've 
learned, both in school and in the FBI.. 

Scholastic wetting differs greatly from business writing, Most of your 
teachers preferred to see your wide vocabulary of mu«isyllabic words, 
They even encouraged your use of them (to help broaden your experience 
and basic vocabulary), You also might have fallen into the habit of trying 
to find big words to impress your teachers. Plus, big words took up more 
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38 

space and helped you tum 8 pages of information into the 10 pages you 
needed to pass. 

In the FBI, howeyer, you are not writing for teachers who want to help you 
expand your vocabulary. You are writing to peers, subordinates, or 
superiors who simply want to understand what you say as quickly as they 
can so they can move on to another task. Because you aren't writing 
papers for school any more, the s.tyle you used in those papers probably 
does not fit tihe Bureau's needs. 

Many of you may have learned to write in the Bureau by looking at old files 
and, tiherefore, old ponies (examples of fonnat and wording from years 
past). The problem with writing from old documents is tihat writing style is 
a living, growing beast Going to closed or old files for examples of how to 
write now is like robbing grayes to construct new human beings. It might 
have worked for Dr, Frankenstein, but all it does for us is hold us back. 

We are the premiere law enforcement agency in the country; we are on 
the culling edge of applying new investigative, analytical, and 
management techniques. Shouldn't we join the twenty-first century in our 
writing techniques and style, too? 

While going to archaic fonmats and wording may keep you 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 wheels move forward by applying fresh, yet proven, techniques like 
the KISS prinCiple to your wrtting. 

4. "We've never done It that way before," Just because you've always 
written things a certain way doesn't mean you can't change or tihal you 
based your habits on valid precepts. You might write a certain way 
because everyone else writes that way, and they based their original 
fonmats and style on 20-year-old documents from closed files. 

Sure, old habits are hard to break, but try to remember that ·old" means 
old, not sacred. At first you might feel more comfortable with your.normal 
style of writing and might even think ij sounds better than simple writing. 
But because old habits are not necessarily good ones, you should try to 
keep your mind open if you wyant to improve and grow in all areas, 
including writing. ' 
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Even the acronym KISS has promoted the feeling that simple means simpleton 
because most people think it means "Keep It Simple, Stupid!" Lers define it differently. 
As you 've by now begun to realize, keeping it simple is smart, not stupid. So, KISS as 
used here stands for "Keep It Simple and Specific." 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 yCiU would use if talking to the reader in person. As a reader, would you 
prefer to read, "If you need more reports, just call me," or, "In the event that your supply 
of reports is insufficient to meet your antiCipated requirements, please do not hesitate to 
contact this office for additional copies"? The latter would sound ridiculous if you said it 
during a phone or face-ta-face conversation, but more people would write that than "If 
you need mone reports, just call me." Such stuffy language should start sounding 
ridiculous to you when you wrile ii, 100. Thus, follow two guidelines to keep yourwriling 
simple: -

Use the smallest number of syllables (Le., sounds in a word) possible to get your 
meaning across. 

INSTEAD OF: 
additionally 
advised 
altercation 
approXimately 
assist 
constitutes 
demonstrate 
deSignate 
dispatch 
employ 
equaable 
finalize 
_ fundamental 
inasmuch as 
inquire 
legislation 
location 
modify 
objective 
perform 
priorfo 

_ WRITE: 
a/so, plus, fDa, and 
said, told 
fight 
about, around 
help, aid 
forms, makes up 
show 
choose 
sand 
use 

. fair 
finish, complete 
basic 
because 
ask 
law 
·site, scene, place 
change 
aim, goal 
do 
before 
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remainder 
request 
residence 
subsequently 
terminate 
utilization, utilize 
wttnessed 

rest 
ask 
house, home, apartment, trai/er 
then, later, after 
end, stop, fire 
use 
saw 

If you wouldn't say it to your reader, don't write it to your reader. 

WOULD YOU SAY: 
ascertained 
attempt 
cons&quently 
discontinue' 
enumerate 
funeVon 
inception 
necessitate 
purchase 
remuneration 
transmit 

OR: 
learned, discovered, found out 
try 
so 
stop, drop 
count 
act, role, work . 
start 
need . 
buy 
pay, salary 
send 

Unfortunately, just keeping it simple often gets us only halfway to clear 
communication. We also must try to use specific simple words. 

Keep It Specific 

Communicating-making your reader understand your message-often means 
painting a picture in your reader's mind. But it must be the same picture you have in 
your mind. Simple words alone may not paint exactly what you want. For example, if I 
have a picture in my mind and write to you, 'she went down the street: would you be 
able to draw the picture I have in my mind? No, of course not How about if I wrote, 
"'she ran," ·she staggered," "she hopped," "she crawled,~ or "she walked"? Yes, these 
simple -yet specific Words get you much closer to 'the picture I have in my mind and get 
us much closer to communicating. 

To make your words more spacific, you must learn to describe actions or 
characteristics. When you can, stay away from labels and use an action word instead, 
For example, don't use a label like "'dishonest" when you can write "cheated." "stole," or 
·lied." Instead of "interacted: choose "talked: 'shook hands: "fought: or "ran 

40 

C ' 

( , . 

c 
{ 
\. ...• 

rH

-, , 

f . 
, ,-- , 

c .. 
(" 

, , . 
, 
,.-. , , 

~ .-



REVISING FOR STYLE 

together: All of these simple words say what you really mean much better than the 
'-". bigger but vaguer words "dishonest'- or "interacted. ~ 

" 

INSTEAD OF; 
exited the vehicle 
contacted 
resisted 

Casual Vs. Formal Language 

WRITE; 
got out of the van 
phoned, vislred, spoke to, celled 
punched, kicked, ran 

_ -' KISSing your writing does not have to mean 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 in 'speech, ranging from the way we speak and 
the words we use with famlly members to those we use with the district attorney to 
those we use when speaking to a large group of Bureau SACs. We use more intimate 
and casual language with our family Ih,m we do with the district attorney and more 
formal language with the SACs we speak to. You can roflect a'll of these differences in 
your writing, making it more or less formal according to who your reader is. 

Summary 

When you write, write \0 communicate. Make expressing your ideas, no! 
impressing your readers, your primary goal. To communicate, you need to KISS your 
writing-Keep It Simple and Specific. By doing so, you will Indeed impress your readers ' 
and promote a professional image . 

REDUCING CLUTIER 

How many reports; memos, lette:rs, and other documents come across your desk 
each day? 00 you ever teel overwhelmed by all the words? When you're feeling 
overloaded or tired, wouldn't you like to find a one-sentence memo in that stack of 
papers on your desk? But, would you send such a memo? You may have changed 
your answer to that question. While We as readers may think il great to receive a one
sentence memo, we as writers often resist sending one. 

In the work world, somothing about a lot of white space on a piece of letterhead 
intimidates us as writers. We feel the need to fill up that white space. T oc much white 
space makes our writing seem unimportant or unprofessiona~·····or so we may think. 
Like using big words, using many words is an ~rge most writers have that hurts 
communication rather than helps it. 
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Readers tend to prefer brief and concise documents to Iorig wordy ones. They 
think brief documents will be easier to read and easier 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 sentence should -contain no unnecessary words, a 
paragraph no unnecessary sentences. for the same reason that a drawing should 
have no unnecessary lines and a machine no unnecessary parts, This requires . 
not that the writer make all his sentences short or that he avoid all detail and treat 
his subjects only in outline, but that every word tel/. 

Thus, as writers you wUl want to eliminate all unnecessary words from your 
writing. But how do you determine exactly which words you need and which you don't? 
What is clutter? 

Clutter appears in many different forms: deadweights; wordy expressions; 
doublets; redundant expressions; unneoossj3ry repetition; hidden verbs; "there are" and 
"it is' clauses; "who; "which: and "that" clauses; "to be" phrases; and "of and other 
prepositional or infinitive phrases. Let's look at each one. 

Deadweights 

Some of the words and phrasS$ you may use add nothing to the meaning of your 
message, and others can even insult your readers by telling them what they already 
know (for example, that August is a monthl). You should find and remove these 
deadweights: 

EXAMPLES: the hour at which 
needless to .ay 
It is obvious that 
8t9 the kinds oLthat 
the reason is that 
he is 8 man that 
red in color 

. in /he month of 

DELETE 
DELETE 
DELETE 
DELETE 
DELETE 
USE "he" 
USE "red" 
USE "in" 

ConSider excessive modifiers deadweights as well. Used too often, they lose 
their meaning. 

