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Departmental General Order ADM-448
Norfolk Police Department

1. G.O. 90-006, dated October 23, 1990
2. Memo 90-19, dated January 31, 1990
3. Memo 90-62, dated March 30, 1990
4. Any previously issued directive conflicting with this order

1. G.O. ADM-370: Leave
2. G.O. ADM-399: Allocation of Personnel
3. G.O. OPR-750: Field Command
4. G.O. PRE-90-020: Central Records Division
5. CALEA Standards Chapters 1 and 13

1. General Information
II. Management Information System

III. Administrative Reporting Program

1. PD 786, Daily Assignment Sheet
2. Arrest and Significant Events report
3. PD 670, Twenty-Four Hour Arrest Report
4. Twenty-Four Hour Summary Sheet
5. PD 598, Field Commander's Daily Report

Bruce P. Mar is
Chief of Police



Purpose: 
 
The purpose of this order is to establish responsibilities for the collection, analysis and distribution 
of general management information. 
 
I. General Information 
 

A. The Central Records Division, being the repository of Departmental records (e.g., 
calls-for-service records, offense reports, arrest reports, and Uniform Crime Reports) 
will be responsible for the coordination and maintenance of a Departmental 
Management Information System. 

 
B. Central Records will utilize the services of the Operations Analysis Unit and Systems 

Development Unit in fulfilling these responsibilities. 
 

C. All commands will participate in an administrative reporting program as outlined 
herein. 

 
II. Management Information System 
 

A. The Department’s Management Information System is described as those programs, 
methods, procedures and processes utilized to collect, analyze, and disseminate 
reliable information to be used in management decision making. 

 
B. Central Records will ensure that the system includes: 

 
1. statistical and data summaries of Departmental activities; and 

 
2. an administrative reporting program. 

 
C. For the purpose of the Management Information System, Central Records, at a 

minimum, will maintain data regarding: 
 

1. calls-for-service; 
 

2. offense reports; 
 

3. arrest records; and 
 

4. Uniform Crime Reports. 
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D. Through the use of the Management Information System, the Operations Analysis 
Unit will provide for: 

 
1. workload predictions; 

 
2. the identification of manpower and other resource needs; and 

 
3. budget preparation assistance. 

 
III. Administrative Reporting Program 
 

The Department’s administrative reporting program will consist of the following reporting 
processes: 

 
A. Daily Reports 

 
1. Daily Assignment Sheet (Attachment 1) completed by all divisions; 

forwarded to the Chief of Police. 
 

2. Arrest and Significant Events Report (Attachment 2) completed by Central 
Records with input from all commands; forwarded to the Chief of Police. 

 
3. Twenty-Four Hour Arrest Report (Attachment 3) completed by Central 

Records with input from all commands; forwarded to the Chief of Police. 
 

4. Twenty-Four Hour Summary Sheet-Offense Reports (Attachment 4) 
generated by Information Systems; forwarded to the Chief of Police by 
Crime Analysis. 

 
5. Field Commander’s Daily Report (Attachment 5) completed by Central 

Records with input from daily Field Commanders; forwarded to the Chief of 
Police. 

 
B. Monthly Reports 

 
1. All commands will submit via the chain of command monthly reports 

summarizing the following: 
 

a. principal accomplishments; 
 

b. problems encountered that would hinder progress of any major 
project; 

 
c. budgetary trends; 

 
d. matters of particular sensitivity; and 
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e. any other matters felt to be significant 

 
2. Monthly reports will be submitted to the Chief of Police no later than the 1st 

day of the succeeding month. 
 

C. Quarterly Reports 
 

1. All commands will submit quarterly reports summarizing their efforts on 
assigned departmental and divisional goals and objectives. 

 
2. These goal and objective quarterly reports will be submitted to the Chief of 

Police by the 16th of October, January, April, and July. 
 

D. Annual Reports 
 

1. The Central Records Division will, each year, prepare an Annual Report for 
the Norfolk Police Department. 

 
2. All commands will submit information and statistics to the Central Records 

Division for inclusion in the Department’s Annual Report. 
 

3. Submissions are due in Central Records by February 1st of each year. The 
completion date for the Annual Report will February 22nd. 

 
4. All commands will also submit an annual summary report regarding their 

assigned departmental and divisional goals and objectives. These reports will 
be due in the Chief’s Office each July 16th.  



Rev. 02/00 SMD                                                                                     Used By All Commands

PD  786        Norfolk Police Department
Daily Assignment Sheet

Report of : ________________________________________ Date: ________________________________________

Commanding Officer: __________________________________________________

Title Name / Control Number Assignment  Time Remarks

Totals Assigned Absent

Captain
Lieutenant
Sergeant
Corporal
Officer
Civilian

Total

Commanding Officer _________________________
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