EXAMPLES: 
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really 
exceedingly 
vitally 

absolutely 
totally 
vel}' 
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Wordy Expressions 

Look for common expressions in your writing-they are often prepositional 
phrases that take three or four words to say what they could in one or two. Learning to 
recognize these wordy phrases and replacing them with their simpler. more direct 
counterparts will help you make your writing more concise. For example: 

Doublets 

INSTEAD OF: 
a number of 
at the present time 
due to the fact that 
in order to 
in connection with 
with refs,.noo to 
with the result that 
in an effort to 
in. the amount of 

WRITE: 
some, six 
now 
because 
to 
on, with 
about, regarding 
so 
to 
for 

Often we join two words that mean the same thing with "and." Sometimes the 
words will have slightly different meanings. If you need both words, use both. But if you 
can, choose one and get rid of the other. 

Redundancies 

EXAMPLES: 
hope and toost 
refuse and decline 
decide and determine 
help and aSSistance 
right and proper 
suddenly and wffhout warning 
initiate and start 

Advertisers have brainwashed us into believing that we must over-modify our 
words to make our readers understand. We dan'\. You should only use redundancy as 
a tool to emphasize pOints. Otherwise, delete words (mostly adjectives) that modify 
specifically defined words (I.e., those whose definitions include the meaning of the 
modifiers). For example: 
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INSTEAOOF: 
revert back 
true facts 
merged together 
totally unique 
specific detail 
fatal slaying 
gnoupconsensus 

WRITE: 
revert 
facts or truths 
merged 
unique 
detail 
slaying 
consensus 

Unnecessary Repetition 

Some writers shy away from repeating words. Instead, they look synonyms up in 
the thesaurus. Sometimes this helps our readers, but sometimes it confuses them. 
When you need to repeat a word for emphasis or clarity, do it. Unfortunately, we often 
repeat words or phrases when we could use pronouns to replace them instead. 
Repetition becomes clutter only when it adds no meaning to o.ur sentences or 
paragraphs. 

. CLUTTERED: Deputy Eisenberg has made 11 drug arrests, 27 Du/ arrests, 
and 5 vice arrests since he joined the force. 

BETTER: Deputy Eisenberg has made 11 drug, 27 DUI, and 5 vice 
arrests since joining the force. 

CLUTTERED: Afthough union members view the proposed regulations as 
unnecessary, the union members ere less opposed to the 
proposed regulatIons than to the regulations proposed last 
year. 

SETTER: Although union members view the proposed regulations as 
unnecessary, they oppose these less than the ones 
proposed last year. 

Hidden Verbs 

Using passive voice and writing in a bureaucratic style has caused many of us to 
"hide" good, strong verbs in the form of nouns. By adding suffixes (endings) such as ", 
sion, "-tion,'1 --ment,'" U_tal," "--ence,M and others to these verbs, we turn them into nouns. 
Then. because our sentences'need a verb, we add a generally weaker verb to our 
hidden one. Thus, we weakly write in three words What we could strongly write in one. 
By freeing your hidden words, you can shorten (and empower) your sentences. 
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"To Be" Phrases 

INSTEAD OF: 
make a determination 
gave authonzalion for 
find a utilization 
have B conference 
have an effect upon 
make itself feh 
take action 

WRITE: 
determine 
authorized 
use 
confer, meet 
affect 
influence 
act 

As stated earlier. in "Writing in Active Voice," whenever you see a "to be: you 
often can Just get rid of it-and you should. Aahough getting rid of "to be" alone can 
improve your sentences, you also should try using this as a stepping block to rewriting 
wordy sentences entirely to say what you mean in as few words as possible. (See the 
second example below.) 

INSTEAD OF: The investigative aSsistant seemed to be possessed with the 
kidnapping invesUgation. 

WRITE: The investigaffva assistant seemed possessed with the 
kidnapping investigation. 

INSTEAD OF: Material to be presented at weekly employee meetings 
should include only facts. 

WRITE: Material presanted at weekly employee meetings should 
include only (acts. 

OR-WRITE: . Present only factual material at weekly employee meetings. 

"Of' and Infinitive Phrases 

You often can eliminate 'oF (a preposition) and infinitive ("to" plus a verb) 
phrases or revise them to form adjectives, possessives, or verbs. Again, deleting such 
phrases can lead to recasting your· sentences to make them shorter and more direct. 

CLUTTERED: At the time of registration, students ;,t the academy are 
required to make payment of their equipment fees. 

BETTER: At registretion time, students at the academy must pay their 
equipment fees. 

BEST: Academy students must pay their equipment fees when tlley 
register. 
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Summary 

As you can see, dutter comes in many forms . . Unfortunately. jf you write 
naturally, like you speak, you might use many of these forms of clutter. While this 
guideline helps you choese simpler words when you write, it does not necessarily help 
you reduce clutter. You will have to fogure out what clutter you tend to use and 
consciously try to eliminate it from your writing. After reviewing each of your documents 
to delete unnecessary baggage, you will soon start recognizing clutter when you wilte tt. 
Then you can start dale~ng it before It evar reaches the paper or screen. Like getting 
rid of passive voice in your writing, this slep should become easier and less time
consuming with practice. 

WRITING STRONG SENTENCES; TEN STRATEGIES THAT WORK 

Clear, vigorous sentonces get your message across while impressing"your 
readers. Although you certainly improve your sentences by changing passive voice to 
active, applying the KISS principle, and reducing clutter, you can do even more to make 
each of your sentences the best possible. By follOwing the 10 strategies listed below, 
you can feel confident thai you will write vigorous, strong sentences. 
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1. Write naturally, not bureaucratically. In other words, use your own' 
words, not ones you've seen everyone else use until they mean nothing. 
It may help to remember to keep ij conversational. If you wouldn't say it to 
your reader, don't write ft to your reader. Bureaucratic writing is stuffy, 
stilted, and boring and rarely considers the reader. 

POOR: Reference is made to your leiter dated May 19. 

BETTER: Here's the infonnalion you asked for in your let1erofMay 19. 

POOR: Iftllis offlce can be offur/her assistance, please don1 
hesnate' to call, 

BETTER: Please call us on 703.{)32-1000 if you need 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 your sentence and stay close . 
together (Baxter), Don't separate your subject and verb with too many 
prepositional or definitional phrases. 

POOR: A final report on the US9 of unauthorized force, written by Jew 
enforcement officers from around the country attend;ng the 
meeting on unauthorized force held at the FBI Aca.demy-
prompted by ths Rodney King incident-was printed in June 
1991. 

BETTER: A finall!3port on the use of unauthorized force was printed in 
June 1991. The Rodney King inCident prompted law 
enforcement officers from around the country to meet at the 
FBI Academy and write the report. 

BEST: In June 1991, the FB/printed" final report on the use of 
unauthorized force. Prompted by the Rodney King incident, 
law enforcement officers from around the country gatflel!3d 
at the FBI Academy to write the report. 

3. Make the subject of your sentence the same as who or what 
performs the action. In other words, make the subject perform the action 
or verb (be the actor) and write the sentence in active voice. Also, protect 
the natural subjectfverb order (subject before verb). 

POOR: The kidnapping was investigated by the Buffalo field office. 

BETTER: The Buffalo field office investigated the kidllapping, 

In the first sentence. "kidnapping" is the subject, but not who or what 
pertormed the action of investigating. In the second sentence, "Buffalo 
field office' 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 your sentences with them. The idea 
at the end of your sentence receives the most emphasis (Wyrick, 73). 

LEAST EMPHASIS: SA Taylor stressed using the firsf 12 hours effeclively as the 
most important element in solving a kidnapping. 

MORE EMPHASIS: Using Ihe firsl 12 hours effectively is what SA Taylor 
stressed as the most important olement in solving a 
kidnapping. 

MOST EMPHASIS: SA Taylor stressed the mosl important element in solving a 
kidnapping: using the first 12 hours effectively. 

5. Protect your verbs. Don't dilute them by turning them into nouns and 
adding weaker verbs. 

POOR: 'give authorizalion 10' or "hold a meeting" or "make a. 
decision· 

BETTER: "authorize' or "meel" or "decide' 

6. Write in positive terms (Strunk 19). This means presenting ideas 
direcHy. Positive terms present an image of confidence, not apology. 
They're aiso easier to understand. 

POOR: We have not failed to investigate any throats of terrorism. 

BETTER: We have investigated every threat of lerrorism. 

7. Place most tlme phrases and other prepositional phrases first or last 
in your sentences (Baxter). This helps them make the most impact 
while confusing the main idea the least. When you make these phrases 
dependent in complex sentences, you still emphasize your main ideas. 

POOR: SA Long, on March 13, 2002, interviewed John Spade. 

BETTER: SA Long interviewed John Spade on March 13, 2002. 

POOR: The fugft/ve, after 10 years of running from the law. 
sUlTBnderod /0 the FBI in Denver. 

BETTER: After 10 years of running from the law, /he fugitive 
surrendered to the FBI in Denver. 
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8. Keep all your sentences and paragraphs concise by eliminating 
clutter. Redundancies, wordy phrases, unnecessary repetHion, and filler 
words interfere with communicating your message. Get rid of them. (See 
"Reducing Clutter," p. 41.) 

9. Make your subjects and verbs as simple and direct as you can 
(Baxter), 

POOR: The twists and tums In the road from the airport slowed the 
agents and hampered in the least expected way their efforts 
to trail the kidnapper. 

BETTER: The winding road slowed the agents and unexpectedly 
hampered their efforts to trail the kidnapper. 

10. Strive for average sentences of 16 words or less. This doesn't mean 
that you canl write a 25-word sentence. It means that you shOUldn't do ~ 
all the time. Your readers will appreciate variety in your sentence 
structures, which helps you keep an even flow and pace. 

Summary 

Readers might not consciously notice well-writlen sentences as such, but they 
certainly notice poorly written sentences and then begin to dwell on the style of wliting 
rather than the message. Following these 10 strategies will ensure that your sentences 
will communicate your message to your readers, not irk them with HI-conceived struchlre 
and wording . 

USING THE NEW STYLE 

Writing in active voice, applying the KISS principle, reducing clutter, and writing 
strong sentenCes will lead to ciearand professional documents. Your readers will 
appreciate your attention to their needs, which will lead to more successful results from 
your documents. What's more, with practice, you will cut your writing time significantly 
because you'll have fewer words and sentences to compose and correct. Don't let old 
habits and ways of thinking obstruct your success; give this new style a try. 

49 



o 

o 

o 

PRESENTING 

The first thing a reader notices about a document. even before reading it, is how 
the writer presonted or formatted the text. Thus, the presentation often helps dictate the 
reader's first ·impressionof the writer or, In our case as writers, the Bureau. How a 
writer formats a document also can dictate how quickly ft is read amid the numerous 
other papers on the reader's desk. 

Think of your own preferences as a" reader. Do you prefer a document"that's 
typed single-spaced wah narrow margins and no blank lines between long peragraphs 
or one that's typed single-spaced with wide margins, blank spaces between short 
paragraphs and headings where appropriate? The latter simply locks better· ··more 
invttin\r-and seems easier to read and, at times, easier to handle. The way you 
present your information to your readers often can make the difference in when they 
decide to read your documents and, therefore, do whatever you .ask or want them to do. 

FIVE UNIVERSAL GUIDELINES 

You'll find that the following five guidelines will help you present your information 
(format your document) in the best way possible: 
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1. Make sure your documents are neaUy typ.ed or legibly written with straight 
left margins and broken right margins. Right margin justification (also 
known as "full justification") actually makes your documents more difficult 
to read, though at first glance it looks neater. 

2. Remember that white space attracts readers, so make all of your margins 
at least one inch or more and etther put spaces between single-spaced 
paragraphs or double space the whole document wilen possible. If you 
double space the document, you must indent the first line of each 
paragraph. 

3. List your information wtth either numbers or bullets whenever doing so fits 
with the purpose of your dOCument or how you wdnt your readers to use it. 
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PRESENTING 

4. Use headings and, when applicable, subheadings for documents two 
pages or longer, Even one-page documents can look betler with headings 
because they indicate what kind of information follows and add white 
space. Typical headings you could use for Buteau documents include: 

1) Purpose, Recommendation. Details 

2) Problem, Solution, Results 

3) Complaini, Investigation, Findings, Recommendation 

4) Caution Statement, Leads, C~se Background 

5) Theory, Research (or Expertments), Results 

5: If charts, graphs, tables, or even drawings will make your infonnation or 
argument easier to understand, use them. 

THINKING OF YOUR READERS ' 

When deciding how to present y'our information, once again think of your readers' . 
needs. How will they use your information? Are you telling them about a new 
procedure or instructions they'll have to follow? If so, tiy to put them in list or bullet form 
as much as possible. People hate to wade through paragraphs trying to figure out what 
steps they must take. If your readers need to.gather certain information for you, again, 
list the type of information they must give you where possible. For example, ff you had 
to make the following request for information, do you think your readers 'would prefer A 
orB? 

A When you come to 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 number. and dwision contact. 

B. When you come \0 an in-service, you'll have to let uS know your 

• time of anival 
• time of departure 
• flight information 
• room preference (smoking or nonsmoking) 
• social security number 
• division contact 
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Although it's slightly longer, B clearly would make it easier for your readers to 
gather the necessary information because they 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 like A five Urnes to figure out what you want 
to 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 getting them to do what 
you want. . 

Most of the methods of organizing discussed in "3: Writing and Organizing" lend, 
themselves to reader-friendly formatting with headings, lists, graphs, charts, and tables. 
Some seem easier to adapt than others, such as chronology, sequence, comparison 
and contrast. diviSion/classification, and space. For example, when raUng two 
computers for your boss, you can help him understand how their key features (or pros 
and cons) compare to one another with a simple table (either preceded or foHowed by a 
narrative explanation): 

._ .. _ .. -
Computer A ComputerB 

Cost per Unit $1 ,200 $1 ,700 

Monitor I HQ qolor LQ color 

Features Drives one only two (floppy and CD) 

Ease of Use difficult very easy 

Compatible IBM Macintosh 
Systems 

Such a table could quickly help your boss choose tile best cornputer or at least 
help him understand your narrative comparison of the two. 

SUMMARY 

If you follow the five guidelines described above, your documents will appeal to 
your readers' eyes and project reader-friendliness. These appeals can grab your 
readers' attention, maKing them put your 'documents first on their reading list. 
Depending on the types of documenls you wrae, the way you present or format your 
information could be the only advantage .you can gain over the oth~r 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 both within and outside the Bureau, you should take the time to 
proofread all your work, 

Because you can lose your objer;tivity and simply overlook many errors when you 
write, you should find someone who knows the rules of grammar and punctuation to 
proof your documents for mistakes and typos. If no one can do this for you, try to give 
yourself some time (at least 2 days, though a week is betler) before proofing them. The 
time should give you the objectivity you will need to catch errors you made and 
previously overlooked. 

If you know your strengths lie in areas other than grammar and punctuation, you 
should try to find someone to proofread all your documents for you. Of course, you 
must make them as correct as you can first so as not to abuse your reviewers. If, 
however, you have no one available, this section can help you find the most common 
mistakes in grammar and punctuation. It details a few of the major rules you'll want to 
follow when writing for the Bureau. They will help you keep your writing flawing 
smoothly and professionally, 

GRAMMAR 

Grammatically correct sentences and paragraphs make your writing sound good. 
When readers can get through material without annoying interruptions caused by errors 
in grammar, you communicate your message better. Once readers notice three or four 
grammatical mistakes, thoy tend to stop reading for content and start reading to catch 
errors. Mistakes in grammar also convey an impression of either a slipshod work ethic 
or, in extremes, illiteracy. By following the rules below, you can feel confident that your 
writing will convey a more professional image of bot" you and the Bureau. This section 
first dL.cusses the four common sentence types and the various problems you can have 
wIIh them, such as run-on semences, comma splices, and sentence fragments. Next 
you'll see some information on agreement, shifts, parallel structure, 'and modifier 
problems. 

COMMON SENTENCE TYPES 

Try to vary the structure of your sentences by using the following four sentence 
types. You want to keep 75-80 percent of your sentences simple, so, interspersing the 
other three types among the simple sentences will keep your writing from souriding too 
simplistic (like the ' See Spot run" kind of writing you remember from childhood). 
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Simple Sentences 

A simple sentence has a single subject~verb combination. 

Detectives investigate. 

She fired her weapon qnce last week. 

It can have more than one subject or verb ... 

The fingerprints and DNA samples matched. 
The gang robbed and beat the couple. 

... or several subjects and verbs. 

Officers McDougall, Chang, and Greene drove to the sce.ne, broke up Ih. 
fight, and charged the participants with disturbing the peace. 

The key distinguishing factor of a simple sentence is that all the subjects do all 
the actions. 

Compound Sentences 

A compound sentence combines two or more simple sentences, connecting them 
via a commaJconjunctlon combination. You can remember the conjunctions that form 
compound sentences by thinking of the acronym FANBOYS: 
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For 
And 
Nor 
But 
Or 

, Yet 

So 

Use a compound sentence to give equal weight to two closely related ideas. 

The traffic light stopped working, so the patrol officer directed the traffic. 
The speeders saw the state troopers cruiser, yet they did not slow down. 
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PROOFREADING 

Complex Sentences , 

A complex sentence combines a simple sentence and a statement that begins 
with a dependent word, Parts of a complex sentence are often called "dependenr and 
"independenr clauses,. A clause is simply a group of words that has a subject and a 
verb. An independent clause expresses a complete thought and can stand alone as a 
sentence. A dependent clause does not by itsetf express a complete thought. so it 
depends on (or needs) the Independent clause to complete its meaning, 

Dependent clauses may begin with one of the following words: 

after so that where 
although that wherever 
as though whether 
because unless which 
before until whichever 
even if what while 
even though whateve, who 
if when whose 
since whenever 

Complex sentences emphasize the independent clause (complete idea) over the 
dependent clause (incomplete idea), no matter where you place each in the sentence, 
The dependent clauses are underlined in the sentences below . 

8§>cause he forgot Ihe lime, he missed roll call, 

While he gave the victim CPR, she began to breathe again, 

She cleaned her gun before returning it 10 Ihe holsler, 

. The boy, who was in ? motorcvcle ar;cirjent, now limps. 

Officer Smith parked behind Ihe truck thaI broke down on Ihe highwev. 

Interestingly, how you punctuate the sentence depends on where you place the 
dependent clause, If you siart the sentence with the dependent clause, you must follow 
it with a comma. If you place it in the middle of a sentence somewhere, you must 
surround it with commas, If you put it last in the sentence, you do not need a comma 
anywhere, 
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Compound-Complex Sentences 

Because two (or more) simple sentences combine with one (or more) dependent 
clauses to form a compound~complex sentence, you'll want to use it sparingly in your 
writing. Here are some examples: 

When the alarm sounded, the firemen rushed to the scene, and the 
shenff's department sent two deputies. 

After confirming the first suspect's ellbi, Agent Clark eliminated him from 
the list, and then she checked the next suspect's claims of innocence. 

As you use these four sentence types, you'll need to avoid the three most 
common errors 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 t~em, you 
have written a nun-on sentence. If you put only a comma between two complete 
thoughts, you've made a mistake. referred to as a comma splice. You can fix run~ons 
and comma splices by using one of three remedies: a period, a semicolon. or a 
comma/conjunction combination. The period separates the two thoughts the most 
drastically, while the comma/conjunction separates them the least. 

Fix # 1: the Period 

To use a period, find tho end of the first complete thought and place the period 
immediately after the last word. Making sure two spaces follow the period, start the first 
word of the next complete thought with a capital letter. You now have two correctly . 
punctuated sentences. If your error was the comma splice form of a run-on sentence, 
replace the comma with a period and begin the next word with a capital letter. 
(Remember to add an extra space after the period.) 
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CHANGE: The new position went up on the board 20 people 
responded. 

TO: 7he new position went up on the board. Twenty people 
responded. 

CHANGE: The agent went to court, he testified on a case he'd worked 
5 years ago. 

TO: The agent went to court. He testified on a case he'd worked 
5 years ago, 
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PROOFREADING 

Fix # 2: The Semicolon 

Alternatively, you 'could place a semicolon (;) right behind the last word of the first 
complete thought; the first letter of the word following the semicolon would remain in 
lower case, In the case of a comma splice~ replace the comma with a semicolon . . 

CHANGE: They posted the new position a week ago no one applied for 
it. 

TO: They posted the new position a week ago; no one applied for 
it . 

CHANGE: The instructor talked about effective writing, the class 
listened intently. 

TO: The instructor talked about effective Writing; the class 
listened intently. 

Fix # 3: The Comma/Conjunction Combination 

Finally. you can place a comma immediately after the last word of the first 
complete thought and add a coordinating conjunction before the next word, creating a 
compound sentence. You can remember the appropriate coordinating conjunctlorls by 
remembering the acronym FANBOYS-For, And. Nor. But, Or, Yet, So. If you had a 
comma splice. simply add one of these conjunctions after the comma. 

CHANGE: The division provided e car for the new agent on the 
Reactive Squad it was one of the oldest in the pool, 

TO: The division provided a car for the new agent on the 
Reactive Squad, but it was ana of the oldest in the pool. 

CHANGE: Terrorism·has changed policing foraver, homeland security 
has become law enforcement's top priority since the 
September 2001 attacks. 

TO: Terrorism has changed policing forever, for homeland 
security has become law enforcement's top priority sinca the 
September 2001 attacks. 
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SENTENCE FRAGMENTS 

If you punctuate an incomplete thought as a complete sentence. you've written a 
sentence fragment. Sentence fragment. often crop up as forethoughts or, more often. 
afterthoughts about ideas already punctuated as complete sentences. Fragments 
aJways begin with a dependent word (such as "after: "when: "that,") or a preposition 
(such as "to: "with." "at: "in: or "from"). 

To fix a sentence fragment, you can etther finish the thought it starts to form a 
complete sentence or add it to the front or back of an already complete thought to fonm 
a complex or compound/complex sentence. If you attach the incomplete thought to the 
beginning of the sentence, you must put a comma after it If you attach it to the end of 
the complete thought, you om~ the comma. 

CHANGE: When filey arrived at the scene. The agents interviewed 
three wftnesses. 

TO: When fileyarrived at the scene, the agents interviewed three 
witnesses. 

CHANGE: I must leave soon. Before I'm late for my next meeting. 

TO: I must leave soon before I'm late for my next meeting. 

OR: Before I'm late for my next meeting, I must leave soon. 

You can also often fIX sentence fragments by deleting the dependent word 
(which makes a clause that already has a subject and verb dependent on more 
infonmation to complete it). 

CHANGE: TlJo director held the meeting in his office. Although he 
would have preferred a conference room. 

TO: The director held file meeting in his office. He would have 
preferred a conference room. 

Run~on sentences. comma splices. and sentence fragments make up only a few 
of the errors in grammar people tend to make. Other obvious errons Include problems 
with agreement and shifts. Less obvious problems tend to include errors in parallel 
structur.e and the use of modifiers. The following sections discuss these troubles9me 
areas of grammar. 

A9REEMENT 

Your subjects must agree with their verbs in both person and numoor. This 
might sound difficult, but the good news is that you usually do it right because you hear 
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:", the errors when you proofread your writing. Don't rely solely on your ear, though. Know 
f"' -, the rules. 
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Person 

~Person" refers to the fonY! pronouns take to describe the person(s} speaking. 
spoken to, or spoken about. First person pronouns (I, me, we, or us) refer to the 
speaker(s). The second person pronoun (you) refers to the person, group, or thing' 
spoken ,to. Third person pronouns (he, she, him, her, it, /hoy, or them) refer to the 
person, group, or things spoken about. 

FIRST PERSON: 

SECOND PERSON: 

THIRD PERSON: 

THIRD PERSON: 

Number 

1 investigated the identity then. 

You wrote a good report. 

She interviewed the witness. - . 
The judge disallowed the wiretap. 

"Number" means the form a noun, pronoun, or verb takes to show if something Is 
singular or plural. Nouns usually form plurals by adding an ",SO or "·as" to the end 01 the 
word (for example, the singular form "gun" becomes the pluraHorm "guns"). If verbs 
also formed plurals by adding an ",5" or' -es" to the end, life would be easy. 
Unfortunately, in Standard English, only third person singular verbs (the ones that go 
with "he; 'she: "it," or corresponding nouns) have an os' at the end in nagular verbs . 
This unfortunate rule in English often cbnfuses those of us who take "s" to mean more · 
than one. 

He drives. 

Lt. Womack asks. 

BUT 

BUT 

You drive,. OR We drive. 

You ask. OR They ask. 

Your verbs must agree with their subjects in both person and number: 

Special Agent Klopf runs 3 miles daily to keep m. 
The tea.l!Z Qyy§ drugs undercover regularly. 

The support personnlll ~ OflOe a year at the picnic . 

You write well. ' 

l attend two courses each seSSion 

We teach in the field divisions when asked. 
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The following words usually take singular verbs: 

anybody 
nobody 
everybody 
somebody 

anyone 
no one 
everyone 
someone 

anything 
nothing 
everything 
something 

Neither of /hose two regulaffons Is followed. 

Each of /ha pistols needs adjustment. 

Everyone who parks here has a sticker. 

"Both' always takes a plural verb. 

Both agents follow leads. 

each 
erthar 
naither 

"Ali ," "any,- "some," and -none" sometimes takes singular verbs and sometimes 
'plural ones. 

SINGULAR: All is well. 

PLURAL: Detectives are busy, all work on major cases. 

SINGULAR: Thieves stole thousands of dollars; some ~ found. 

PLURAL: The squad interviewed dozens of witnesses; §orne were 
accountants. 

Take care that prepositional phrases falling between your subject and verb don't 
lead you to choose the wrong number: 
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The leaders of the group have declared war. 

One of the corrupt judges was indicted. 

Each of Ihe new agents has to lake physical /raining. 

Compound subjects generally take plural verbs: 

Ambition and good luck are Ihe keys 10 success. 

(Notice that 'keys" is also plural because It refers to "ambrtion and good luck.") 
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PROOFREADING 

However, a compound subject joined with "or" or "nor" takes a verb that agrees in . 
number with the closest subject. 

The captain or the lieutenant IS on duty. 

The players and the spectators at the g8_ were peaceful. 

Several deputies or one ranger. is needed. 

One ranger or several deputies are needed. 

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 
verb. 

SgI, LeWis, together wiih Sgt. Smith, runs the pistol range . 

Our agents. as well as our staff, !!!1Z the best in the nation . 

) Making All Elements Agree 

.. ,~ 
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Pronouns must agree in number with the nouns they replace. 

The officers drank coffee during their meeting . 

Either of the radar guns has it§. drawbacks. 

People who apply must have their eyes checked . 

Verbs in phrases beginning with "who: "which: or "that' must agree in number 
with the noun the phrase mo(!mes . 

Garv is one of those officers who is aggressive. 

The heavy trucks that thunder down the road make cautious drivers 
nervous . 

Collective nouns (those naming a group or collecJion of parsons, places, things, 
concepts, actions, or qualities) take a singular verb and pronoun when referring to the 
group as a whole: 

The.iY!Y. was dIvided on the issue and could not announce its decision 
untif Wednesday. 

But when a collecJive noun refers to individuals w~hin a group, it takes a plural 
verb and pronoun: 

The iJJrY. returned to their routines after tile trial. : . 
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You can make organizational titles, such as company or department either 
singular or plural-just be consistent. 

The department has grown 50 percent in 2 years. !1 will expand even 
mora this year. 

'Crowd" nonnally takes a singular verb and pronoun, while "people" normally 
takes the plural. 

SHIFTS 

You need to make sure you don't switch person, number, tense, or voice in your 
sentences. In "Agreement" above, we talked about keeping person and number . 
consistent between subjects, verbs, and objects. The following guidelines should help 
you avoid shifting not only ~rson and number, but also tense and voice. 

Shifts in Person 

If you start a sentence talking directly to your reader in second person, you must 
finish the sentence in the same way (as this sentence does by using "you" throughout). 
If you are writing about someone or something in third person, you cannot suddenly 
start talking directly to your reader (in second person) or about yourself (in first person). 
This dqes not mean that you cannot use "we- and "you" in the same sentence; it does 
mean that you cannot shift the person of the same noun in different parts of the 
sentence. 
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CHANGE: When ¥ou interview this way, he gets mora from my suspect. 

TO: When you interview this way, you get more from YQY£ 
suspect 

OR: When he intelYiews this way; he gets mora from his suspect. 

OR: When L interview this way, [get more from my suspect. 
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PROOFREADING 

Shifts in Number 

As "Agreement" above describes, your pronouns must agree in number with the 
nouns they refer to; you can't shift from one to several or from several to one. 

CHANGE: If 8 weapon becomes, ditty, they misfire. 

TO: If 8 weapon becomes "dirty. iI misfires. 

OR: If Vleapons become ditty, they misfire. 

CHANGE: If someone wants to burn their house, they should make it 
look like an accident. 

Shifts in T anse 

TO: If someone wants to bum his or her house, he or she should 
make it look like an accident. 

OR: If the fraternity brothers want to bum their house, they 
should make it look /ike an accident. 

If you start your action in the future, you need to keep it in the future; you should 
not suddenly switch to past tense. If you'm describing events 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 to tutum, when you switch tenses-lhat is, suddenly 
changing the tense of the same element in the sentence-·you confuse your reader. 

CHANGE: The witness ",n past the bank and looks around the corner 
to seo the license number. 

TO: The witness ",n past the bank and looked around the corner 
to see the license number . 

CHANGE: This report ~:g;ribes how a lefler's calmness kept him out of 
danger when a robber will come to his window. 

TO: This report describes how a teffer's calmness keeps him out 
of danger when 8 robber comes to his window. 

OR: This report describe'! how a tel/er's calmness kepl him out of 
danger when fl , robber came to his window. 

(Note that the pTesent tense logically moves to the past tense here 
because the change is from one element of the sentence to a different one. not a 
switch in the same olement.) 
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Shifts in Voice 

Finally, you should take care not to switch voice from active to passive within one 
sentence. This kind of change often forces you to switch subjects or dangle modifiers. 
And because you want to keep your writing as active as possible. switching to passive 
just doesn't make sense, ' 

CHANGE: While he considered his options, the case was aroueq by the 
prosecutor. 

TO: While be considered his oplions, Ihe proseculor amued the 
case. 

PARALLEL STRUCTURE 

Parallel structure will make your wriVng strong and clear. It cleans up your ideas 
by clarifying the relationships between elements in your sentences; it lets your readers 
know if those elements are equal, compareble, or contrasting. Parallel structure, or 
parallelism. expresses sj~ilar ideas in a similar pattern. It creates a balance in the 
structure of words, phrases, and clauses by giving equal emphasis to ideas within a 
sentence. For example: 

Let'us never negotiate out of rear, but let us nevarrear to negotiate. (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 frightening, 

When presenting a series of equal items, you should express all of them in the 
same grammatical structur<>--<lll nouns, all adjectives. all adverbs, ail verbs, all phreses, 
or all clauses. For example: 

When preparing for an interview. agents should review the case facts, 
det&rmin& the best location for the Interview, and investigate the 
interviewee's background thoroughly. 

The Hems in this series are all phrases beginning with verbs in the present tense. 
. Notice how awkward it sounds when written differently: . 
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When preparing for an interview, agents should 're~i&w the case fe01s, 
determining the best location for the interview, end they should investigate 
the interviewee's background thoroughly. 
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PROOFREADING 

Use parallelism when putting thoughts or instructions in a sequence, either in one 
sentence or in several. Using different forms of similar words confuses your readers. 
For example, write "First .. ." "Second, .. ." and "Third, . . ." not "First ... ." ·Secondly, . . ." 
and "In the third place . . . ." Your readers might spend too much time trying to figure out 
what sounds wrong and not enough on your message . . 

Examples of Parallel Structure 

WORDS: All phone messages should contain date. tim.,Q, caller's 
name. and message. 

PHRASES: The deputy had to look in the house, around the yard, and 
down the closest streets before deciding the trespasser had 
fled. 

CLAUSES: The proposal defines the problem, and it suggests an 
answer, but it fails to predict any resuns.. . 

Examples of Nonparallel Structure 

CHANGE: Writing the reports quickly is as important as heollect 
accurate facts. 

TO; Writing the reporls quickly is 8S important as collecting 
accurate facts. 

CHANGE: The budgefcontains an expendi/uros sheet, a sheet for 
payables, and it also has a balance sheet at the end. 

TO: The budget contains expenditures, payables, and balance 
sheets • 

Parallel structure helps you clarify your ideas by correcting mixed phrases, 
clauses, or sentences. It lets you unify a paragraph and emphasize important Ideas, 
while at the same time it helps you use fewer words. Best of all, parallel structure 
appeals to your reader's sense of order and sound . 

MOOIFIER PROBLEMS 

When you want to change (modify) Of add to a 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. 
Sometimes, however, 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. . 

65 



o 

;;c--- ;-;;;;;;:::: ------,: ::;:;i:; 

.. PROOFREADING 

Obviously, you don't misplace modifiers on purpose. But because you probably 
think faster than you write, your ideas can end tip in the wrong place. Also, at times you 
may s!art writing about new thoughts and then remember an important p.art of an old 
thought. Instead of backtracking to put the important thought where you should. you 
may write it wherever It happens to fall when you think of it. 

. Recognizing modifier problems seems harder than correcting them. You can 
often fix a modifier mistake with a minor change to the sentence. You must concentrate ' 
on looking for modifying phrases and making sure you've placed them next to what they 
modify. Reading your sentences aloud may help you find some of these problems. 
Those that sound funny or awkward may have anyone of the following modifier 
problems. 

Misplaced Modifiers 

When your modifiers seem to Change words or phrases other than the ones you 
want to change, you probably have placed your modifiers too far away from those words 
in the sentence. Try to place your modifiers next to (either right before or right after) the 
words they modify. For example, consider the difference between these two sentences: 

The district attorney almost lost a/l .our cases. 

The district attorney lost almost a/l our cases. 

The first sentence means that the D.A. lost nothing, while the second means that 
the D.A. lost nearty everything. Moving the modifier "almosr can entirely change the 
sentence's meaning. 

Note the difference between the following two santences, which place a 
modifying phrase (instead of word) differenUY. 

The victim said a 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 black shirt and blue jsans and 
carrying a handgun approached her. 

You especially need to take care when placing the modifier "only" in your 
sentences. You can easily put it in the wrong spot. For example, you 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 you really mean. 
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PROOFREADING 

Dangling Modifiers 

When reviewing your writing for modifier problems, you need to make sure your 
sentences actually contain what your modifiers describe. If they don'!, the modifiers will 
"dangle~ at the start or end of your sentences. In this case, you most often will dangle 
"-iog- or "to . . ," phrases. For example: 

After interviewing the Witness, Ihe repott explained Ihe evenls. 
(This says the report interviewed the witness,) 

After interviewing the witness, SA Andrews explained the events 
in his report. 

Watching constantly, the surveillance dragged on. (The 
surveillance itself could not watd>-only the person dOing the 
surveillance could.) 

CORRECTED: Watching conslantly, the deteclive thought the surveillance 
dragged on. 

OR: While the detective watched constenYy. the surveillance 
dragged on. 

Squinting Modifiers 

Your modifiers ' squint" wilen your reader can't determine if they describe what 
comes before or what comes after them in the sentence. You know what you want to 
describe, but you must ensure your readers know, too. 

SQUINTING: ASAC Smith asked SA Donovan while at the office to report on 
the progress of the investigation. (ShOUld Donovan report every 
time she's at the office. or did Smith just give this directive 
during a face-Io-face conversation there?) 

CORRECTED: ASAC Smith asked SA Donovan to report on the progress of the 
investigation whenever Donovan comes tg the office, 

OR: During 8 conversation at the office, ASAC Smith asked'SA 
Donovan to report on the progress of the investigation . 
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Jammed Modifiers (a.k.a. Noun Strings) 

You can ~jam~ your modifiers" by putting too many of them. in front of a word or 
phrase. You also can iam your modifiers if you make nouns act as adjectives. For 
example, "SWAT team equipment budget proposa!" puts too many modifying words in 
front of "proposal: and all of the modifiers are nouns instead of the adjectives they 
.should be. Rewriting this as "8 budget proposal for the SWAT team's equipment" adds 
words, but makes the meaning clearer for your readers. 

INSTEAD OF; 
projected hostage rescue 
equipment inveowry 
BailisUcs Projection 
Comparison Study 

WRITE; 
projected inventory for 
equipment used if! hostage rescues 
Study to Compare Ballistics' 
Projections 

. Making sura you say exactly what you mean and modify exactly what you want 
might take a little time initially. But when your readers understand you quickly, without 
questions or confusion, you will find it worth the extra inmal effort 

PUNCTUATION ' 

Can you imagine life as a reader without punctuation? The Ancients had just 
that Fortunately, we don't have to read the way they did. The evolution of punctuation 
has made the reader's task immeasurably easier. All punctuation marks function as 
signals for the reader to pause in reading. A comma or set of parentheses signals a 
slight pause, while a pariod or 00100 signals a much longer pause. More important, 
however, punctuatlo.n marks define the relationships between words, phrases, clauses, 
and sentences. Changes in punctuation can change the meaning of what you have 
written, so ifs worthwhile to leam exactly how to use each mark. 

Unfortunately, the evolution of punctuation has made life more difficult at times 
. for writers. Writers have to learn and then follow the rules of punctuation before they 

can make their writing clear to their readers. Because punctuation marks do tell your 
readers to pause, you need to take care when using them. You should use them for 
function, not for decoration. Sentences and paragraphs with too many commas or other 
marks become choppy, confusing, and difficult to read. 

Because some rules of grammar and punctuation might have changed since you 
learned them in grade school or high school, unless you've kept up with the changes, 
you might be using your puncluation marks incorrectly. The following paragraphs cover . 
only the major rules of most punctuation marks-those you wiU come across often in 
your writing. If a situation, arises that rules below do not cover, a roc..ent edition of the 
Gregg Reference MailUal, edited by William A. Sabin, or of a good c:Ollege grammar 
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PROOFREADING 

book, such as the Harorace College Handbook, ed~ed by John C, Hodges, should 
provide your answer. 

The Comma (,) 

Commas seem one of the most abused punctuation marks", yet also one.of the 
most necessary, Some writers sprinkle commas randomly througHout their text, hoping 
that readers will understand their meaning, How important are these marks? look at 
how a comma can change the meaning of a si,mple sentence: 

He's the crook I believe. 

He's the crook, I believe . 

The first sentence says you believe what the crook said, while in the second you 
identify him as the crOOK. That's quite a difference in meaningl If you follow the 10 
major rules for commas described below, you should feel confident that your reader will 
understand your writing: 

1. Place a comma after introductory phrases in a sentence. A comma 
should come ·after any kind of phrase or clause that begins your sentence 
and Is not part olthe independent clause (main sontence), 

For 6 months, 8 woman had boon stealing valuables from hotel 
baggage check rooms. 

Trying to disguise her identfty, the thief wore a .wig and bulky 
clothes. 

Even so, the witness quickly picked her out of a line-up. 

lfthe ruse had worked, she would have escaped punishment. 

Because it did not, she faced jail time, 

Although some texts say you cen omit the comma after short (2-3 word) 
introdu.ctory phrases, put it in if your reader could misunderstand-the 
sentence without it: 

Before dark deer arrived at the main entrance. 

Before dark, deer arrived at the main entrance, 
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2. Place a comma before a conjunction that joins two independent 
clauses (SQntences)to form a compound sentence. 

The acronym FAN60Y8-For, And, Nor, But, Or, Yet, So- ·-might h.elp you 
remember these conjunctions. 

We go out to dinner often. for the cafeteria food tastes bland. 

He applied to the Ketc/likan Police Department, f!I.!!! he has worked 
there ever since. 

The witness did not know what the shooter wore, !2.Q! could he 
recall the weapon used. 

Wilma Motl wanted to tell the truth, but she feared that her husband 
would leave her. -

I might run a few miles after dinner, or I might go to a movie 
instead. 

The police stopped hundreds of white vans, vet they did not locate 
the sniper. 

Counterterrorism is our top priority, so we have devoted 
. tremendous resources to it. 

3. Place commas around words that add exira but unnecessary 
infonnation to the sentence, If such nonessential information ends the 
sentence, just put a comma before it and a period at the end. To test 
whether you need commas, remove the questioned words from the 
sentence; jf the main message remains intact, use commas, If removing 
the words changes the main meaning, do not use commas. 

The College of Analytical Studies, which resides all the third fioor, 
includes training in statement analysis, 

SSA Scoff Barker, a member of the Hostage Rescue Team, led tile 
raid on the prison. 

T eny heads the white collar crime unn, which includes 7 agenls 
and 10 Investigative assistants. 

Everyone who smokes will be disqualified. 
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PROOFREADING 

You cannot put commas around "who smokes" because the resulting 
sentence (Everyone will be disqualified.) has a different meaning. 

Often, nonessential information can simply be omitted from your 
sentences; ifs clutter. 

4. Use commas to separate items In a series. (A series includes at least 
three items.) You might wonder if you need the comma before the "and" 
in these sentences. More conservative books suggest you put it there, but 
common practice now dictates that you can omit the comma unless you 
need it for clarification. You Inay want to consider putting it there an the 
time .. so you don't have to figure out when you must have it and when you 
don't You will never be wrong to place the comma before the "'and~ in a 
series. 

Samuels, Gald, and Munoz all applied for the position . 

The supervisory speciel egent will !nte/Vlew end hire applicants, 
manage the unit, and supervise ongoing cases, 

The clerk handed·the detective a message, tile mall and a cup of 
coffee, (no comma) 

The law firms Jackson and Pollock, Abbas and Thompson, and 
Emerson Group represent indigent clients pro bono, 

(Note that you need the comma before the "and" here to group the names 
correctly; otherwise, readers might think Abbas works alone while 
Thompson and Emerson are partners.) 

5. Place commas around the year in dates and around states that come 
after cities and fall in the middle of the sentence, . 

Ray has lived in Ashland, Kentucky, most of his life . 

Ha can move aner Friday, June 6, 2018, when his son graduates 
from high schoof . 
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BUT don't use commas when the city or state stands alone nor when you 
write the date without the year or write the month and year without 
specifying the day: 

We visil Ashland often. We like Kentucky" lot. 

September 11 started like a norma/autumo day, The events of 
September 2001 caused us /0 rethink many security issues. 

6. Use commas to separate direct quotations from the rest of the 
sentence, 

"/ d~nY want to run with you again, " he said. "unless You slow 
down." 

·We will meet tomorrow, " the target told the undercover agent. 

7. Use commas with direct address (i.e., when you use the readers 
name or title), 

Thank you, Mike, for answering my questions about NYPD. 

Sergeant, I have a problem with your altitude. 

8, Do not place just one comma between the SUbject and verb of the 
sentence or between the verb and object. 

CHANGE: John and Nancy Jones, have two daughters. 

TO: John and Nancy Jones Ilave two daughters. 

CHANGE: Fomler director Freeh worked, the Pizza Connection 
case. 

TO: Former direolor Freeh worked the Pizza Connection 
case. 
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PROOFREADING 

9. Do not place a comma before "and" or U or" when it jOins. compound 
subjects or verbs. The comma goes before "and" and 'or" only when 
they join two complete sentences or when they connect three or more 
items in a series. (See rules 2 and 4 above.) 

CHANGE: David. and his parents live in Indiana. 

TO: David and his parents live in Indiana. (2 subjects) 

CHANGE: Ai attended Apapca High School, and graduated in 1969. 

TO: Ai attended Apapca High School and graduated in 1969. 
(2 verbs) 

OR: Na/tended Apapca High School, and he graduated in 
1969. (2 sentences) 

10. Do not place a comma before the first or after the last item in a 
ser'es . 

CHANGE: Cold Zero is not just a story of, missions, weapons, and 
tactics. 

TO: Cold Zero is not just a story of. missions, weapons, and 
tactics . 

CHANGE: The FBI's Hostage Rescue Team handles terrorist 
capture, hostage release, and other emergencies, around 
the world 

The Semicolon (;) 

TO: The FBI's Hostage Rescue Team handles terrorist 
capture, hostage releasej and other emergencies around 
thf7 world. 

People often confuse semicolons (:) with colons (:); however, you cannot 
interchange them. You are one of these people if you tend to want to introduce a series 
with a semiColon . A colon should do that job. You should use the semicolon as follows: 

1. Use a semicolon as you would a panod-to separate independent 
clauses. 

The witness could barf7ty speak;. she was' still shaking. 
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You shouldn1 use a semicolon with one of your FANBOYS coordinating 
conjunctions, nor .~hould it replace most commas. You should use it with 
conjunctive adverbs, such as "thus," "therefore: "moreover: 
"cons~quently.'" -indeed.: or "however." 

The case seems airtight; however, we willlleed further details of 
your investigation, 

2. Use semicolons to separate items in a series when one or more of 
those items contains commas. 

John Smith has warned in the Pittsburgh, Pennsylvania, Division; 
the Miami, Florida, Division; and the Pikeville, Kentucky, Resident 
Agency. 

I told three people about the theft: Susan, my wife; Commander 
Dudley; and my insurance agent. (Because the first item eontains a 
comma, ali items. are separated by semioolons.) 

The Colon (:) 

Use a colon to introduce a quotation, a series in a sentence, or a list that uses 
symbols. The information that comes before the colon must be able to stand alone as a 
sentence. 
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An FBI National Academy graduate observed the following: "In law 
enforcement, there is a point where the gun becomes less of a weapon 
and wn'ting becomes mora of one. " 

Supreme Court Justice Benjamin N. Cardozo wrote these words: 

Not only do we guard the dream-the right to life, 
liberty, and the pursuit of happiness-we /ive it! 

The position has three requirements: a college degree, 3 years' work 
experience, and a high degrfJfJ of plJyslcal fitness. 

We need these things to continua the protection detail: 

8. three more'agents 
b. full cooperation from Secrat Service 
C. 8 more secure environment. 
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PROOFREADING 

Omit the colon in sentences where no general (a.k.a. "umbrella") term is used to 
introduce the series, such as "the following: "these: "as follows,' etc, 

To succeed in law enforcement, you must have patience, a thick skin, and 
a good sense of humor. 

To continue the protection detail, we need three more agents, full 
cooperation from Secret Service, and a mote secure environment. 

The Oash (-) 

Use dashes singly or in pairs to set off ideas you want to emphasize or 
strengthen, 

To avoid negating their emphasizing qual~y , use them sparingly, Type a dash by 
pressing the hyphen key twice, 

The Reactive Squad has only one priority tonight- find that little girl. 

The witness-blinded by the blast-could report only what he heard. 

We need to recognize symptoms of bumout-exhaustion, alcoholism, 
family problems-'-if we want to help employees suffering from it. 

Parentheses ( ) 

Use parentheses in pairs around supplementary or descriptive information that 
you want to de·emphaslze; such material is not necessary for the 'main thought of the 
sentence, 

You can put phrases, clauses, or entire sentences within parentheses. In the last 
case, you would put end punctuation for the sentence within the parentheses as well. 

Some states (for example, New York) outiaw any electronic 
eavesdropping by private individuals, 

We must secure more resources (as wo've reported before) 10 keep the 
new training running. 

Everyone can ~enefit from communication training. (Some employees 
might disagree,) 
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Always use quotation marks in pairs. 

1. Put double quotation marks around direct quotas. 

My supervisor said, "'Complete this report by close of business 
today." 

"It sure does make a difference, " Jeff obselVed, "where the 
punwalion goes!" 

She explained to the dispatcher, "/ thought / heard screaming. " 

2, ~se double quotation marks around words used to mean something 
different than they normally mean, words referred to as themselves, 
or slang and jargon. 

Because / didn1 study, I "bombed" the test. 

I used "be~ five times in my first draft. 

I saw my partner "cuff him and stuff him. " 

3. Single quotations marks surround a quota within a quota. 

The witness said, "[ remember the gunman yelling, 'Give me the 
money!'" 

4. Omit quotation marks for indirect quotations (paraphrases). 

My sU{)eMsor said he wanted me fa complefe this report by close of 
businBss tooay. 

The chief said fhat he wanted my resignation. 
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PROOFREADING 

5. Use quotation marks to punctuate titles of songs, poems, short 
stories, lectures, courses, ep~sodes of radio or TV programs, 
chapters of books, unpublisoed works, and articles found In 
magazines) newspapers, or encyclopedias, 

They sang "Mr: Bojangles· three times in an hour. 

Have you ever read "The Raven" by Edgar Allen Poe? 

"Effective Writing" is a groat course, donY you think? 

They liked Roy's looture, "Inside the Mind of a Serial Rapist' 

Gordon Graham'S presentation, "Why Things Go Right; Why Things 
Go Wrong, • always draws 8 big crowd. 

Quotation Marks and Other Punctuation 

1. Always put periods (.J and commas (,J inside final quotation marks: 

The suspect's wife stated, "I want to press charges. " 

'We have made terrorism a top priority. « declared the FBI director. 

2. Always place colons (:J and semicolons (;J outside final quotation 
marks: 

Shannon said to tl,e five board members, "Let's get st8rted~' he 
wanted to finish their unpleasant task. 

I could only think of one thing to do when /he police officer 
yelled, "stop or I'll shoot": run like the wind . 

3. Place question marks (7) and exclamation marks (I) Inside final 
quotation marks when they apply to the quot~t but outside 
when they apply to the entire sentence. 

The negotiator asked, "How long before we get a phone line 
set up inside the prison?" 

Did the agent say, "I'm from Arkansas"? 

I heard my partner yell, "GUT/!" 
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The Apostrophe (') 

You can use apostrophes to show ownership (form the possessive case) or 
create contractions. 
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1, Add's to singular nouns and acronyms to form the possessive . . 

Jim's answer-

the FBI's policy 

the agent's weapon 

If the noun ends in an "5," a sile0t "x," or a "z. sound, you may use only the 
apostrophe: 

the witness' statement 

Mr, Breaux' memo 

Socrates' student 

2. Add only lin apo~troph .. to plural nouns ending In "s" to fonn the 
pO$$esslve. 

officers' uniforms 

witoosses i statements 

lieutenants' association 

3. Add's to plural nouns not ending In "s" to fonn the possessive, 

women's rights 

children's school 

people's cars 

4. Some familiar expressions also U$Q an's, Qven though they may not 
fonn true possessives. 

a week's pay, a moment's nolice, a day's work, today's paper, 5 
dollars' worth 
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PROOFREADING 

5. Use apostrophe" to form contractions (shortened forms) of two or 
more words: 

l am I'm 

ilis It's 

are not aren't 

of the clock o'clock 

.will not won't 

Fiscal Year 2006 FY'06 

they are they're. 

weare we're 

6. Use's to show the plurals of words, letters, and numbers used as 
themselves in a sentence. 

The talk show guest used seven "like's'in one sentence. 

The word "perpetrator" contains only two "e 's,' 

The total figure pn the budget proposal contained too many 'O's .• 

7. Do not use apostrophes with possessive pronouns; they already 
show ownership, 

WRONG: its' yours' hers theirs' 

RIGHT: its yours hers theirs 

Also, don't use apostrophes to form simple plurals. 

WRONG: four chair's 

RIGHT: four chairs 

20 weapon's 

20 weapons 
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capital Letters 

In our. effort to show respect, we often capitalize words we shouldn't. As with 
other punctuation .marks, overuse dilu1es the intended effect. 
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1_ Capitalize a person's name and a person's title when it precedes the 
name. 

Robert S. Mueller III Director Mueller BUT the director 

Spscial Agent T. Wilson SA Wilson 

Sheriff Stanley Clarke Sheriff Clarke 

BUT all special agents 

BUT the sheriff 

. 2 . . Capitalize days of the week, months of the year (but not seasons), 
and special days; full names of organizations; races and languages; 
histori.cal periods, events, and documents; words pertaining to the 
Deity (in all religions). 

The Federal Bureau of Investigation closes /he FBI Acedemy on 
the third Thursday of November in honor of the Thanksgiving 
holiday. At this traditional autumn feast, many Americans thank 
God for the blessings received during the year. 

3. Capitalize the words high school, college, street, park, lake, river, 
county, company, city, SOCiety, Institution, etc., when used as an 
essential part of a proper name; however, when they are used alone 
as '8 substitute for a proper name. each one appears in fower case. 

I attended Essex High School in /he Town Of Tappahannock, 
Virginia. The high school is located on the outskirts of town, across 
Aiiport Road from the tiny municipal allPort. 

4. Capitalize nouns designating family relationships only when 
substituted for the proper name. If the noun is preceded by a 
possessive pronoun (e.g., my, your. their), do not capitalize it. 

Was Dad appointed as the new police chief? 

Is Lieutenant Uu your aunt? 
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5, Capitalize geographical locations but not merl! points on a compass 
or directions. 

SUMMARY 

It gets hot and muggy in the South during the summer. 

The suspeat's car continued w9stboLfnd on Rosser Avenue. 

The SWA Tteam entered Ihe window on the south side of the 
building. 

Again. the rules for grammar and punctuation detailed above include only those 
most often used or confused. While you may find it hard to try to memorize these rules. 
it might prove the easiest course for you to take in the long run. Knowing the rules 
(vef$us having to keep a guide handy) will make your necessary task of proofreading 
much easier. Whichever method you choose, your reader will thank you for an error
free document that communicates without ambiguity. 
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CONCLUSION 

Many people find wriUng a difficult but pervasive task in their Bureau positions. 
Writing for the Bureau can become a burdan if you know thilt solving a case, impressing 
an outsider, answering to Congress,' or even saving someone's life depends on how you 
communicate through your WJiting. I've designed this style manual to help relieve you of 
at least some of that burden. 

By following the practical guidelines outlined in the six main sections of the 
manual, you can feel comfortable that the documents you write wilt get your point 
across in the best way possible while presenting a professional image of both you and 
the FBI. 
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1. Thinking Before Writing dealt with helping you clarify your purpose for 
writing, learn about your readers and determine their needs, and figure out 
what you want your readers to do with your infonmalion. It then Showed 
you how to write your bottom-line sentence, in olher words, figure out the 
point of your document. 

2. Getting Started discussed how the left and right sides of your brain can 
either hurt or help you write and how to maximize the strengths of your 
right brain to help you get started. It then outlined five different methods 
you can use to get your first words and ideas all paper. 

3. Writing and Organizing showed you how to put your ideas into an overall 
struclure of introduction, body, and conclusion. It also detailed how YOIl 

can organize the body of your infonmation for both long and short 
documents. 

4. Revising for Style dealt with four main .reEls of style: writing in active 
voice, applying the KISS prinCiple, reducing clutter, and writing strong 
sentences. These subsections discussed the virtues of active voice 
versus the pitfalls of passive and how to change your passive voice to 
active. They showed you how to KISS your writing-keep it simple and 
speciftc-and explained why you should, They defined clutter, giving 
examples of the many kinds of clutter that can weaken your writing, 
Finally, these subsections detailed 10 strategieS you can follow to 
strengthen and invigorate your sentences. 

5: Presenting emphasized the importance of how you format your 
document. It presented five guidelines you can follow when fonmatting all 
your documents. It also discussed how to present your informalion to best 
meet your readers' needs and. in doing so, your own. Anything that 
makes the reade~' job easier increases the odds of getting what you want 
from them. 
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CONCLUSION 

6, Proofreading stressed the need for making sure your documents are 
perfect. It detailed common errors in grammar, showing you how to 
correct them, and lists basic rules of punctuation you'll . need to follow, 

Although we each write many different kinds of documents for the FBI, we all can 
apply the style of writing outiined in this manual to whatever we write. Somo 
documents, especially those going outside the Bureau, may need a little more formality, 
though none should require the stuffy, bureaucratic wrmng we're trying to eliminate, 

The following two memoranda graphically illustrate what we Iypically read (and 
write) in the Bumau versus what we could read (and write) if we all applied these 
techniques of good business writing, Which would you rather mceive? Then Shouldn't 
you try to write that way for your readers? 
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CONCLUSION 

TO: 

FROM: 

RE: 

MEMORANDUM 

All Academy Employees, 6-1"2-94 

Michael F. Kucab 

IDENTIFICATION BADGE PROCEDURES 

FBI ACADEMY 

The purpose of this memorandum is to change the procedure utilized for the issuance of 
identification badges to Academy employees in order to restrict access to the Academy 

. buildings to those w~h legitimate need for access to the buildings, 

For the Information of FBI Academy employees, the Division Support and Services Unit 
(DSSU) has been designated the Academy ent~ charged with issuance of all 
identification badges for FBI Academy personnel. 

Accordingly, the following procedures will be followed regarding request of keys: 

Step 1: By routing slip or memorandum directed to the Unit Chief, DSSU, a unit chief 
may request a speCific identification badge to be made and issued to a specific 
employee. The request should specify the type of badge, for what buildings or areas, 
the identity of the unit, the employee's full Bureau name, and the employee's social 
security number. 

Step 2: The DSSU Untt Chiefs SecretaI)' will contact the roquester and issue 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 identification badge. 

It is imperative that upon termination of assignment at the Academy that both support 
and ·agent personnel be required to personally return their badges to the DSSU Unit 
Chiefs SecretaI)' so that the records of returned badges will be removed from the 
computer progrem and property receipts removed from file. 
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CONCLUSION 

TO: 

FROM: 

RE: 

MEMORANDUM 

All Unit Chiefs, 6-12-94 

William A McGarry 

CHANGE IN PROCEDURE FOR GETIING 

IDENTIFICATION (I D) BADGES FOR 
ACADEMY PERSONNEL 

We've changed the way we issue ID badges to Academy staff to restrict access to 
various buildings based on true need. 

The DivisiOn Support and Services Unn (DSSU) Issues all badges to Academy 
employees, Please follow the procedure outlined below get badges for anyone in your 
unit: 

1, Send a memo to the DSSU's Unit Chief asking for an ID badge for an employee, 
Specify 

a. type of badge 

b. buildings oramas the badge should open 

c. your unit's name 

d. the employee's full Bureau name 

e. the employes's Social Security Number 

2. Have your employee pick up the ID badge from DSSU's secretary and sign a 
property receipt that will become a permanent property racord. 

All employees MUST return their badges to the DSSU IN PERSON when they 
leave the Academy or the FBI. so DSSU can release them from responsibility for 
their badges, 
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ADDITIONAL RESOURCES 

The works listed below provide addttional useful guidance on writing: 

Alward, Edgar C. & Alward, J. A. (1997). Punctuation plain and simple. Franklin 
Lakes, New Jersey: The Career Press. 

Floren, Joe. (1989). Write smatter, not harder. Wheaton. IL: Twain Productions. 

Floren, Joe. (1992). Enough about grammar: What really matters and what really 
, dODsn1. Wheaton, IL: Twain Productions. 

Holtz, Larry E. (1994). Investigative and operational report writing, 3'" ed. Longwood. 
, FL: Gould Publications. 

Langan, John: (1989). Sentence skills: A workbook forwriters. 4'" ed. New York: 
McGraw-Hili Publishing Company. 

Sebranek, Patrick, Verne Meyer, Dave' Kemper, and John Van Rys. (1996). Writers 
Jnc: School 10 Work. Lexington. MA. D. C. Heath. 

Sutcliffe, Andrea J" ed. (1994). The New York Public Ubrary Wriler's Guide 10 Style 
and Usage, New York: HarporCollins. 

Thaiss, Christopher and John E. He~. (1999), Writing for law enforcement. Basion, 
MA: Allyn and Bacon. 

Zinssor, William. (1998). On writing well. 6~ edition. New York: HarperCollins. 

Don't forget to check online writing resources, too. Use a good search engine to 
look for 'online writing lab" (OWL) (sites posted by colleges to help their students) or 
any specific writing-related topic (such as 'grammar: "punctuation: or ·commas"). 
Here are two good sites recently located by students in the FBI National Academy's 
"Effective Writing" class! 

OWL at Purdue University: htlp:iiowl.enalish.Durdue,edu 

OWL at Capital Community College, Hartford, CT: 
http://www.QQ9.:c..CQm...mnet.eduigrawmar 
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